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STUDENT ABSENCE POLICY
Updated Feb 2017

Excused Absences 

The School must be notified as early as possible on the first day of absence:-

The student or the student’s representative should telephone the school and speak to a member of the administration staff. The employee shall subsequently record the following: 

· Name of student; 

· Name of representative; 

· Name of verifying employee; 

· Date or dates of absence; 

· Reason for absence

· A written recording in the absence record log and on the Class database, including information outlined above.

A student's absence shall be excused for the following reasons: 

· Personal illness; 

· Quarantine under the direction of a doctor; 

· Medical, dental, opt metrical, or chiropractic appointments; 

· Attendance at funeral services for a member of the immediate family; 

In addition, a student's absence shall be excused for justifiable personal reasons. Advance written request by the student and approval of the principal shall be required for absences for: 

· Appearance in court; 

· Observation of a holiday or ceremony of his/her religion; 

Unexcused Absence

Unexcused absences that contravene the schools guideline set out above will result in notification to the UK Boarder Agency & relevant authorities. 
Absence from Lessons
If the school have not been notified in advance of absence and the student is absent from class, it is the responsibility of the teacher to notify the administration of the school, preferably the Registrar or Receptionist at the earliest possible time in the morning, so they can follow up and find out where the student is.

Persistent absence will be dealt with by the principal who make take action according to the severity of the problem, the ultimate sanction would be dismissal from the school but a series of interim sanctions are at the disposal of the Principal. 
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