
 
 

 

 

Attendance and Punctuality Policy 

 
Vision: The best futures for all through excellent and equitable opportunities. 

Commitment: Trust in the future 

Values: respect, trust, courage, curiosity 
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Aims  

To outline the processes and procedures that support excellent attendance 

To support all pupils and their parents/carers in the establishment to achieve the 

highest possible levels of attendance and punctuality; 
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Ensure that all pupils have full and equal access to the best education that we can 

offer in order to increase learning: 

Enable all pupils to progress smoothly, confidently and with continuity through 

schools: 

 Make parents/carers aware of their legal responsibilities; 

 Ensure attendance meets Government, Local Authority and individual school 

targets 

The Trust’s commitment 

Palladian Academy Trust is committed to, ‘excellent and equitable opportunities for 

all’. The Trust has an underpinning belief that through good attendance at school, all 

pupils will receive a high quality education to ensure they are equipped for the next 

stage of their education or employment.  

Palladian Academy Trust is committed to the philosophy and practice of inclusion. 

Importance of attendance at school 

 School education lays the vital foundations of a child’s life. Research clearly 

demonstrates the link between regular attendance and educational progress and 

attainment. Parents/carers and school staff should work in partnership in making 

education a success and in ensuring that all pupils have full and equal access to all 

that the school has to offer. All schools encourage parents and carers to ensure that 

their child achieves maximum possible attendance and that any problems that 

prevent this are identified and acted on promptly. 

Expectations  

We expect that all pupils will: 

 Attend school every day 

 Attend school punctually 

We expect that all parents/carers will: 

 Ensure regular school attendance and be aware of their legal responsibilities. 

 Ensure that their child arrives at school punctually. 

 Discuss promptly with the relevant school staff or alert the school office to any 

problems that may affect their child’s school attendance. 

Daily Procedures - reporting absence: 

Parents & carers need to report absence daily via telephone or in person, preferably 

before 9am. This ensures that schools can fulfil their requirements to monitor 

attendance and safeguard children.  
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Daily Procedures - monitoring attendance:  

Registers and monitoring of attendance is the responsibility of the tutors/classroom 

teachers in the first instance.  

If staff are concerned about any aspect of attendance, they should notify the 

Designated Safeguarding Lead (DSL) who will arrange for contact to be made with 

the parents/carers. If a pupil is absent without any contact from parents/carers, the 

DSL or delegated member of staff, should try and make contact with the 

parent/carer. This contact may be through telephone, text, email or even home 

visits (with due care and risk assessment given to staff safety and welfare). 

Registers, Punctuality and Lateness: 

Punctuality when attending school is crucial. Lateness causes disruption to that 

individual’s learning and to that of the other pupils in the class. It is really important 

therefore that all pupils arrive at their school on time. Parents/Carers who do not 

ensure their child is on time are in breach of the Education act 1996 section 444 (1) 

By law, schools must take a morning and afternoon register and record the 

attendance or absence of every pupil. 

Registers are closed at 9.15am, after this lateness is recorded as an unauthorised 

absence, and can be subject to prosecution by the Local Authority. 

Persistent lateness by a pupil will be dealt with through a letter home to parents and 

a meeting with the DSL/SLT. It may be necessary to refer the issue to the Local 

Authority relevant service (e.g. CMES/Educational Welfare). 

A pupil’s attendance is recorded on their report. Attendance records are routinely 

passed to future schools or colleges as is necessary. 

Pupils Leaving During the School Day  

The school must know where the pupils are during the school day. 

Pupils are not allowed to leave the premises without prior permission from the school. 

Whenever possible, parents should try to arrange medical and other appointments 

outside of school time. 

Parents are requested to confirm in writing, by letter or email, the reason for any 

planned absence, the time of leaving, the expected return time. 

Pupils must be signed out on leaving the school and be signed back in on their 

return and parents/carers must be present so that the office staff can check children 

are leaving with an adult. In secondary schools, a telephone conversation with a 

parent/carer is sufficient to allow permission for a child to leave the site, but only in 

exceptional or certain circumstances – illness, death of a family member, etc. 

Schools will refuse to allow pupils to leave if they are concerned about their safety. 
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Where a pupil is being collected from the school, parents are to report to the school 

office before the pupil is allowed to leave the site. 

