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 POLICY DETAILS  

  

Policy Title:  Attendance and Punctuality Policy  

Staff name and job title:  Mr A Clark ï Education Welfare Officer  
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at 8:30am during the Tutor Registration period and again at the start of Period 4.  

Students are expected to arrive via the student entrance by 8.20 to 8.25am in order 

to be ready for the start of the Tutor Registration Period at 8.30am.    

6.2    Students are registered at the start of every lesson of the day.     

6.3  The register is marked using the Department of Education Attendance and Absence 

Codes.  A list of Attendance Codes can found in Appendix A.  

  

 7.  PUNCTUALITY  

 

7.1   Macmillan Academy student entrance closes at 8.25am.    

7.2    If a student is not in their Tutor Registration Period at 8.30am then they will be 

   marked as late.  

7.3   Repeated lateness will be reported to parents/carers and other sanctions will be 

considered.   

7.4  Registers will remain open until 9:30am, should a student arrive at school after this 

time without good cause, the studentôs attendance may be recorded with a óUô code 

for that session.  The óUô code is classed as an absence and may contribute towards 

the instigation of attendance proceedings.  

    

 8.  AUTHORISED/UNAUTHORISED ABSENCE     

  

8.1  Authorised absence is where Macmillan Academy has given approval for absence in 

advance or where the explanation given afterwards has been accepted as satisfactory 
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15.6  Regular meetings will be held with the appropriate members of staff/external 

agencies to identify and support those students whose attendance is a cause 

for concern.  

15.7  Effective links are made with primary schools to facilitate the smooth 
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Appendix A   

Department for Education Attendance Codes   

CODE  DESCRIPTION  MEANING  

/  Present (AM)  Present  

\ 
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