
PARENTS GUIDE TO ATTENDANCE                                                APPENDIX C 
 

Parents/Carers Guide to Attendance and Punctuality 
 
Punctuality 
 

1. Children should arrive at school before the start of the school day at 8.55am. Doors open at 
8.55am.  If a child arrives after 9.00am, they are recorded as late. 

2. If a child continually arrives late, contact will be made by the Integrated Working Officer either 
by phone or by letter. 

3. If there is still no improvement in punctuality a referral may be made to the Early Intervention 
Service. 
 

Attendance 
1. If a child is going to be absent, the parent/carer should telephone school before 9.30am and 

inform us of the reason for the absence.  
2. If a child is still absent from school with no reason given after 10am on the first day, contact will 

be made with the parents/carers by phone requesting an explanation for the absence. If the 
child already has a poor attendance % then a home visit may be made by the Integrated 
Working Officer. Should the child fail to attend on the following day the same procedure will be 
implemented. On the third day, should no parental contact have been made, the Headteacher 
will be informed. This may result in further home visits and/or a letter given to the child upon 
their return, a letter hand delivered to the child’s home address or a posted letter. 

3. Attendance is monitored very closely each week. If a child reaches 10 sessions absent in back 
to back half terms, a referral may be made to the Early Intervention Service for the issue of a 
fixed penalty (fine).  This will initially be a £60 fine issued to both parents(f relevant) to be paid 
within 21 days.  Failure to pay this will result in the fine being increased to £120 to be paid 
within 28 days of the initial £60 fine being issued. 

4. Please be aware that if a Penalty Notice is issued and you do not pay it, you are liable to 
be prosecuted by the local authority in the Magistrates Court and could be fined up to 
£1,000. 

 
 
A Local Authority guidance leaflet is also available and a copy of this guide can be obtained from the 
school office on request. 

 


