
Improving Attendance and Punctuality 

at Halley 
 

   ‘Every day counts and every minute matters’ 

We would appreciate your support in improving our attendance and punctuality. 

 

 

Attendance and Punctuality Policy at Halley 
July 2018 

 

Good attendance and punctuality is vital to Halley and its success.  We strongly believe that 

in order to achieve and learn well, children need to be in school regularly and on time, 

hence we support the slogan ‘every day counts and every minute matters’  

 

Lateness 

 

1. The designated attendance person monitors lateness on daily basis; a late chart is in 

place to log late comers and their time of arrival. Parents and children are asked to 

explain the reason for being late. School doors are opened at 8:50am. Children are 

given a late mark from 9:00am onwards in the morning. For the afternoon the cut 

off time is 12:45pm for Reception and for Key Stage 1 and 1:15pm for key Stage 2. 

 

2. The procedure for two late marks in a week:  

 

a) If a pupil is late twice or more in a week, a letter will be sent home followed 

by an informal conversation with the parents/carers to find out about any 

issues or difficulties parents/carers are experiencing. If there are, no valid 

reasons then parents/carers are informed of the school’s policy and the 

impact of lateness.  This is followed by a close monitoring of lateness for the 

next couple of weeks.  

b) If no improvement is noted in the time scale given, then a letter is sent to the 

parents/carers informing them about the school’s concerns of regular 

lateness and the impact it has on the child as well as the whole class. Again a 

time period is stated in the letter for improvement. 

c) If lateness continues then an In-School Panel (consists of the Inclusion 

Advocate and Attendance and Welfare Advisor from the Local Authority) 

meeting will be arranged with parents/carers to discuss issues and emphasis 

the importance of punctuality and consequences of further lateness. The 

Local Authority has introduced Fixed Penalty Noticed (FPN) for lateness.  

 

Absences 

 

1. Three unexplained absences in a week is followed up by an informal discussion with 

the parents/carers, to find out whether there are any issues or difficulties the school 

can support families with. If there are no valid reasons then concerns are expressed 

and the effect of regular absences explained. A medical note or evidence in form of 



medical appointments, prescriptions or copy of the medicine box is requested from 

parents/carers if pupil is absent for three consecutive days. 

2. If no improvement is noted over the next couple of weeks then a formal letter is 

sent out, with a copy of the attendance printout explaining the absences coding and 

concerns. The letter also states the schools expectations about attendance. 

3. If attendance falls below 95.0% then an In-School Panel meeting is arranged with 

parents/carers to discuss the absences. A referral can also be made to the Local 

Authority, Attendance and Welfare Team for children with attendance below 90.0%, 

this may result in parents being issued with a Fixed Penalty Notice (FPN). 

 

Absences Book: 

 

 The class absences book is sent to the school’s designated attendance person 

every morning by 9:15 and by 1:15pm in the afternoon so that absence calls 

can be made as soon as possible to follow up on any unexplained absences. 

 

Missing Children:  

 

 Unexplained absences are marked as unauthorised absence.  

 If parents/carers fail to inform school of reason for absence, the school will 

contact the parents/carers. 

 If this is unsuccessful, the school will contact child’s emergency contacts for 

more information. 

 On fifth day of absence (10 sessions) the school will makes a formal referral 

to the Attendance and Welfare Team.   

 Following this, the Attendance and Welfare Advisor (AWA) will conduct an 

initial investigation.  

 If unsuccessful the AWA will make a ‘Missing Children Referral’ to Missing 

Children Referral Officer (MCR) 

 If child does not return to school, on the 21st day of absence, school will take 

the child off role. 

 MCR continue to investigate.  

 

Extended leave 

 

 Families planning to go on extended leave during are advised to meet a 

member of attendance team or SLT to discuss reason for holiday and to 

complete a ‘request for holiday’ form.  

 Parents/carers are informed that the leave will not be approved because the 

Governors have adopted Tower Hamlets Local Authority’s policy that schools 

should not agree to holidays or leave in term time. As this causes disruption 

to children’s education and affects their achievement. 

 Holidays and visits to family must be taken in the 13 weeks of the year when 

schools are closed. Parents are advised that if children are taken out of 

school they may lose their school places and may not be able to return to the 

school. Parents are strongly advised not to risk this happening. 

 

 Holidays that are not agreed by the school are marked as unauthorised in the 

register and are reported to the Attendance and Welfare Service. 



 Prior to going on holiday, parents/carers are invited to In-school panel 

meeting (which consists of the Inclusion Advocate and Attendance and 

Welfare Advisor) to discuss implications of going on extended leave and 

explain the fixed penalty notice (FPN).  

 Parents will be asked to provide the following information; copies of fight 

tickets, address of the holiday destination, a contact number and an active 

email address, all of which are kept with the ‘request for holiday’ form in 

school and attendance is monitored closely. 

 Attendance and Welfare Assistant will issue FPN if applicable.  

 If families go on extended leave without informing the school, the school will 

follow procedure for ‘missing children’.  

 

Attendance reward systems 

 

 Attendance is celebration weekly during Monday assembly. The class with 

the highest attendance receive the trophy and a star to be display in their 

classroom. 

 Early Years and Foundation Stage children receive individual certificates to 

recognise their 100% attendance on Fridays. 

 In order not to penalise children with medical conditions, we acknowledge 

their effort through giving out well-done stickers.   

 100% attendance is recognised and rewarded at the end of every term and 

then annually. 

 Whole school attendance is displayed at the main entrance where it can be 

seen by pupils, parents and visitors to the school. 

 

Monitoring Systems 

 

 The designated attendance person monitors attendance on fortnightly basis 

with the AWA. 

 An In-School Panel meeting is arranged for parents of children with 

attendance below 95.0% or parents of children who meet the threshold to be 

on the Persistence Absences List. 

 Half termly attendance data and persistent Absences data are sent to the 

Local Authority.  

  

Key people involved with Attendance 

 

 Shoshannah Thompson- Headteacher 

 Nilufa Salik - Inclusion Advocate 

 Adrian Tavares- Assigned Attendance and Welfare Advisor from the Local Authority 

 Mohammed Abdul Rob-Parent Governor  

 


