Glendale Infant School

Attendance and Punctuality Policy

At Glendale Infant School we recognise the importance of regular and punctual attendance by all pupils.

Aims:
e To create a positive and welcoming atmosphere in school, where all pupils feel safe, secure and valued
e To make parents aware of their legal responsibility regarding their child’s attendance, and provide
support and advice where necessary
e To support pupils with any difficulties they may have at school or at home
e To raise the awareness of parents and pupils of the importance of regular attendance and punctuality
e To create an ethos in school that regular attendance and punctuality is the norm
e  For each pupil to achieve at least 96% attendance
e To keep parents informed of their child’s attendance

Registration procedures:

School opens at 8.50am and registration is at 9.00am. If your child arrives at school after this time they must
report to the school office and a reason for lateness must be given. Regular lateness between 9.00am and 9.30am
can be classed as unauthorised absence.

If your child arrives after 9.30am, this is counted as an unauthorised absence for that session and will affect their
attendance percentage.

We have a monthly ‘Late Gate’. Children who arrive in their classroom on time, on that day, receive a ‘well done’
sticker. Parents bringing children in late will be given a ‘Late Gate’ information sheet and offered advice/support if
lateness is an ongoing concern.

Absence procedures:

It is the parent’s responsibility to contact the school on the morning of the absence. If no message has been
received, school will contact parents by text or phone call. If a parent cannot be contacted, a letter will be sent
requesting a reason for the absence; if no reason is forthcoming the absence will be marked as unauthorised. It is

the responsibility of the school to decide whether absence is classed as authorised or unauthorised.

All non-urgent medical appointments should be made for out of school hours. If this is not possible, a child should
be in school before and after the appointment. Appointment cards or hospital discharge notes may be requested.

If a child has sickness/diarrhoea, they must not return to school until 24 hours after the symptoms have cleared.
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