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ABSENCE OF MORE THAN THREE DAYS 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

ABSENCE OF LESS THAN THREE DAYS 
 
 
 
 
 
 
 

 
 
 

 
STUDENT ABSENT 

 
Student returns 

with note 

 
Reasons recorded in 

roll book – note 
stored or location 

noted 

 
Recorded in roll book as 
‘U’ (unexplained) 

Student return without note 

 
Reason for absence 
proforma sent home 

No reply returns – 
Principal contacts family 

Still no reply. Absence recorded as U – 
10 U entries means immediate referral to 

attendance officer. 
 
 
 
 
 

SSttuuddeenntt  aabbsseenntt  ffoorr  
33  ddaayyss  aanndd  nnoo  
ccoonnttaacctt  ffrroomm  
ppaarreenntt..  

 
Recorded in roll book 
as U 

 
Parents contacted. 

If absence short term – procedures for less 
than three days followed 

If absence long term – 
learning plan 
developed. 
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