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CASTERTON COLLEGE RUTLAND

POLICY STATEMENT

ATTENDANCE AND ABSENCE (STUDENTS







As a college we are committed to Safeguarding and promoting the welfare of children and young people. To achieve our commitment, we will ensure continuous development and improvement of robust Safeguarding processes and procedures that promote a culture of Safeguarding amongst our staff and volunteers. We acknowledge that  regular attendance plays a significant part in the emotional wellbeing of our students and endeavour to support and promote100% attendance across the college.










STATUTORY

Policy Statement:


At Casterton College Rutland we believe that for a child to reach their full educational achievement a high level of school attendance is essential.

We are committed to providing an education of the highest quality for all our students and endeavour to provide an environment where all students feel valued and welcome. Parents and students play a part in making our college so successful. Every child has a right to access the education to which he/she is entitled. Parents and teachers share the responsibility for supporting and promoting excellent school attendance and punctuality for all.

It is our duty to consistently strive to achieve a goal of 100% attendance for all children. Every opportunity will be used to convey to students and their parents or carers the importance of regular and punctual attendance.

Under Section 7 of the Education Act 1996, parents/carers are responsible for making sure that children of compulsory school age receive full-time education. Parents have a legal responsibility to ensure their child’s regular attendance at the school where they are registered.

If a child of compulsory school age who is registered at a school fails to attend regularly without good reason, the parent is guilty of an offence under Section 444(1) of the Education Act 1996.

While the parent is primarily responsible for ensuring their school-registered child attends
regularly, where school attendance problems occur, the key to successfully resolving these problems is engaging the child through effective case management and collaborative working between the student, parent, college and local authority.

It is important that everyone works together to help children obtain the best possible start in life with a good education. Parents should therefore be encouraged to work in partnership
with the college, notifying the college of the reason for any of their child’s absences and
highlighting any areas of concern they may have so they can be addressed promptly.

For your child to take full advantage of the educational opportunities offered it is vital your
child is at college, on time, every day the college is open unless the reason for the absence is
unavoidable. The routines children develop around attendance and punctuality at college are
the same as the expectations of any future employer in the world or work. High attainment,
confidence with peers and staff and future aspirations depend on good attendance.


Expectations of Attendance Levels

These are the attendance bands we are working with for the academic year 2016/2017.

BLUE Band = 98.9% to 100%

GREEN Band = 95.9% to 98.9%

AMBER Band =93% to 95.9%

RED Band = Less than 93%

PERSISTENT ABSENTEE = 90.9% and below

The Overall School Attendance Target for the whole year is 96% and above.


Our Attendance officer can be contacted at:

Tel: 01780 762168
Email amoss@castertoncollege.com 



Advice for parents and Carers


We expect that all students will:
· attend college regularly
· attend college and their lessons punctually
· attend college appropriately prepared for the day
· discuss promptly with their tutor or the B&A Team any problems that prevent them from attending college


Good Attendance is important because:

· Statistics show a direct link between under-achievement and absence below 95%
· Regular attenders make progress, both socially and academically
· Regular attenders find school routines, school work and friendships easier to cope with
· Regular attenders find learning more satisfying
· Regular attenders are more successful in transferring between primary school, secondary school, and higher education, employment or training 





The impact absence has on attendance

	Attendance % rate

	Approximate number of days off in a school year
	School time missed by end of Year 11

	100%

	0
	0

	95%

	10
	¼ of a year

	90%

	20
	½ of a year

	85%

	30
	¾ of a year

	80%

	40
	One whole school year












Promoting Good Attendance

The foundation for good attendance is a strong partnership between the college, parents and
the child. The Home/School agreement will contain details of how we will work with parents
and our expectations of what parents will need to do to ensure their child achieves good
attendance.

There are two attendance sessions every day AM and PM, therefore missing school for a
whole day counts as two absences.


