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Information for parents regarding attendance and punctuality : Academic year 2010-11 
Dear Parent/ Carer,
We are delighted to welcome you your son/ daughter to the Manchester Health Academy.  Excellent attendance and punctuality are essential for every student to enable them to achieve their full potential. The guidance which follows is intended to promote the highest standards of attendance and punctuality and develop strong partnerships with parents. 
Procedure for reporting student absence 
If your son or daughter is unwell, or will be absent from the Academy for any other reason, please inform us between 8.00am and 8.30am on the morning of each day of absence on the main academy number 0161 998 3992 
If a student is absent and the Academy has not received a phone call from parents, the absence will be recorded as unauthorised and you will receive a telephone call and in some cases a home visit to establish the cause of the absence. If your son or daughter should feel unwell during the course of the Academy day, you will be notified by telephone and depending on the severity of the illness could be requested to collect your son/ daughter. Students who are complaining of feeling unwell will not be sent home unless collected by a parent/ carer. 

Punctuality

If your son or daughter is late [i.e. arrived at the Academy after the start of the Academy day at 8.40am] they must report to the student office at the student entrance. Poor punctuality will be monitored and actions taken to bring about improvements, which will include detentions at lunch time for 15 minutes and contact with parents. We are obliged to close registers for the morning session at 9.05am. Students who arrive after this time will receive a register mark indicating that they have been absent without authorisation. If students are late without a valid reason on two occasions in the same week they will be detained for a period of 30 minutes after the end of the school day
Medical appointments

If your son/ daughter has an urgent/ unavoidable medical appointment [e.g. hospital/ orthodontic appointment] it will be necessary to provide an appointment card or letter confirming the time, date and nature of the appointment. Students will be required to show this information to the senior member of staff on call to gain permission to leave the Academy during the course of the Academy day. Parents are requested to avoid making routine appointments [e.g. opticians] during the Academy day. 

Holidays

Taking holidays in term time is strongly discouraged and authorization to do so can only be obtained by requesting permission in writing from the Principal.

Lunch time arrangements 
All students have responded very positively to the requirement to remain on the Academy site during the course of the school day. We are working with Manchester Fayre, our school meals provider to ensure the highest standards of catering are provided by seeking feedback from our students about the quality of the meals. 
Parents/ carers contact details
We would be most grateful if you could ensure that the Academy holds up to date contact details for all parents and carers. It is particularly important that our records are accurate so that we can contact home promptly in the event of illness or other urgent matters. 
If you would like to discuss any aspect of your child’s attendance, punctuality or progress please contact the following personnel: 

· Mrs Marice Gilbert- MHA Attendance Officer
· Mrs Julie Hawkins, Assistant Vice Principal - Year 7/8

· Ms Donna Hindley- Assistant Vice Principal- year 9/10

· Mr Pete Jones- Assistant Vice Principal- year 11

· Mr Dominic McGuire- Assistant Vice Principal- year 12

Contact home and support to promote good attendance 
The Academy uses a text messaging system to inform parents of key events and of daily absences and lateness. We would be most grateful if you could respond promptly if you receive a message so that we are clear about the reasons for student’s absence and can ensure that we keep all our students safe. 
Procedures for poor attendance 
If your son/ daughter’s attendance becomes a cause for concern you may be visited at home or invited to an attendance panel meeting where members of academy staff and other support agencies including Connexions personal advisors and the school nurse can discuss the strategies to help bring about improvements in attendance and punctuality. It may be considered appropriate to commence the common Assessment Framework [ CAF] to ensure a co-ordinated approach to bringing about improvements in attendance and addressing any underlying issues.

If the problem of unauthorised absence persists a penalty notice of £50 for each parent may be issued by the local authority. In extreme cases where improvements in attendance have not been made, procedures to secure prosecutions through the courts have been necessary. 

We look forward to working with you and meeting you at parents evenings. 
Yours sincerely,
Fiona O’Sullivan - Vice Principal 
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