If a pupil leaves the school site without permission, their parents/carers will be 

contacted. Should the school be unable to make contact with the family then the 

school will contact the Police and register the child as a missing person. 

Attendance Reviews and Subsequent Actions 

There are regular meetings staff responsible for attendance to review attendance 

patterns. These meetings are to review attendance and any agency interventions 

required. In addition, actions that need to be taken including referrals to the Local 

Authority relevant service (CMES/Educational Welfare) or other agencies and 

Medical Action Plans are discussed. These actions are recorded on the Child 

Protection Online Management System (CPOMS). 

The following groups of students are reviewed at those meetings:  

 pupils referred to the Local Authority relevant service (CMES/Educational 

Welfare); 

 pupils with attendance under 90% (Persistent Absentees); 

 pupils with attendance under 96%;  

 pupils of “at risk” groups eg. ethnic minorities, SEN, CLA, FSM, Other PP;  

school refusers;  

 students that need other measures to monitor and improve attendance. 

At the end of term, if a child’s attendance falls below 96%, the school will contact 

parents by letter to highlight the importance of good attendance and that their 

child’s attendance has fallen below the school target. Where attendance is a cause 

for concern, usually when attendance falls below 96%, DSL/member of staff 

responsible for attendance will liaise with the tutor/classroom teacher. If there are 

exceptional circumstances that the school is aware of, these will be taken into 

consideration.  

The following actions will be taken in accordance with the review procedures: 

 contact made with parents/carers, usually by letter; 

 if there has been no improvement, a second letter is sent informing parents 

that further absences will not be authorised unless supported with evidence; 

 if there is no improvement or still cause for concern, a further letter / contact is 

made inviting parents/carers to meet the relevant member of staff as 

appropriate; 

 if there is still no improvement or still cause for concern, either a further 

meeting will be held or a referral made to the Local Authority relevant service 

(CMES/Educational Welfare). 

- Parents/carers will be notified of a referral; 

- possible request for information from the GP, school doctor or school 

nurse; 

- referral to outside agencies if appropriate;  

- legal action including issuing of penalty notice requests 
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Additional support that may be accessed 

 school nurse; 

 Behaviour support or  

 mentoring particularly with Pastoral Team/Classroom Teacher;  

 referral to outside agencies e.g. psychologist, CAHMS, Social services, 

Compass, Parents Support, reintegration support, careers advisors, Youth 

Connect, CMES, EWO, Behaviour Panel, GP 

Absence during term time 

Absence during term time will not be authorised unless there are very exceptional 

circumstances and never at the following times: 

 KS1 & KS2 SATS assessments; 

 beginning of KS3 to support transition; 

 Year 9 Assessments; 

 KS4 due to examination preparations; 

 if the pupil should be taking external examinations including GCSE module 

examinations; 

 if attendance is under 96%; 

 if there would be more than 10 days absence in any academic year, unless 

these are clearly accounted for as unavoidable and have been previously 

discussed with the school e.g. medical appointments 

If absences are not authorised, and they are still taken, the matter will be referred to 

the Attendance & Welfare Support Service (A&WSS)and a penalty notice requested. 

If unauthorised holiday is taken, no further absences will be authorised without 

medical evidence. Further details of this (including costs) are included on the 

Penalty Notice Parents Information sent by schools or at the end of this policy. 

Parents/carers should make any request for term time absence on the Leave of 

Absence Request Form (Appendix 1). 

The relevant Local Authority service (Attendance & Welfare Support Service 

(A&WSS) / Educational Welfare (EWO)): 

 the CMES/EWO/ will be given details of pupils causing concern through poor 

attendance;  

 the CMESEWO will be informed of any exclusions; 

 the advice of the CMES /EWO will be sought with “stuck cases”, possibly to 

involve external support;  

 the CMES/EWO/ may be invited to medical action plan and school 

attendance meetings; 

 formal referrals will be made to the CMESEWO/ when attendance drops 

below 90% or 20 absences, or when there are extensive unauthorised 

absences; 

 CMES/EWO may attend review meetings held with lower attendees in KS4. 
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The Legal Framework  

Parents and carers have a legal duty to ensure that their children attend school 

regularly and punctually in order to optimise their learning, achieve the best they 

can and get the most out of their educational experience. Failure to do so is an 

offence under section 444(1) of the Education Act 1996. Section 7 of the Education 

Act 1996 states that, ‘The parent of every child of compulsory school age shall cause 

him/her to receive efficient, full time education suitable to his/her age, aptitude and 

ability and to any special educational needs, he/she may have either by regular 

attendance at school or otherwise.’ Section 444 further states that ‘The parent of a 

child of compulsory school age registered at school and failing to attend regularly is 

guilty of an offence punishable by law.’  

