
22nd October 2021

Dear parent/ carer

RE: Punctuality and School’s Policy

I am writing to inform you of a new procedure to increase punctuality to school as well as to remind

you of our policy regarding appointments during school hours.

As you are aware, the gates shut in the morning at 8:25am, therefore, a student is late if they arrive

at that time or later. When students arrive after this point, they miss an important part of our school

day as we have our year and whole-school assemblies which are a chance to share key messages

with students.

If a student is late before 8:45am, they will be issued with a 20 minute detention for the following

day. However, if a student is late after 8:45am, this will increase to a 1-hour detention. For students

who are repeatedly late to school you, as a parent, will be required to attend a meeting with the

relevant Head of Learning (HoL) to discuss your child’s punctuality. If your child continues to be late,

they are at risk of being placed on a HoL report and further being sanctioned in line with our

Behaviour Policy.

I would also like to remind you of the process for booking appointments during school hours.

Wherever possible, booking appointments during school hours must be avoided. Where it is

unavoidable, you must contact your child’s Head of Learning by phone or by email (as per the below)

and they will provide you with an application form. You will also be required to provide written

evidence to accompany the form. This request may not be approved.

Year 7 + 8 - Ms Julia Douglas - juliadouglas@watersidecst.org

Year 9 + 10 - Ms Betty Barnes - bettybarnes@watersidecst.org

Year 11 - Ms Ashton Green - ashtongreen@watersidecst.org

Thank you for your support in ensuring your child attends school on time and for the duration of the

school day.

Yours sincerely

Hannah McDermott

Assistant Headteacher - Attendance Lead
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