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Monday 7th September 2026. 

Dear Parents and Carers, 

I hope you and your families are well. As we begin this academic year, I would like to remind you of our expectations 

for attendance and punctuality at Chater Junior School. We are committed to ensuring that every child has the best 

possible chance of success, and regular attendance plays a vital role in this. 

Attendance Expectations 

We expect all children to be in school every day. While we understand that there may be occasions when absence is 

unavoidable, our expectation is that each child maintains an attendance record of at least 96%, with the aim of 

reaching 100% wherever possible. 

Persistent absence has a significant impact on a child’s learning, progress and confidence. Please take a moment to 

look at the image provided, which illustrates how quickly missed days accumulate and affect your child’s education. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

National Framework for Penalty Notices 

The Department for Education’s National Framework for Penalty Notices for school absence ensures consistency 

across all schools and local authorities in England. 

Under this framework, a Penalty Notice may be issued for: 

• Unauthorised absences, including holidays taken during term time. 

• Persistent lateness, where a child arrives after the register has closed. 

• Failure to ensure regular attendance, once support and intervention have been offered. 
 

Penalty Notices are issued per parent, per child. Further details can be found in our Attendance Policy on the school 

website. 

Your Responsibilities as Parents/Carers 

To support your child’s attendance, please ensure that you: 

• Ensure your child arrives at school on time every day. 

• Instil the importance of regular attendance. 

• Work with us to resolve any issues that may affect attendance. 

• Notify the school on the first day of absence by telephone (preferable) or email. 

• Provide a clear explanation for your child’s absence. 

• Avoid arranging medical or dental appointments during school hours where possible. 

• Avoid booking holidays during term time. 

• Familiarise yourself with our Attendance Policy. 
 

Punctuality Matters 

Being on time is essential. School begins at 8:50am and ends at 3:20pm. The school gates open at 8:35am. Please 

stay with your child until the bell rings at 8:50am unless they have written permission to walk independently (Years 5 

and 6 only). 

Persistent lateness adds up quickly and can cause children to feel unsettled, miss key learning, and disrupt the start 

of the school day. 

Attendance Procedures 

The school will continue to follow the procedures outlined in the attendance flow chart (see next page). Further 

information is available in our Attendance Policy. 

Thank you for your cooperation in ensuring that your child is in school, every day and on time. If you require any 

support with attendance or have concerns you would like to discuss, please contact the school office. 

Yours sincerely, 

 

Mrs Rajneet Khindey  

Headteacher 
 



 
 

 

 

No further action. Attendance has improved. 
Letter One (concern letter) sent to parents/carers. 

Support offered. This is logged on CPOMS. 

Attendance improves. Monitored fortnightly 

until in line with school expectations. 
Child’s attendance falls under 93%. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

If a child’s attendance falls under 96%. 

 

Teachers will contact parents/carers to discuss the 

child’s attendance. This will be logged on CPOMS. 

 

Teachers will feedback to the Headteacher.  

Letter Two (Medical evidence is requested) is sent to parents/carers. A 15-day review period is 

triggered. 

Parents/carers advised no longer authorising absence without medical evidence until the child’s attendance 

improves. 

No Improvement during the review 

period of 15-days. 

Letter Three (breach letter) sent to 

parents/carers and possible referral to 

Hertfordshire County Council (HCC) Attendance 

Team. 

 A penalty notice could be issued at this point. 


