
 

 

 

September 2021 
 
Dear Parents  
 
Punctuality and Attendance 
 
It is really important for many reasons that children attend school and that they arrive on time to school. During 
the coming academic year we would be very grateful if you would ensure that your child arrives at school 
ready to start the school day at their designated time.  
 
Just to clarify, the gates close at 8.50am, classroom doors will then be closed and the register will be taken. If 
your child arrives at school after their classroom door has been closed but before the register has been 
completed/closed, they will be marked in as L which means “late before register has closed”.  

If they arrive after the register has closed (more than 5 minutes late) they will have to report to the office to 
sign in and will then be marked as O which means “late after register has closed”. This will then be recorded 
on the school system (a legal requirement) as an unauthorised absence for the morning session. If your child 
has 10 or more sessions of unauthorised absence within a 6 month period, it could incur a fine from the local 
authority (the same as taking children out of school on holiday in term time without authorisation.) 
 
We do understand that on a rare occasion, things happen which mean your child may be late arriving at 
school or you may be late in picking them up. If this happens, please keep the school office informed and we 
will support you on these rare occasions.  In school we monitor attendance and punctuality closely. If your 
child’s attendance or punctuality slips you will be asked to attend a meeting with Mr Mead to discuss this and 
to plan a way forward to see the situation improve. Our Education Welfare Officer may become involved at this 
point depending on improvements. It is also very important that children are picked up after school on time. 
We kindly request that you are punctual in collecting your child at the end of the day. Please see the Failure to 
Collect procedure for more information on this. 
 
Thank you very much for your understanding and co-operation on these matters. If you have any queries 
about these arrangements, please do not hesitate to get in touch.  
 
Yours sincerely 
 
Scott James 
Principal 
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