An offence is not committed if it can be demonstrated that: 

 The student was absent with leave (authorised absence) 

 The student was ill or prevented from attending by unavoidable cause 

 The absence occurred on a day set aside for religious observance by the 

religious body to which the student/parent belongs  

Failure to comply may lead to prosecution in the Magistrates Court where on 

conviction each parent would be liable to a fine up to £2500 and/or three months’ 

imprisonment.  

The Act also places a legal obligation on: 

 The Local Authority (LA) to provide and enforce attendance  

 Schools to register attendance and notify the LA (or the CMES) of a child’s 

absence from school without authorisation of 10 or more days. 

 The Local Governing Committee (LGC) as delegated by the Trust Board to 

make sure that school registers are kept, one for attendance and one for 

admission 

Attendance Codes 

The national codes enable schools to record and monitor attendance and absence 

in a consistent way which complies with the regulations. They are also used for 

collecting statistics through the School Census System. The data helps schools, local 

authorities and the Government to gain a greater understanding of the level of, and 

the reasons for, absence. 

Present at School: Pupils must not be marked present if they were not in school 

during registration. If a pupil were to leave the school premises after registration, they 

would still be counted as present for statistical purposes. 

Registration Code / \: Present in school / = am \ = pm Present in school during 

registration.  

Code L: Late arrival before the register has closed. Schools should have a policy on 

how long registers should be kept open; this should be for a reasonable length of 

time but not that registers are to be kept open for the whole session. 
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A pupil arriving after the register has closed should be marked absent with code U, 

or with another absence code if that is more appropriate.  

Present at an Approved Off-Site Educational Activity  

An approved educational activity is one where a pupil is taking part in supervised 

educational activity such as field trips, educational visits, work experience or 

alternative provision. Pupils can only be recorded as receiving off-site educational 

activity if the activity meets the requirements prescribed in regulation 6(4) of the 

Education (Pupil Registration) (England) Regulations 2006. The activity must be of an 

educational nature approved by the school and supervised by someone authorised 

by the school. The activity must take place during the session for which the mark is 

recorded. 

Attendance codes for when pupils are present at approved off-site educational 

activity are as follows:  

Code B: Off-site educational activity. This code should be used when pupils are 

present at an off-site educational activity that has been approved by the school. 

Ultimately, schools are responsible for the safeguarding and welfare of pupils 

educated off-site. Therefore, by using code B, schools are certifying that the 

education is supervised and measures have been taken to safeguard pupils. This 

code should not be used for any unsupervised educational activity or where a pupil 

is at home doing schoolwork. Schools should ensure that they have in place 

arrangements whereby the provider of the alternative activity notifies the school of 

any absences by individual pupils. The school should record the pupil’s absence 

using the relevant absence code. 

Code D: Dual Registered - at another educational establishment. This code is not 

counted as a possible attendance in the School Census. The law allows for dual 

registration of pupils at more than one school. This code is used to indicate that the 

pupil was not expected to attend the session in question because they were 

scheduled to attend the other school at which they are registered. The main 

examples of dual registration are pupils who are attending a pupil referral unit, a 

hospital school or a special school on a temporary basis. It can also be used when 

the pupil is known to be registered at another school during the session in question. 

Each school should only record the pupil’s attendance and absence for those 

sessions that the pupil is scheduled to attend their school. Schools should ensure that 

they have in place arrangements whereby all unexplained and unexpected 

absence is followed up in a timely manner. 

Code J: At an interview with prospective employers, or another educational 

establishment. This code should be used to record time spent in interviews with 

prospective employers or another educational establishment. Schools should be 

satisfied that the interview is linked to employment prospects, further education or 

transfer to another educational establishment.  

Code P: Participating in a supervised sporting activity. This code should be used to 

record the sessions when a pupil is taking part in a sporting activity that has been 

approved by the school and supervised by someone authorised by the school.  
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Code V: Educational visit or trip. This code should be used for attendance at an 

organised trip or visit, including residential trips organised by the school, or 

attendance at a supervised trip of a strictly educational nature arranged by an 

organisation approved by the school. 