Responsibilities of Parents and Carers:

We expect that all parents/carers who have day to day responsibility for children or
young people, will help prevent them skipping college by:

 Contacting the college on every day of absence

 Supporting the college with their child in aiming for 100% attendance each year.

 Making sure they understand the importance of good attendance and punctuality.

 Taking an interest in their education - ask about college work and encourage them to
get involved in school activities.

 Discussing any problems they may have at college - inform their tutor or the B&A Team
about anything serious.

 Not letting them take time off college for minor ailments - particularly those which
would not prevent you from going to work.

 Arranging appointments and outings either after college hours, at weekends or during
school holidays to prevent disruption to your child’s education and to the
college.

In the case of a lack of sleep. If your child has been ill in the night and has had broken sleep,
please consider sending them into college in the afternoon. Your child may feel
better and they will have the chance to catch up on the learning.

Responsibilities of Students:

 Attend every day unless they are ill or have an authorised absence.
 Arrive at college on time.
 Go to all their registrations and lessons on time.
 Take responsibility for registering in the main reception and Student Services if they are late or
are leaving the college site during college hours.

Responsibilities of Classroom Staff:

 Ensure that all students are registered accurately
 Liaise with the Attendance Officer on matters of attendance and punctuality and
 Communicate any concerns or underlying problems that may account for a child’s
absence.


Responsibilities of the Director of Behaviour & Attendance:

· As a member of the Senior Team the Director of Behaviour & Attendance will oversee, direct and co-ordinate the College’s work promoting regular and improved attendance and will ensure the Attendance Policy is consistently applied throughout the college. She will also ensure that attendance is both recorded accurately and analysed. She will ensure that attendance issues are identified at an early stage and that support is put in place to deal with any difficulties.

· Report directly to the Principal, the Governing Body and the Local Authority regularly all matters arising with regard to absence.

· If absence is frequent or continuous, except where a child is clearly unwell, staff will discuss with parent/carers the need and reasons for their child’s absence and will encourage then to keep absences to a minimum.  A telephone call or explanation from a student’s home does not mean an absence becomes authorised. The decision whether or not to authorise an absence will rest with the college.


Recording Attendance

Students are expected to attend college every day for the entire duration of the academic year, unless there is an exceptional reason for the absence.

The college must legally take an attendance register twice a day. The first is 8.45am and again at the start of Period 4 1.20pm. Any absences will be recorded with a specific code depending on the type of absence. Absences fall into two main categories:

· Authorised Absence: is when the school has accepted the explanation offered as satisfactory justification for the absence, or given approval in advance for such an absence. If no explanation is received, absences cannot be authorised. 

· Unauthorised Absence: is when the college has not received a reason for absence, or has not approved a child’s leave of absence from college after a parent’s request.


Unacceptable reasons for absence 

The following will not be accepted as reasons for absence and would be classified as unauthorised absence:

· Sickness of a parent, or other family member
· Sleeping in
· One child is ill, so all are kept off college
· School refusal or truancy
· Minor ailments, for instance indigestion or a headache.
· Birthday treats and trips
· Waiting in for a delivery
· Non-urgent medical or routine dental appointments
· Problems with transport
· Family holiday since new regulations came in September 2013

The college can if needed, change an authorised absence to an unauthorised absence and vice versa if new information is presented. An example of this would be when a parent states a child is unwell but on return there is evidence they had been on holiday.


What do I do if my child is absent?

A child not attending college is considered a safeguarding concern. This is why information about the cause of any absence is always required.

First Day Absence

In the case of absence the parent/carer must make contact with the college on the first day of absence, and subsequent days of absence. Please do this by telephone or email by 8.30am.
For any absence that we do not receive a reason for the absence will be unauthorised. 

· Tel: 01780 762168 and select 1 for Student Services
· Email to B&A Team@castertoncollege.com

If we do not receive a reason for absence, you will receive a text message reminding you to reply by text message to the college to provide us with a reason for your child’s absence. Failure to do this will result in an unauthorised absence.


