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Madani Girls School

Punctuality Policy

Aims and objectives

1. Pupils are in school on time by 8.25am 

2. Pupils are marked in the register during morning registration 

3. Pupils are present and on time for assemblies, tutorials and first lesson.  

4. Pupils maintain a high standard of punctuality throughout the school year. 

Parents Responsibilities:

1. Ensure their daughter comes to school before 8.25am. 

2. Inform the school as early as possible if their daughter will be late to school and has a valid reason for doing so (refer to ‘Punctuality and Uniform Rules and Reminders’ for more information on this)  
3. Encourage their daughters to improve their punctuality if they are persistently late to school.

Procedures for latecomers:

1. Pupils who are late i.e. arrive after 8.25am must identify themselves on the intercom at the gates on arrival to school. They will be allowed in the building and should see their form tutor straight away. 

2. Any pupil who comes extremely late i.e. after 8.50am when lessons have begun, should report to the Deputy Head immediately and provide the reasons for lateness. If the pupil does not have a valid reason, she will be sent home at once. 

3. Continuous lateness stage 1: If a pupil is late up to 3 times in a term, without a valid reason, the form tutor will issue the pupil with a verbal and warning and a letter will be sent home to parents.   

4. Continuous lateness stage 2: If after stage 1, the pupil is late again (i.e. for a 4th time) without a valid reason, parents will be contacted and spoken to by phone. The pupil will be given another warning and the phone call noted down.

5. Continuous lateness stage 3: If after stage 2, the pupil still comes late (i.e. for a 5th time) a meeting will be arranged with the parent/s by the form tutor. The pupil will be given a firm warning and the discussion with the parent noted down.

6. Continuous lateness stage 4: If after stage 3, the pupil is still coming late to school (i.e. for a 6th time) without a valid reason, this is a cause for concern. It is a sign that the pupil is failing to improve on her punctuality, despite a number of warnings issued to her. This will result in a meeting with the pupil, their parent/s and the Deputy Head and a very firm warning will be given that if the pupil is late again, she will be referred to an ESW (Educational Social Worker).

7. Continuous Lateness Stage 5: If after stage 4, the pupil is still coming to school late and not showing signs of improvement in her punctuality even after her referral to an ESW, this will result in more serious consequences. The pupils overall attendance, performance, attitude and behaviour in the school will be considered and her place in the school reviewed.

Parents will be informed:

1. In writing by the form tutor when a pupil has been late up to 3 times without a valid reason.

2. Over the phone by the form tutor if the pupil has been late more than 3 times without a valid reason. 

3. In person in a meeting arranged by the form tutor if the pupil is still late after this without a valid reason.

4. In person in a meeting arranged by the Deputy Head (with the presence of the form tutor) if a pupil is still late after this and not showing signs of improvement on her punctuality. At this stage, parents will be warned that if the pupil’s persistent lateness continues she will be referred to the ESW (Educational Social Worker).

5. In writing in a formal letter, if the pupil is still not making progress on maintaining good punctuality and the school decide to take further and more serious action. The school may decide to issue the pupil with a conditional offer of a place at the school for a set period of time and monitor her punctuality. If the pupil still does not improve after this crucial stage, she may be withdrawn from the admissions register.

Madani Girls School
PUNCTUALITY: RULES AND REMINDERS

	LATENESS TO SCHOOL

	All pupils are required to come to school on time, no later than 8.55am. 

VALID REASONS

Train problems: closures, cancellations, or unavoidable delays on the underground of more than 10 minutes.

Accidents on road/unavoidable and unknown road closures: causing delays of more than 10 minutes

London Transport closures: causing problems on buses, trains and underground

Appointment: At Dentist, Doctors, Hospital etc. (but must have appointment card and a phone call from a parent to inform us of this) 

Genuine Emergency: such as police stop and search, family tragedy, personal injury, urgent health need etc.

UNACCEPTABLE EXCUSES

Reasons such as:

Waking up late, leaving house late, losing bus/train pass, traffic on roads (that is normally expected), or other excuses will not be accepted. 


Signed and approved by Head Teacher: 





Signed and approved by School Chair of governors:
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