Academy daily procedures

e The academy will take the attendance register at
the start of the first session of each academy day at
8.30am, and once during the second session in the
afternoon. Students will not be marked present if
they were not in during the period when the
register is open.

e Students are expected to enter the academy prior
to 8.25am.

e Any student arriving to their tutor classroom after
8.30am will be marked as late and a text will be
sent to parents to inform them.

e The register closes at 9.00am. Students arriving this
time will be marked as unauthorized late, meaning
an unauthorized absence is recorded as a result of
the students having missed the legal registration
period.

Reporting an absence

It is the responsibility of parents to inform the
academy of a student absence.

To report a student absence, parents should
telephone the academy on 01983 203103 and
select Option 1to leave a message on the
student absence line before 8.30am. In this
message, parents should leave details of the
reason for absence and when their child will be
returning to the academy.

In line with safeguarding procedures, a call must
be made at the start of each day of absence.
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