
  
 

 

 
 

Tuesday 7th June 2022 
 
 
Dear Parents or Carers, 
 
Re: Punctuality 
 
Poor punctuality is not acceptable. If a child misses the start of day they can miss work and do not spend 
time with their class getting vital information and news for the day. Late-arriving pupils also disrupt lessons, 
it can be embarrassing for the child and can also encourage absence. Good time keeping is a vital life skill 
which will help our children as they progress through their school life and out into the wider world. 
 
How we manage lateness: School starts at 8:55am and we expect children to be lined up in the playground 
and ready to come in at 8:50am. Entrances to the school close at 9:00am and children who arrive after this 
time need to sign in at the school office and will receive a late mark. In accordance with the regulations, if a 
child arrives after 9:30am they will receive a mark that shows them to be on site, but this will not count as a 
present mark and it will mean that they have an unauthorised absence for the session. This could mean that 
a parent/carer will receive a Penalty Notice if the problem persists. If a child has a persistent late record, 
parents/carers will be asked to meet the Attendance Officer or Head of School to resolve the problem but 
school can be approached at any time if there are problems with getting a child to school on time. We will 
encourage good punctuality by being good role models to our children and celebrate good class punctuality 
 
Our whole school attendance target is 96%, we are currently at 93.3%. 1.4% of these absences are made 
up of children arriving after 9am. 
 
Therefore any parent bringing their child in after 9am must come into the main office. A lockable box with 
signing in slips (Yellow) will be displayed. This will need to be filled in by the parent detailing the child’s 
name, date, class, time in and the reason for lateness. This will be monitored closely. A letter will be sent 
out throughout the school year for persistent lates. The letter will state the amount of missed learning time 
your child has missed due to arriving to school after the registers have been closed.  
 
For any parents taking their child out of school to attend a medical appointment, I now ask you follow the 
same procedure. A signing out slip (Blue) will need to be filled in by the parent detailing the child’s name, 
date, class, time out and type of medical appointment. Proof of appointment must be shown to the office 
staff to ensure the absence is authorised.  
 
 
If you wish to discuss this matter please contact Mrs O’Brien on the number below. 
 
 
Yours sincerely, 
 
 
Mrs R O’Brien 

Attendance and Pastoral Officer 