For prolonged absence, clear medical reasons are needed to support illness. Medical evidence can be provided as an appointment card, hospital/CAMHS letters, prescription or medical packets (photo is acceptable) or a note from a medical professional.


Third Day absence: If your child is not seen and contact has not ben established with you, any named parent/carers, after 3 days of absence the college will start child missing education procedures. We will make all reasonable enquires to establish contact with parents and the child, including making enquires to known friend or wider family if contact details are available.

Ten Day’s Absence –We have a legal duty to report the absence of any students who are absent without explanation for 10 consecutive days. If the child is not seen and contact has not been establishes with the parent/carer, then the Local Authority is notified the child is “at risk of missing”. Children’s Social Care will visit the last known address and alert key services to locate the child. So help us to help you and your child by making sure we always have an up-to-date contact number.

Continued or On-going Absence

In September 2015 the Government reduced the current persistent absence threshold from 85% to 90%.
If your child misses 10% (3 weeks/sessions) or more schooling across the school year for whatever reason they are defined as persistent absentees. This is attendance 90.9% and below.

Absence for whatever reason disadvantages a child by creating gaps in his or her learning. Research shows these gaps affect attainment and progress when attendance falls below 95%. As such we monitor all absence thoroughly and all attendance data is share with the Local Authority and Department for Education. If your child has had absence and the attendance level is falling and we have concerns our Attendance Officer will contact you. If your child’s attendance falls below 90% depending on the reasons for the absence it could result in a Penalty Warning notification and a fine. 


Attendance Absence Support:

If a student’s attendance falls below 98.9% parents will be informed. This will be an initial letter or email to raise your awareness and will ask that you communicate any concerns you may have at this early stage with the Attendance Officer.

The College will consider taking further action when:

· 1 week (5 school days) of unauthorised absence has occurred
· 10 unauthorised absences in a 6 week period (this could also prompt the issuing of a penalty notice)
· 10 late sessions (after the close of registers) over a 6 week period
· A child continues to be regularly late for school

Absence from College can only be authorised for the following reasons:

· Illness
· Medical or dental appointments
· Religious observation
· Bereavement of a member of the close family
· Year 11 college interviews
· School visits for students moving into another area

Unauthorised absences, including truancy, are recorded on a student’s registration certificate, which may be used as a point of reference for future employers, colleges or universities

Parents should not expect the College to automatically agree any requests for absence, and not condone unjustified absence from college. The ultimate responsibility to authorise absence rests with the Principal. A note or telephone call does not automatically entitle an absence to be authorised. In the case of illness the college has a right to request further information if necessary.


Punctuality/Lateness

It is important to be on time at the start of the morning and afternoon college sessions and to lessons. The start of college day is used to give out instructions and notices. If your child is late they can miss vital information, cause disruption to the lesson for others if they arrive late, and it can be embarrassing leading to possible further absence. Such a reason will not include things such as missing the bus, clothes in washing machine or lost shoes.



	Minutes late per day
	Equivalent of missing

	5 minutes
	3.4 school days a year missed

	10 minutes
	6.9 school days a year missed

	15 minutes
	10.3  school days a year missed

	20 minutes
	13.8  school days a year missed

	30 minutes
	20.7  school days a year missed








REGISTRATION starts promptly at 8.40am Every Day

· If your child arrives at college after 8.40 they will receive a ”late before registration closes” mark

· Students who arrive after registration closes at 8.50am will be marked with an unauthorised absence code “U” in line with Department of Education (DfE) guidance. This mark shows them to be on site, but is legally recorded as an absence for the whole session. This absence will be unauthorised unless the college is satisfied that there is a legitimate reason for a student to be late.

The following expectations apply to all students:

All lateness is recorded daily. This information will be required by the courts, should a prosecution for non-attendance or lateness be necessary.

