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25 April 2022 

Dear Parent/Guardian 

Re: Leaving school during the school day. 

During the last two years, we have a new understanding of the value of ‘face-to-face’ teaching; being in the classroom is 
the first ingredient to ensure our students reach their full potential. 

It is important that we work in partnership to recognise any issues which may impact on your child’s attendance at school. 

In exceptional circumstances only, it may be necessary for you to collect your son/daughter during the school day.  We 
would like to remind you of our established procedures which are essential to ensure we meet Child Protection 
requirements.  

1. It is expected that a pupil attends school for the full day.  Medical appointments should be made outside of the 
school day. 

2. Evidence of a Medical Appointment is required in order for an absence to be recorded as a Medical Appointment.   

3. Signing out of school during the day results in the pupil being marked as ‘absent’ and will affect attendance 
percentage. 

4. A note must be presented to Head of Year in the morning to be signed, in the relevant section of your child’s 
planner detailing: 

• Reason for being collected 
• Evidence of appointment 
• Who is collecting the student – should be a named contact on SIMS 
• Time of signing-out 

 
5. Pupil presents the note to office staff on ‘sign-out’. 

6. If the procedure above is not followed, a Senior Teacher on-call will be asked to verify the pupil signing out.  Please 
note, this will add time to your collection, so please allow time for this. 

Thank you for your co-operation in this matter. 

Yours sincerely 

 
_______________ 
Michael Gormley 
Principal 
  


