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Punctuality 

The Government expects… 

Schools have to promote good attendance and reduce absence. This is to ensure that 

every student has access to the education to which they are entitled. Schools also 

have to act early to address patterns of absence, including lateness.  

Every minute counts… 

It is important that your child arrives on time every day. Children don’t like having to 

enter a classroom or a practical lesson alone and this is also very disruptive to the 

class that they are joining. 

If your child is … In a year, your child would lose the following 

days of education … 

5 minutes late every day 3 days 

10 minutes late every day 6.5 days 

15 minutes late every day 10 days 

20 minutes late every day 13 days 

30 minutes late every day 19.5 days 

 

So, every minute really does count.  

All students at Woolmer Hill should be in school by 8:40am so that they are ready to 

be in tutor time by 8:45am. Although we have very few students who are late we do 

set detentions for late arrival to school. You should be aware that even if lateness is 

the fault of the parent or carer, if repeated lateness is noted then the student will still 

have to accept the sanctions put in place.  

Help your child prepare anything they need for school the night before, to avoid having 

to rush around in the morning. Food ingredients and PE kit can be common reasons 

for lateness which could be avoided. 

  



Attendance 

What your child’s attendance figure means as learning 

time lost… 

It has been shown nationally, as well as within Woolmer Hill, that the single most 

damaging factor to learning is poor attendance. 90% attendance may seem good, 

however, this means that your child has not been in school for 10% of the time – or 

one day off every two weeks. Poor attendance may mean that a student misses vital 

lessons or assessments, which then causes stress and anxiety as well as a basic lack of 

understanding which may take weeks to be fully remedied. 

Over time poor attendance figures mean that the following learning time is lost: 

Yearly 

attendance 

figure 

Days 

absent by 

the end of 

one year 

If this trend were to continue over the 5 years 

spent at Woolmer Hill,  learning time lost 

would look like this: 

100% 0 
0 days lost 

 

95% 9 days 
9 weeks off school 

 

90% 19 days 

19 weeks off school 

(the equivalent of over half a school year off) 

 

85% 28 days 

28 weeks off school 

(the equivalent of not attending school from  

September to May) 

 

80% 38 Days One whole school year missed 

It is widely accepted that when attendance drops by as little as 10%, a student can 

expect to achieve on average one grade less than their targeted grade in every subject 

they take. As attendance drops further students dramatically reduce their chances of 

ever successfully reaching target grades. 



What the Government expects… 

If a child’s attendance is below 90% they are considered to be a persistent absentee. 

This can have legal implications and trigger intervention from the Inclusion Service 

and fixed penalty fines and/or prosecution. 

Headteachers have been told that they should only grant authorised leave during term 

time in exceptional circumstances. Each and every leave of absence request during 

term time will be considered on an individual basis. If leave is taken without permission 

the absence will be recorded as unauthorised.  

Please note that any absence from school, whether authorised or not, counts as non-

attendance and brings down a student’s attendance figure. 

What can you expect from the school? 

The school has a legal duty to monitor attendance and we will contact you if we feel 

it is a concern.  Irregular attendance and unauthorised absence may result in the 

school having to make a referral to the Local Authority Inclusion Service which may 

trigger the interventions noted above. 

Circumstances when a Penalty Notice may be issued 

 A Penalty Notice may be issued to parents/carers who are failing to secure their 

child’s regular school attendance and are failing to engage with supportive measures 

to improve attendance proposed by the school or Inclusion Service. 

 Where a child is taken out of school for an unauthorised leave of absence during 

term time for 5 days or more without the authority of the Headteacher, each 

parent is liable to receive a penalty notice for each child.  

 

The amount payable on issue of a Penalty Notice is £60 if paid within 21 

days of receipt of the notice, rising to £120 if paid after 21 days but within 

28 days.   If the Penalty Notice is not paid within 28 days, the Local 

Authority must prosecute the parent/carer for failing to ensure regular 

school attendance under Section 444 Education Act 1996. 

Attendance figures will be reported on every progress report that is sent home to 

parents.  

As a general guide attendance will be coded as Red, Amber or Green. 

 Green 95% +  good attendance 

 Amber 90% - 94%  cause for concern 

Red  below 90%  at risk of penalty fines / prosecution 



 

 What happens when the school is concerned?  

1) When attendance drops below 95% parents can expect an initial alert from the 

school. In the first instance this will be via your child’s tutor or Year Leader 

2) If there is not a rapid and noticeable improvement in attendance then you will 

receive a formal letter outlining our concerns. 

3) School meetings with an attendance panel and the Inclusion Officer will follow if 

there is still no improvement in attendance. 

4) Legal action may follow if attendance does not improve 

What we expect from you… 

 Please make medical and dental appointments outside the normal school day. 

Where this is not possible, please make sure that your child is in school before 

and after the appointment, they do not need to take the whole day off. 

 We always check absence against birthdays, please do not take your child out 

of school on his or her birthday. Unless there is clear medical evidence for 

absence this will always be recorded as unauthorised. 

 Please contact the school on the dedicated absence line before 9:30am on each 

and every day of absence. 

 Please forward any medical information regarding any absence to the school as 

soon as possible 

 Evidence to support an absence due to medical reasons could include the 

appointment card, appointment letter, a copy of the student’s prescription, a 

box of the medication with the student’s details on it 

Working in Partnership… 

If there is anything you wish to discuss, or if you feel there are any issues linked to 

attendance and punctuality that we may be able to support you with, please do not 

hesitate to contact the school. Your child’s tutor or Year Leader will be only too 

happy to listen to your concerns and plan a way forward. 

Please also look at the Surrey website overleaf for more information about attendance 

and ways to support your child and the school. 

Absence Line Number… 

If absence is unavoidable please contact the school to let us know before 9:30am each 

and every day of absence. The dedicated absence line number is 01428 647062, or 

alternatively you can contact the school main number (01428 654055) and choose 

option 1. 

  



Useful Contacts: 

 

Attendance Notification 

attendance@woolmerhill.surrey.sch.uk 

 

Year 7 & Transition Leader:     Mr M Poeti 

mpoeti@woolmerhill.surrey.sch.uk 

 

Year 8 Leader:       Mr S Watkins 

swatkins@woolmerhill.surrey.sch.uk 

 

Year 9 Leader:      Mr G Lester-Smith 

glestersmith@woolmerhill.surrey.sch.uk 

 

Year 10/11 Leader:       Mrs N Worsell 

nworsell@woolmerhil.surrey.sch.uk 

 

Senior Welfare Officer:     Miss G Fry 

gfry@woolmerhill.surrey.sch.uk 

 

Useful website: 

https://new.surreycc.gov.uk/schools-and-learning/schools/at-school/absences-from-

school 
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