· College starts at 8.40am and students should be here promptly to attend registration. Students are expected to be in college five minutes prior to the start time.
· As soon as the bell goes for the start of the day at 8.40am, any student arriving after this time must come through the reception and register via electronic inventory and then go to Student Services to provide an explanation for lateness to the Attendance Officer.
· If a Student arrives after 8.40am with a genuine reason, this will be taken into consideration. Each student is treated on an individual basis.
· A text message will be sent to you during the course of the morning to inform you that your child was late to college and whether they have a 10 minute lunchtime detention with the Attendance Officer.
· Students who persist in arriving late to the start of each session will be placed on late report card

For health and safety reasons it is important the college knows who is in the building. Students arriving late should therefore report to Student Services immediately after signing in electronically .It is important that all students arriving late follow this procedure. 

For the same reason it is important that parents of students leaving the premises legitimately (eg for a medical appointment), or returning later in the, go to main reception and register via electronic inventory and then go to Student Services. It will then be recorded that the child has left the site and then will be marked back in when they return.

Punctuality – Late Sanctions
	Every Late = On the day of late – 10 min lunchtime detention with Attendance Officer – Text message sent

	2 lates = On day of late - 10 min lunchtime detention with Attendance Officer – Text message sent
+ placed on late report

	Consistently Late – Phone call home from Attendance Officer – Lates will be unauthorised

	10 or more unauthorised Lates – Further action leading to a Penalty Notice Letter

	Anything after 8.50am is an unauthorised late and has a negative effect on your overall percentage attendance and may lead to penalty notice being issued to parents



Students who are consistently late are disrupting not only their own education but also that of the other students. On-going and repeated lateness is considered as unauthorised absence and will be subject to legal action.

Parent/carers of students who have patterns of lateness will be contacted to discuss the importance of good time keeping and how it might be achieved. If lateness persists the parent/carer will be invited to attend the college to discuss the problem and support will be offered via an Attendance Plan. If support is not appropriate or declined and a child has 10 or more sessions of unauthorised absence due to lateness recorded in any 6 week period the college will inform the Local Authority and a penalty notice will be issued. 

Truancy

Research shows that children who attend school regularly are likely to be more successful. A pupil who misses a day of school a week misses an equivalent of a whole year in their compulsory secondary school life. This obviously leads to gaps in their knowledge that become difficult to fill. A recent survey has indicated that more than 70% of children who did not attend school regularly admitted to committing at least one criminal offence.

Dentist, Medical Appointment or Music Exam etc.

Please try to make appointments out of college hours but if this is not possible, your child should only be out of school for the minimum amount of time necessary for the appointment.
Taking a whole day off college for a dental/medical appointment is unacceptable and will be unauthorised.

You can advise us of any appointments that are made by:
· Tel:  01780 762168 and select option 1 
· Email B&Ateam@castertoncollege.com

An appointment card will need to be provided as evidence of appointment

Traveller Families

Absence of a child from a traveller family that is out of the area will be authorised if the absence is for work purposes only and the family intends to return. To ensure continuity of learning for Traveller children, dual registration is allowed. That means a Traveller child cannot be removed from the college roll while they are travelling. When the Traveller is away from home school holds the place open and records the absence through the T code. Traveller families need to inform the college that they are going to Travel at least 10 days prior via email or in writing, failure to do this will mean no work will be set for the duration of the absence.  

Absence through child participation in Public Performances, including theatre, film or TV work & Modelling

Parents of a child performer can seek leave of absence from the college for their child to take part in a performance. They must contact the Principal to discuss the nature and frequency of the work, whether the child has a valid performance licence and whether education will be provided by the employer during future leave of absence. Any absence recorded as part of a child’s participation in a public performance is recorded a C an authorised absence.

Absence for another reason:

Please write a brief explanation to the Principal and send this to the college via the Attendance Officer. We realise that you may need to ask permission at very short notice, but please make the effort to contact us in advance if only by email. All requests for students being absent from college must come through the Attendance Officer.



