
Greenways Primary Academy  
Attendance Matters 

School Day 

8.45am Doors open for the 

  school day 

8.55am Registration 

9.00am Morning lessons begin 

11.45- Lunch time (allocated time  

1:00pm slots) 

1.00 pm Afternoon Registration 

1.05 pm     Afternoon lessons begin 

3.00pm End of the school day - Nursery  

3.15pm End of the school day (R-Y6) 

 

 

 

Holidays  

As you are already aware we discourage any    

parent from taking their child out of school  

during term time and we are unable to authorise 

any absence for this reason.  Doing this will not 

only affect their attendance but will also affect 

their learning.   

Parents/Carers can request to take children out 

of school during term time and must  complete 

an application for leave of absence in exceptional 

circumstances form.  Holidays taken without 

completion of this form will be recorded as    

unauthorised and the Educational Welfare      

Officer will be notified. 

Here at Greenways  Primary we pride ourselves on excellent levels of attendance.  As a  school we have a yearly 

attendance target of 97% or above.  Detailed on this leaflet is information to help you understand what can affect 

your child's attendance and what we, as a school expect from you as a parent/carer. 

 

 

 

 

Medical Appointments  

We ask medical appointments are made outside 

of school hours unless absolutely necessary.  All 

medical appointments must be backed up with a 

medical appointment card or letter or we will be 

unable to authorise the appointment even if 

children are taken out of school after each  

registration period. 

 

 

                 Lateness and          

                Reporting Absence  

 Please be aware that the school doors 

will close at 8:55am and any children   

arriving for school after this time must 

report to the school office to  receive 

their registration mark.   Termly letters 

will be sent home where children have 

received more than 5 late after regis-

tration marks during a term. 

 If your child is not well enough to attend 

school you must report their    absence 

by 9:30am., with the illness your child 

has.  If you fail to do this it will result in 

an unauthorised absence mark and a pos-

sible visit from an      Attendance Of-

ficer.  It is a safeguarding matter as 

children need to be accounted for every 

day. 



 

 

 

Attendance Letters Sent Home 

At the end of each term the following           

attendance letters will be sent home. 

Termly percentage attendance - where a child's 

attendance is between 90-96%. 

Attendance, Persistent Absence - where a child 

attendance is below 90% to 85%. 

Attendance , Serious cause for concern - where 

a child’s attendance is below 85%. 

Late letter - Where a child has arrived late   

after registration 5 or more times and their 

attendance is below 95%. 

 

 

 

 

Attendance Awards  

We celebrate weekly attendance on a Friday 

during Golden Assembly where the best class 

with the highest weekly attendance receives 10 

minutes extra play.   Monthly attendance is 

published in the school newsletter which is sent 

out at the beginning of each month. 

 

At the end of each term the following          

certificates will be given out. 

Gold—100% attendance 

Silver—99% 

Bronze—96-98.9% 

At the end of the academic year a Platinum 

award will be given to children with 100%      

attendance for the whole year . 

Who to contact 

about attendance 

 

 

 Mrs Dean - Executive Headteacher  

 Miss Garside - Assistant  

Headteacher 

 Mrs Boden - Attendance Officer 

 Carli Parkes - Educational Welfare   

Officer 

Attendance Explained  

 

Full attendance requirements are: 

 No holidays in term time 

 No ‘late after register closed’    
attendance marks 

 No unauthorised attendance marks 

 Special circumstances supported 
by Headteacher 

 

Examples of authorised absence 

 Genuine illness 

 Medical appointments where a 
card/letter has been provided. 

 Exceptional circumstance examples 

 Birth of a sibling 

 Death of a close relative 

 Religious observation. 

 

Examples of unauthorised absence 

 No explanation for your child’s   
absence, when reporting your 
child's absence reasons such as 
“not in today” will not be             
authorised. 

 Medical appointments where no 
card or letter has been provided. 

 Illness/appointments for parents/
carers. 

 Parents/carers thought school was 
closed. 

 Headlice. 

 Unauthorised holidays in term 
time. 


