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Friday 16th November 

Information about late marks and general attendance  

Dear Parents and carers,  

We have recently been reviewing our school attendance data and felt it important to communicate our expectations 

about children being in school as much as possible. We hope to outline expectations for general attendance, 

procedures for requesting time out of school and to inform you of changes to our school system should your child 

arrive late to school.  

Attendance  

As a school, we expect children to attend school for at least 97% of the year. Of course, there will be circumstances 

where your child is ill and unable to attend school. However, to place this in context, 3% of the school year equates to 

5 days of school absence in total.  

Persistent absence is classed as absence which falls below 90% attendance. Your child will be classed as a persistent 

absentee if their attendance drops below 90%. This equates to 19 school days across the academic year. Should your 

child fall into the persistent absentee bracket, or be at risk of this earlier in the year, school will discuss attendance 

with you. As a result of these conversations, school could establish an attendance contract for your child, issue a Fixed 

Penalty Notice fine for unauthorised absence and in serious cases, parents could be at risk of prosecution by the Local 

Authority. The DfE is very clear in its statutory guidance that; 

Parents are responsible for making sure that their children of compulsory school age (5 years) receive a suitable full-

time education. If a child of compulsory school age fails to attend regularly at a school at which [he/she is] registered, 

the parents may be guilty of an offence and can be prosecuted by the local authority (LA).  

As a school, we recognise the value and importance of children being in school as much as possible. We work very hard 
to offer a range of exciting learning opportunities and want to reduce lost learning time as much as we can. This means 
that, where our monitoring of attendance indicates concerns around levels of attendance, notification letters outlining 
attendance concerns will be sent. We are always happy to discuss attendance with you and look for ways to improve 
time in school and should you need to discuss anything with us, please don’t hesitate to request a meeting with Miss 
Henderson.  

In light of our target to have children in school for 97% of their time, we ask that you do not take term time holidays, 
and that holidays are booked within official school holiday time.  You will be aware that school are not able to authorise 
holidays in term time and may only authorise absence requests in exceptional circumstances at the discretion of the 
Head Teacher. We consider attendance in all requests made and are highly unlikely to authorise any exceptional requests 
without a strong track record of attendance in the current or previous school years.  
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Should you proceed in taking a holiday in term time without the authorisation of the Head Teacher, the school may 
choose to issue a Fixed Penalty Notice, where a fine will be incurred, payable to the Local Authority.  

Should you wish to request permission for absence, the school office has forms available to complete. The format of 
these forms have changed slightly from those previously used. Your form will be reviewed by Ms Ferris or Miss 
Henderson and a response returned stating the code to be entered on our school register and the reason for this.   

Lates  

Lates can amount to a significant amount of lost learning time. As a school, last week, we recorded 73 instances of late 
arrival, where children arrived at school after 9am and before 9.30am. This is something that we want to see a 
significant reduction in. We recognise the difficulty in having busy mornings and do appreciate that there will be times 
where you cannot avoid being a few minutes late. However, where we log persistent late arrival, a member of the SLT 
will contact parents to discuss this and ensure that on time arrival improves.  

The school day starts at 9am. This means that children are beginning their learning from 9 o’clock. If a child was to 
arrive on average 5 minutes late per day, this would equate to 25 minutes a week. Over the course of a year, that 5 
minutes would equate to 16 hours of lost learning, equivalent to over 2 school days. These margins very quickly 
become significant and can have a detrimental impact on your child. Indeed, 30 minutes of regular absence quickly 
amounts to 95 hours or 13.5 days of lost learning. We cannot stress the importance of your children being in and 
settled within their classroom by 9am enough.  

Our school gates are open from 8.40am. Our school doors open at 8.50am. We ask that you please support us in 
ensuring that your children arrive at school by 8.50am, ready for the doors opening, to avoid the levels of late arrival 
currently. If you do arrive late, as parents, you will need to accompany your child to the school office. We expect 
parents to sign children in and record the reason for late arrival. This enables us to monitor late arrival and also 
ensures that your child is under parental supervision until they enter the school doors and school assume 
responsibility.  

We hope that the information provided here is helpful and clarifies the processes and systems we have around 
managing attendance in school. We would like to thank you for your continued support in ensuring that your child 
receives their entitlement to full-time education.  

Yours sincerely,  

 

 

Miss E Henderson  

Deputy Headteacher   
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