Code W: Work experience. Work experience is for pupils in the final two years of 

compulsory education. Schools should ensure that they have in place arrangements 

whereby the work experience placement provider notifies the school of any 

absences by individual pupils. Any absence should be recorded using the relevant 

code. 

Absence codes when pupils are not present in school are as follows:  

Code C: Leave of absence authorised by the school. Only exceptional 

circumstances warrant an authorised leave of absence. Schools should consider 

each application individually taking into account the specific facts and 

circumstances and relevant background context behind the request. 

Code E: Excluded but no alternative provision made. If no alternative, provision is 

made for a pupil to continue their education whilst they are excluded but still on the 

admission register, they should be marked absent in the attendance register using 

Code E. Alternative provision must be arranged for each excluded pupil from the 

sixth consecutive day of any fixed period or permanent exclusion. Where alternative 

provision is made, they should be marked using the appropriate attendance code. 

Code H: Holiday authorised by the school. School Leaders should not grant leave of 

absence unless there are exceptional circumstances. The application must be 

made in advance and the head teacher must be satisfied that there are 

exceptional circumstances based on the individual facts and circumstances of the 

case which warrant the leave. Where a leave of absence is granted, the head 

teacher will determine the number of days a pupil can be away from school. A 

leave of absence is granted entirely at the head teacher’s discretion.  

Code I: Illness (not medical or dental appointments). Schools should advise parents 

to notify them on the first day the child is unable to attend due to illness. Schools 

should authorise absences due to illness unless they have genuine cause for concern 

about the veracity of an illness. If the authenticity of illness is in doubt, schools can 

request parents to provide medical evidence to support illness. Schools can record 

the absence as unauthorised if not satisfied of the authenticity of the illness but 

should advise parents of their intention. Schools are advised not to request medical 

evidence unnecessarily. Medical evidence can take the form of prescriptions, 

appointment cards, etc. rather than doctors’ notes. 

Code M: Medical or dental appointments. Missing registration for a medical or 

dental appointment is counted as an authorised absence. Schools should, however, 

encourage parents to make appointments out of school hours. Where this is not 

possible, the pupil should only be out of school for the minimum amount of time 

necessary for the appointment.  

Code R: Religious observance. Schools must treat absence as authorised when it is 

due to religious observance. The day must be exclusively set apart for religious 
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observance by the religious body to which the parents belong. Where necessary, 

schools should seek advice from the parents’ religious body about whether it has set 

the day apart for religious observance.  

Code S: Study leave. Schools must record study leave as authorised absence. Study 

leave should be used sparingly and only granted to Year 11 pupils during public 

examinations. Provision should still be made available for those pupils who want to 

continue to come into school to revise. 

Code T: Gypsy, Roma and Traveller absence. A number of different groups are 

covered by the generic term Traveller – Roma, English and Welsh Gypsies, Irish and 

Scottish Travellers, Showmen (fairground people) and Circus people, Bargees 

(occupational boat dwellers) and New Travellers. This code should be used when 

Traveller families are known to be travelling for occupational purposes and have 

agreed this with the school but it is not known whether the pupil is attending 

educational provision. It should not be used for any other types of absence by these 

groups. To help ensure continuity of education for Traveller children it is expected 

that the child should attend school elsewhere when their family is travelling and be 

dual registered at that school and the main school. Children from these groups 

whose families do not travel are expected to register at a school and attend as 

normal. They are subject to the same rules as other children in terms of the 

requirement to attend school regularly once registered at a school. 

Unauthorised Absence from School  

Unauthorised absence is where a school is not satisfied with the reasons given for the 

absence. Absence codes are as follows: 

Code G: Holiday not authorised by the school or in excess of the period determined 

by the school leader. If a school does not authorise a leave of absence for the 

purpose of a holiday but the parents still take the child out of school, or the child is 

kept away for longer than was agreed, the absence is unauthorised. The regulations 

do not allow schools to give retrospective approval. If the parents did not apply for 

leave of absence in advance, the absence must be recorded as unauthorised.  