Term Time Absence

All absence from school impacts on the effectiveness of student learning and progress.
For this reason, we no longer authorise any holiday absence during term time, except in exceptional circumstances. A form must be completed, at least 2 weeks in advance, and submitted to inform the college if you intend to remove your child during term time. All holidays taken during term time will be unauthorised and render the parent/carer liable for prosecution or the issue of a fixed penalty notice under the Education Act 1996. Failure to pay the fine may result in court action being taken. Holiday will only be authorised in exceptional circumstances and with prior agreement from the Principal. Please note that this is a once in a lifetime special circumstance. This means that the College will only authorise one period of absence during your child’s time at Casterton.

In this, the College is supported by the Local Authority.

We will not authorise term time leave of absence requests:

· Where the request has not been received in college at least 10 days prior to the request leave of absence
· For days that abut existing school holidays
· For cheaper air flights or holidays
· To enable the family to get to their regular holiday venue
· For re-arranged holidays, where the holiday company has changed dates
· For mistakes in calculating when the college term starts and ends (Term dates available on website)
· To fall into line with parents work commitments other than the Armed Forces when the application is supported by a letter from the Commanding Officer or Unit Welfare Officer (letter clearly outlining why holiday needs to happen in term time)
· Where we have reason to believe the reason given for the absence is not valid and cannot be supported by medical evidence 


Children who miss college due to medical reasons 

We recognise that there will be times when students need to be absent due to illness. When a student is too unwell to attend for a few days we do not routinely provide work:
If they are well enough to complete work at home they should be attending college.

· Contact the college to explain the nature of the illness
· Provide medical evidence to the college in the form of a hospital note, prescription package label

During this period, the college will aim to provide work where appropriate. However, this should only be for a short period of time, because without specialist teacher input, students inevitably progress at a slower rate than their peers. Once an absence extends for more than a few lessons, it becomes increasingly difficult to plan and access work as well as provide effective feedback.

If a student is likely to miss college due to illness for 15 days or more (whether consecutively or cumulatively), the responsibility to provide work becomes that of the Local Authority. The college liaises closely with the LA in order to ensure that this transition is managed effectively and the parent/carer will be informed when this is the case. 



The Local Authority should provide:
· A named officer responsible for the education of children with additional health needs.
· A written, publicly accessible policy statement on their arrangements to comply with their legal duty towards children with additional health needs.

Where students have more than 15 days off due to ongoing medical needs 

· Students may be able to receive tuition at home provided by the Local Authority
· The college will provide a named person for the tutor to contact regarding continuity of education.
· The college will provide information to the Local Authority regarding which exam board syllabus a student is taking and which key textbooks are used (Key Stage 4 only)
· Continue to keep parents/student and tutor up dated with any changes to the college routine.

On return from an absence of more than 15 days 
· The college will provide a bespoke package of re-integration and support
· Individual teachers will inform students of what work they have missed
· A named keyworker will monitor progress and support the student during the re-integration
· Health professional will be contacted regarding Healthcare Plan if required 

Deleting a student’s name from the register

A student’s name can only be deleted from the register if the parent/guardian provides this information in writing, giving the child’s leaving date and details of next educational establishment. This will be confirmed with the receiving school or college.  Failure to follow this procedure will result in the child being reported to the Local Authority as a Child Missing in Education.

If a registered student has been continuously absent for at least 20 school days and after reasonable enquiry neither the College nor the LA (through the SIDO) has been able to locate the student the student’s name may be removed from both the admissions register and the attendance register and the Director of Behaviour & Attendance will inform the Area Child Protection Committee or the Child Protection Officer in the LA.
Any name deleted from the register must be notified immediately to the LA.

Temporary College Closures

If Casterton College Rutland has to close due to severe weather conditions, fire or INSET, no attendance registers are needed.
If the college is to be closed due to adverse weather conditions e.g. snow, parents are asked to follow the guidance for notification as per the letter shown in Appendix 2.  All parents are given a copy of this at the period of time when snow is forecast.  Details will also be given on the college website.

