
 

 

24 September 2020 
 
Advice for Attendance at School  
 
Dear Parent/Carer 
 
We are fast approaching the time of year when coughs and colds begin circulating in our schools, and families 
are rightly concerned about sending children into school because of the COVID-19 pandemic. 
 
Our Attendance Officers are monitoring absences very closely. We are following all the national guidance and 
ask you support us by following this guidance to reduce the possible transmission of COVID-19. 
 
Symptoms of COVID 19  
 
To clarify our schools’ position on absence, children should not be sent to school if they are displaying one of the 
following symptoms:   
 

• a high temperature – this means you feel hot to touch on your chest or back (you do not need to 

measure your temperature) 

• a new, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing 

episodes in 24 hours (if you usually have a cough, it may be worse than usual) 

• a loss or change to your sense of smell or taste – this means you have noticed you cannot smell or 

taste anything, or things smell or taste different to normal 

Families, including siblings at other schools, must immediately self-isolate and book a test either online at 
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-
coronavirus/, or by calling 119.   
If you believe that your child is displaying one of the COVID-19 symptoms please state this clearly when you 
contact school to report an absence, and we will call you back to explain the necessary procedures.  
 
Attendance Procedures 
 
• Please telephone daily to report an absence unless you have made alternative arrangements with 

school. Please leave a clear message explaining why your child is not in school. (Where possible please 

telephone before 8.30am)  

•  If we do not hear from you, we will endeavour to make contact and therefore require at least two up-to-

date emergency contact numbers on our records to be able to do this.   We need to know if you have sent 

your child to school in order to keep them safe. 

• Lessons begin at 8.50am prompt.  We ask that all students are on the school site by 8.40am.  

 
For clarity, children who are not displaying any of the COVID-19 symptoms or isolating should continue to 
attend school as normal.   
 
Yours sincerely 
 
 
 

Mr Lowe 
Attendance Officer  
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