Code N: Reason for absence not yet provided. Schools should follow up all 

unexplained and unexpected absences in a timely manner. Every effort should be 

made to establish the reason for a pupil’s absence. When the reason for the pupil’s 

absence has been established, the register should be amended. This code should 

not be left on a pupil’s attendance record indefinitely; if no reason for absence is 

provided after a reasonable amount of time it should be replaced with code O 

(absent from school without authorisation) 

Code O: Absent from school without authorisation. If the school is not satisfied with 

the reason given for absence, they should record it as unauthorised. 

Code U: Arrived in school after registration closed. Schools should actively 

discourage late arrival, be alert to patterns of late arrival and seek an explanation 

from the parent.  
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Administrative Codes  

The following codes are not counted as a possible attendance in the School Census.  

Code X: Not required to be in school. This code is used to record sessions that non-

compulsory school age children are not expected to attend. 

Code Y: Unable to attend due to exceptional circumstances. This code can be used 

where a pupil is unable to attend because: 

 The school site, or part of it, is closed due to an unavoidable cause; 

 The transport provided by the school or a local authority is not available and 

where the pupil’s home is not within walking distance; 

 A local or national emergency has resulted in widespread disruption to travel 

which has prevented the pupil from attending school.  

This code can also be used where a pupil is unable to attend because: 

 The pupil is in custody; detained for a period of less than four months. If the 

school has evidence from the place of custody that the pupil is attending 

educational activities then they can record those sessions as code B (present 

at approved educational activity). This code is collected in the School Census 

for statistical purposes. 

Code Z: Pupil not on admission register. This code is available to enable schools to 

set up registers in advance of pupils joining the school to ease administration 

burdens. Schools must put pupils on the admission register from the first day that the 

school has agreed, or been notified, that the pupil will attend the school.  

Code #: Planned whole or partial school closure. This code should be used for whole 

or partial school closures that are known or planned in advance such as: between 

terms; half terms; occasional days (for example, bank holidays); weekends (where it 

is required by the management information system); up to five non-educational 

days to be used for curriculum planning/training; and use of schools as polling 

stations. 

Attendance Awards 

At Palladian Academy Trust, we have high expectations of attendance for all pupils 

and students. However, we recognise that for some children in certain 

circumstances, attendance at school may be beyond their control. 

Therefore, while individual schools may have their own recognition of good 

attendance, we do not award 100% attendance or class attendance based on the 

ethical implications of such a policy, but instead focus on the individual and their 

attendance at school. 

This is because: 
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 Children cannot help having medical conditions, or becoming unwell, and 

we have considered the ‘achievement’ being celebrated by using 100% 

attendance rewards. 

 Poor health is not the sign of a lack of commitment to a setting; it is a fact of 

life for some families. Where families are already going through the difficulties 

inherent in supporting a sick child, the message that they are not trying hard 

enough could lead to additional stress. 

 Whole class attendance awards have the potential to cause anxiety for 

children with medical needs. Children might feel that they are ‘letting down’ 

their classmates by causing the attendance rate of the class to drop. In turn, 

this could encourage a lack of empathy from children to their peers and 

potentially lead to bullying. 

 The message being implied by these awards is that poor health is a choice 

rather than a matter of misfortune. The unwell child may be perceived as 

being weaker or less resilient than their peers, and again this could lead to 

bullying. 

Related policies and statutory guidance: 

Safeguarding and Child Protection 

Supporting Children with Medical Needs 

Supporting Children with medical needs who cannot attend school 

DFE Attendance Guidance 2021-22 

  

Approved   Trust Board  
05/2022 

Document Owner  CEO  

Version  1  

 

 

 

 

 

 

 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1039223/School_attendance_guidance_for_2021_to_2022_academic_year.pdf
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Appendix 1 – Leave of Absence Request Form 

*This should be copied onto school headed notepaper 

REQUEST FOR LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME 

Taking your child out of school during term time may harm your child’s academic 

progress. Absences may only be authorised at the discretion of the Headteacher in 

EXCEPTIONAL circumstances. Circumstances, which are notified to the school or 

Palladian Academy Trust after the Headteacher has made a decision, will not be 

considered. Therefore, please be certain to provide details of the exceptional 

circumstances relating to your application below and attach any supporting 

evidence. 