Monitoring and Feedback

· At the end of each term all students will receive an attendance report. Any student who has provided no reason for an absence, coded N, will also receive a letter requesting an explanation; it may be that there are perfectly valid reasons for such an attendance level. However, this may be an opportunity for parents and carers to raise any significant issues that may be affecting their child’s attendance.
· If a student has ongoing medical needs a referral to the School Nurse or outside agencies can be made by the Attendance Officer. 



Appendix 1
College Procedures for Addressing Absence
At the start of each Academic year the attendance of the last 6 months of the previous year is taken into account when monitoring a student’s ongoing attendance 







No improvement: attendance falls into the GREEN Band 95.9% - 98.9%. Parent will be contacted by the Attendance Officer to see if any additional support can be put in by the B & A Team 


Attendance improves Attendance Officer monitors







No improvement :attendance falls below 96%. Parent will be sent Letter 2 which will advise that no further absence will be authoirsed without medical evidence







No improvement: attendance falls into AMBER Band 93%-95.9%. Parent will be sent Letter 3 to set up a meeting with the Attendance Officer, to offer support and put in place an Attendance plan, targets set  and reviewed 2 weekly.






Attendance improves over 10 days, continued in college support and monitoring



No improvement: attendance falls into RED Band less than 93%. Parent informed at review that LA will be invited to next review meeting






No improvement: attendance over next 10 days then the LA will issue a 20 day warning letter to the parent







No improvement: attendance falls into Persistent Absence Band below 90.9%. Penalty Notice issued by the LA. Failure to pay fine will result in court action



Appendix 2

November 2015

Dear Parents/Carers

I thought it would be helpful to remind all parents and carers of our snow procedures.  

IN CASE OF SNOW
We will try to keep the Colleges open and will only close if it is absolutely necessary.  However most of our students come to College by bus; if roads are dangerous or impassable we may have to close to ensure the safety of our students and staff.  Unlike all other local schools that are in towns, we are in a very rural location.

In the event of heavy snowfall:
 Listen to Heart FM (102.7FM) or Rutland Radio (97.4-107.2FM) and consult our website and check your emails and text messages

 Buses can get stuck or not arrive at all – it is best to give your child a course of action if this should arise so they would not be left stranded.  If buses are more than 20 minutes late students should assume it will not arrive.

 The Colleges would only close early during the day if the bus companies advised us to do so – please talk to your child/young adult about what they should do in this case.

 Please do not send students to College if closure has been announced.

 It is best to use the radio to find out if the College is open rather than try to ring the College – our telephone lines are likely to be very busy. We will also place information about closure on our website www.rutlandcountycollege.com 

The Colleges sometimes have to close because:  
1. There is an insufficient number of staff to provide safe supervision or a sensible education on site.

2. Buses cannot transport students here nor have serious doubts that students will be safe to travel home on the buses later in the day as we cannot supervise children overnight.

We would never normally close the Colleges on the basis of weather forecasts unless the weather was so bad already that without significant improvement it would be impossible to open.  Decisions about closure are made on a daily basis.  

Finally I am reminded that when we suffered a day long power cut a few years ago it was most unhelpful that pre-16 students made decisions about going home without reference to ourselves, and started contacting home on mobile phones. Please insist to your child that in any unusual circumstances beyond our control they follow staff instructions only.  We always put the safety of students first.  For students who are driven to College please be assured  there will always be staff here at the College, so if you are unable to collect your child early then they will be quite safe until you arrive to collect them.

The College will do all it possibly can to avoid closure, knowing how that can impact negatively on parents working patterns.  In the event that we have to close, students should always have work with them to do at home.  For those students who can access the internet, all pupils have a log in for websites such as the Khan Academy or ‘MyMaths’ and these provide ample work and revision in the event that students cannot get to College. BBC Bitesize provides revision for Key Stage 4 pupils.  In addition, students should have an English reading book, or may have ongoing homework that can be completed or improved.

