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Glebe Junior School

Monitoring of Attendance Procedure

Child marked
absent

|

Parent/carer notifies school of
reason for absence and it is
logged on register

App message sent to parent/carer
requesting reason for absence.
Phone parent/carer if no response
to app message

l

Parent/carer contacted periodically
throughout the day, until contact
made.

Discussion with parent/carer about
persistent unsatisfactory/unauthorised
attendance.

Attendance improvement (Parental
responsibility letter) sent home if
required.
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If no contact can be made, or reason
provided, child will be marked as ‘O’
(unauthorised absence) on the register.

Attendance Attendance
unsatisfactory & improved,
unauthorised matter closed.

|

Parent/carer invited to attend panel to
discussed reasons and possible
solutions to persistent absence
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Penalty Notice warning letter
specifying monitoring period to
improve attendance before DCC

informed.




Punctuality Procedure

School opens at 08:30 and
children are expected to be in

class, ready to learn, by
08:45.
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Lateness is
defined

Lateness Monitoring

Discussion with parent/carer about
persistent lateness and what we can
do to help

Any pupil arriving into school after 08:50
will be marked as late in the attendance
record.
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Punctuality (Parental responsibility
letter) sent home if required.
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Any pupil arriving late to class before
register closes will be marked ‘L’ on the
register

Attendance
Unsatisfactory improved,
punctuality matter closed.

.

!

Any pupil arriving after 09:15 will be
marked as ‘U’ (Late after Register
Closes) on the register

Parent/carer invited to attend panel to
discussed reasons and possible
solutions to persistent lateness




