
 

 

13 May 2022 
 
Dear Parents/Carers 
 
Re: Punctuality to School 
 
Good attendance and punctuality underpin academic progress and achievement. If students 
are not at school, or miss parts of lessons, they cannot successfully access the curriculum.  
Establishing good time-keeping is preparation for adult life.   
 
The vast majority of our students attend school well and are able to meet our expectation of 
arriving to school on time. Thank you for your support in ensuring that your child arrives 
at school on time to prevent disruption their own learning and that of others.  
 
All students are expected to be in school by 8.28am in good time for registration at 8.30am. 
Any student who arrives after this time is marked late in the register.   
 
To encourage our students to be punctual to school, a free breakfast is available to all 
students and staff from 7:30am - 8:00am in The Atrium every morning.  There is a wide 
selection of hot and cold breakfast items and students can interact with other students.  
Once students have had their breakfast, they are welcome to stay in The Atrium and 
complete any revision, home learning or other activities.   
 
 
 
 
 
 
 
 
 
 
If your son/daughter is late for any reason you will receive a text message notifying you of 
their lateness. Consequences for lateness will be set weekly by the Pastoral Lead following 
the procedure below: 
 
1-2 times late over the week  C-Me discussion with tutor  
3-4 times late over the week  Pastoral reflection of 45 minutes on a Tuesday after 

school 
5 times late over the week A meeting will be held with the Pastoral Lead and 

parents/carers of the student  



 

 

 
If your child is late after the registers have closed this is classified as an unauthorised 
absence. Unauthorised absences due to poor punctuality can result in a referral to 
Luton Borough Council and could result in legal action being taken against you.  
 
Parents have a duty to ensure their child’s regular attendance at school, and failure to do so 
is an offence under Section 444(1) of the Education Act 1996.  
 
We understand that there may be rare occasions when your son/daughter is 
unavoidably late due to unforeseen circumstances. On these occasions please make 
sure that you contact Lea Manor High School to inform us of this on 01582 652600.  The 
school reception is staffed 7am to 6pm Monday to Friday.  At all times you can select 
Option 1 to leave a message on the absence line. 
 
We ask that evidence is provided as proof of medical appointments if these are likely to 
impact on punctuality. 
 
We would like to work with you to ensure that your son/daughter is on time for 
school every day.  If you feel there are issues which are preventing them from 
attending school on time, please contact Lea Manor High School directly.  
 
Yours faithfully 
 

 
 
Mr Benjamin Currier  
Associate Assistant Headteacher 

 