Full name of pupil(s)  

Date(s) of birth  

Class/Tutor Group  

Dates of Absence  

Total number of days requested  

Siblings at other schools and name 

of schools 

 

Exceptional circumstances for leave of absence (please attach additional evidence 

if needed): 

………………………………………………………………………………………………….. 

………………………………………………………………………………………………….. 

…………………………………………………………………………………………………. 

Signed (Parent/Carer) ……………………………………………………………. 

Date ………………………………………………………………………………….. 

School use only: 

Name    

% attendance to date    

Total unauthorised 

absence to date 

   

Request authorised YES / NO 

Signed (Headteacher) ……………………………………………………………………... 

Reasons for decision: 

………………………………………………………………………………………………….. 

…………………………………………………………………………………………………. 
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Appendix 2 – Less than 96% letter 

*This should be copied onto school headed notepaper 

 

 

Dear Parent/Carer of …………………………………………,  

I am writing to let you know that your child ……………………….’s attendance, at …. 

%, is below the national average and the school target and I need your support to 

help improve upon this just a little bit more. 

Children with 96% attendance - the equivalent of missing only half a day per 

fortnight - are more likely to get the best results during important school assessments.  

Remember that if your child misses just one week of school every term, then by the 

time they eventually leave school, they would have missed the equivalent of an 

entire academic year’s schooling. 

Many thanks for your support in this important matter. If we can help you further with 

this, please do not hesitate to get in touch. 

We will continue to monitor …………….’s attendance and I hope to write to you at a 

later date to inform you of further improvements in your child’s attendance. 

Yours sincerely, 
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Appendix 3 – Less than 90% letter 

*This should be copied onto school headed notepaper 

Dear Parent/Carer of ………………………………………………………………. 

I am writing to express my concern at ………………..’s  levels of absence from school. 

Their current attendance has fallen to ……%. This means that under government 

guidance they are classed as a Persistent Absentee. Attendance at this level will 

likely have an impact on …………….’s academic achievement.  

We acknowledge that each family’s circumstances are different and we aim to 

work with parents and carers to find supportive ways to improve attendance at 

school. 

Our pupils’ welfare is of paramount importance to us and we believe that regular 

attendance throughout the year is essential for their success and fulfilment. 

We want to make sure that we can support …………………………’s education in the 

best way possible, including looking into how we can help them to address gaps in 

learning due to absence.  

Please contact (Name / contact details) as soon as you can so we can arrange to 

discuss how we can work together to improve ………………….’s attendance. 

Yours sincerely,  
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Appendix 4 – Formal letter of unauthorised absence 

*This letter should be copied onto school headed notepaper 

Use this letter if: 

You have previously tried to address a pupil’s unauthorised absence 

The pupil’s unauthorised absence has reached the threshold for the use of a penalty 

notice 

Dear Parent/Carer 

With reference to our letter dated [date], ……………………has now had a total of 

[number] unauthorised absences within [time period]. These absences occurred on 

the following dates: 

[date] 

[date] 

[date] 

In line with our attendance policy, and the Local Authority’s code of practice, we 

have now have to request the local authority issue a penalty notice.  

On receipt of the notice, you must pay: 

£60, if paid within 21 days 

£120, if paid after 21 days but within 28 days 

If payment is not made within 28 days, the Local Authority may decide to pursue 

further legal action.  

We would like to invite you in for a meeting with [appropriate member of staff], so 

we can discuss how we can support you to help improve [name’s] attendance. 

Please contact the school office on [number] urgently so we can arrange this 

meeting. 

Yours sincerely,  
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Appendix 5 – Punctuality letter 

*This letter should be copied onto school headed notepaper 

Dear Parent/Carer 

I am writing to you because [name] has been late to school [number] times in 

[timeframe].  

[He/she] arrived at school after the register had closed on the following dates: 

[date] 

[date] 

[date] 

[He/she] also arrived at school late (but before the register had closed) on the 

following dates: 

[date] 

[date] 

[date] 

The school day begins promptly at [time] and registration closes at [time]. Afternoon 

registration takes place between [time slot].  

Arriving promptly makes sure that your child does not miss work, and that disruption 

to the teacher and other pupils is minimised.  

We are committed to working with families to make sure every pupil gets the support 

they need. We would therefore like to arrange a meeting to discuss how we can 

work with you to help improve [name’s] punctuality.  

Please contact the school office on [number] to arrange a meeting. 

Yours sincerely,  

 

 

 


