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Organisational chart

Class Teacher/ Form Tutor - Takes register on iSams in the morning which is finalised and submitted by 8:00am

Reception staff - Follows up on attendance and contact parents about the absence of thelr child/children within two
hours (by 10:00am)

Initially followed up by class teacher on a pastoral level on the first day of absence if unautherised

Letters of Concern sent at key points in the year (October, December, February and Aprill, these are escalated

dependent on persistence of unauthorised absences
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