[image: ]Unity Academy
Hurcott Road
Kidderminster
Worcestershire
DY10 2QJ
01562 215194

Email: office-uny@riverscofe.co.uk
Website: www.unityacademyap.co.uk

7th September 2026 
Dear Parents/Carers,									
Reporting Absence at Unity Academy 
At Unity Academy, we place great importance on the safety and wellbeing of our Pupils. To ensure we can account for every pupil each day, we ask that all absences are reported promptly and in line with the following guidelines.  
How to report an absence: 
· Parents/carers must call the school absence line before 9.00am on the first day of absence.  
· If you are unable to call please email office_uny@riverscofe.co.uk  
· Please clearly state your child’s name, class, reason for absence, and expected date of return. 
What happens if we don’t hear from you: 
· Between 9.00am – 9.30am, parents/carers of pupils who are absent, that we have not heard from will be called.   
· If no contact is made, the Attendance Officer will follow up with a text message and additional phone call to establish the reason for absence.  
Further communication: 
· If parents/carers wish to speak directly with a teacher, the attendance officer will ensure the teacher is notified by email and will request that they return the call on the same day. 
Safeguarding procedures: 
· By 10.30am, a daily absence report is shared with the Designated Safeguarding Lead (DSL) and Deputy DSLs to ensure appropriate safeguarding checks are in place following the reporting absence guidance.  
Requesting leave of absence: 
For any request of leave, time away from school. Please complete a leave of absence form and submit to Mrs G Willetts at office_uny@riverscofe.co.uk or hand into the school reception.   
We thank you for your continued support in helping us maintain a safe and supportive school environment. If you have any questions about absence reporting, please do get in touch. 
Yours sincerely, 
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Mrs Gemma Willetts  
Headteacher 
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