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Some schools are e-mailing individual helpline team members with queries. Even though this person may be the
one dealing with the problem, could you please e-mail ict.helpline@cambridgeshire.gov.uk - it will then be forwarded
to the relevant person. If that person is out of the office someone else will deal with it, but if you send it to an
individual's e-mail address we as a team will not be able to help you. Also any new issues e-mailed to staff who are
absent will not get answered.
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“ %2 Eln the event of an unscheduled closure (due to exceptional weather condi-
tions etc.) it is necessary to enter this into the School Diary for the correct ab-
2 g e B sence codes to be assigned in Attendance. In Sims .net you will need to go
to Focus - School - School Diary. Highlight the day in question and right click
with your mouse. You will be given 4 options. Select New Term-Time Clo-
sure. (Alternatively from the drop down list next to Action select Create a
New Event—Term time Closure—Select the appropriate Date).

Description [Pdverse Weather Conditions,

Category | Unscheduled Closure: v

seine [WO07_](E] =awe= | From the Category select Unscheduled Closure. Either tick all day event or

select appropriate times and click ok. This closure will then automatically
generate the Y attendance code against all students in Attendance.
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