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Attendance policy guidelines for parents 
 

• Pupils may arrive on site from 8.30am. 

• Pupils must be handed directly into the care of a member of staff. 

• Pupils are expected to be on site by 8.45am. 

• Registers are marked by 9.15am and pupils will receive a late mark if 
arriving after this time (except for pupils for whom there is an 
alternative arrival/departure arrangement linked to their Special 
educational needs, this would have been previously agreed between 
parent/carers and Heronsdale Primary school). 

• Registration closes at 9.45am.  Pupils arriving after this time will be 
marked as having an unauthorised absence. 

• If your child is absent from school.  It is expected that you contact the 
school office by 8.45am on the first day, followed by any subsequent 
days. 

• Communication to the school should be made via telephone or e-mail.  
Our telephone number is 01273 596904 and our e-mail address is: 
office@heronsdale.co.uk. 

• Staff will call and e-mail the parents/carers of any pupils that are absent 
without explanation. 

• Calls will be recorded, if there is overseas ringtone. 

• If your child has a prior appointment (e.g.: medical). Please ensure that 
you let the office staff know verbally or with a note.  We encourage our 
pupils to attend school before and after their appointment, where 
practical. 

• Any requests for exceptional leave should be made using the 
appropriate form.  These forms are available from the school office or 
on the school website. 
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