Yours faithfully

Mr Carl A Smith, MA
Principal
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REQUEST FOR TERM TIME LEAVE OF ABSENCE


This is to request that ____________________________________________ (name of student)

Date of Birth  ___________

Tutor Group ____________  be allowed to be absent from college on 

_________________________ (first day of absence) to _________________________ (last day of absence).
Reason for absence 






Signed: ____________________________________  Print  Name_________________________

Date: __________________________________
  
This form is to be completed by the Parent/Carer and forwarded to Student Services at least 2 weeks before the period of absence.  
Leave of absence will not be granted unless the application has been received with the minimum of 2 weeks’ notice and the Principal considers there are exceptional circumstances for the request to be granted. 
A letter from a Unit Welfare Officer must be attached to this request form if the absence is due to Service commitments.
Please note that this is a once in a lifetime special circumstance. This means that the school will only authorise one period of absence during your child’s time at Casterton.
I understand that taking my child out of school will result in work being missed and may affect the learning and achievement of my child.

Warning:
A fixed penalty notice may be issued by the Local Authority if you choose to take unauthorised term time holiday.  Each parent may be liable to a penalty of £60 if paid within 21 days and £120 if paid after the 21 days but before 28 days.  This ruling applies to each child taken out who is on roll at the College.



Appendix 5

Parental Letters


Letter 1



Date



To the Parent/Carer of:
<<Forename>> <<Surname>>
<<AddBlock>>




Dear <<Salutation>>

<<Forename>> <<Surname>> 

During routine monitoring of the college registers, it has been noted that <<Forename>>’s attendance is currently <<PercentageAttendance>>%, which falls below the Blue Band criteria (98.9-100%) as per the College Attendance policy.  This can be found on the college website at http://castertoncollege.com/attendance2/284.html.


This letter is to draw your attention to this and to let you know that we will continue to monitor in accordance with DfE guidelines.  We will contact you again if we have further concerns, but in the meantime if you have any queries please contact Sam Amos, Attendance Officer on 01780 762168 or email amoss@castertoncollege.com.

Yours sincerely




Mr C A Smith MA
Principal















Letter 2


Date


To the Parent/Carer of:
<<Forename>> <<Surname>>
<<AddBlock>>




Dear <<Salutation>>

<<Forename>> <<Surname>> 

Following our previous communications regarding  <<Forename>>’s attendance, we have continued to monitor this but are concerned that<<his>> percentage attendance has dropped to <<PercentageAttendance>>%.  

This falls into the Green Band criteria (95.9-98.9%) as per the College Attendance Policy, which can be found on the College website at http://castertoncollege.com/attendance2/284.html.

This letter is to advise you that no further absences will be authorised without supporting medical evidence.   If you have any further queries please contact Sam Amos, Attendance Officer on 01780 762168 or email amoss@castertoncollege.com.


Yours sincerely



Mr C A Smith MA
Principal

















Letter 3




 Date 


To the Parent/Carer of:
<<Forename>> <<Surname>>
<<AddBlock>>




Dear <<Salutation>>

<<Forename>> <<Surname>> 

We have been monitoring  <<Forename>>’s attendance closely, but are deeply concerned that <<his>> percentage attendance has now dropped  to <<PercentageAttendance>>%.  

This falls into the Amber Band criteria (93--95.9%) as per the College Attendance Policy, which can be found on the College website at http://castertoncollege.com/attendance2/284.html, and  means that <<Forename>> is at risk of becoming a persistent absentee.  

Please contact Sam Amos, Attendance Officer to make an appointment to discuss what further support we can offer you, and to put in place an Attendance Plan.  You can do this by calling 01780 762168 or emailing amoss@castertoncollege.com.


Yours sincerely




Mr C A Smith MA
Principal
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