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		Reminder about notifying the school regarding a child’s absence


Dear Parent/ Carer
As the term gets busier, I am writing to gently remind you of the protocol for notifying the school about your child’s absence. It is our school policy that a parent/ carer notifies us of an absence, even once the sixth former has reached the age of 18. 
Illness
If your child is ill it is your duty to notify the school as soon as possible (preferably before the start of school 8:50 a.m) of this. If possible it is useful if you provide brief detail of the nature of the illness e.g. migraine/ viral throat infection/ high temperature. 
You can leave a message by ringing: 01788 810518 or by emailing 6thattendance@rugbyhighschool.co.uk or contacting us via parentmail.
You should ring every day that your child is ill.
University open day/ interview day 
If there is a day that your child needs to attend, they should pink up a pink form from outside the main office. They will need to get their teachers, you and a member of the Sixth form team to sign it to grant permission. If a student is behind on work, or if there are concerns about their academic progress, the school has the right to refuse. 
This should be done well in advance of the day.

Requesting leave of absence during term time

For full details please read our attendance policy:

https://www.rugbyhighschool.co.uk/attachments/download.asp?file=1526&type=pdf



Please note that any request needs to be made to Mr Grady via the attendance officer.


Our policy states:

“Head teachers shall not grant any Leave of Absence during term time unless they consider there are exceptional circumstances relating to the application… and parents do not have any entitlement to take their children on holiday during term time. Any application for leave must establish that there are exceptional circumstances and the Head Teacher must be satisfied that the circumstances warrant the granting of leave.”


We really value your support in these matters. If you have any further queries regarding attendance or have any concerns please contact Susan Goss our attendance officer,s.goss@rugbyhighschool.co.uk or Claire Billington, c.billington@rugbyhighschool.co.uk our Sixth form administrator. 



Yours sincerely,
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Olga Dermott-Bond
Head of Sixth Form
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