
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cannon park 
Primary school 

 

Attendance policy 



Aims 
 

 To ensure that all children receive their full entitlement to teaching and learning 
opportunities at Cannon Park Primary School by working with parents/carers and 
others to overcome any barriers to their full and punctual attendance 

 To ensure children are in a safe environment 
 
 

Context 
 

The government expectation for attendance is 95%+.  This is deemed to be the level of 
attendance that gives pupils the greatest opportunity to achieve the best of their potential in 
school both academically and socially.  Anything less than this gives Cannon Park Primary 
School, cause for concern.  Cannon Park Primary School also acknowledges and seeks to 
address the possible safeguarding implications of a child’s persistent and/or unexplained 
absence from school.  Attendance will be monitored and analysed using the SIMS data 
available in school.  A member of the administration team produces data and the 
headteacher analyses it.  The headteacher will ensure contact is made with parents where 
there are concerns over attendance and punctuality.  Where there are safeguarding 
concerns, or no satisfactory attendance outcome has been achieved, after consulting 
parents, the school may do one of the following:- 
 

 Seek to obtain a Common Assessment Framework Assessment with a view to 
addressing the needs of the child and supporting the family through a multi-agency 
work. 

 Apply to the LA for a Penalty Notice 
 
The LA, through the Children and Family First CAF coordinators, supports children whose 
attendance is: 
 

 Less than 90% 
 Where there are no firm medical reasons for absence  
 Where absence is unauthorised or unexplained 
 When absence or lateness gives cause for concern 

 
Parents are contacted by either letter, phone, home visit or invitation to an attendance 
meeting involving all relevant agencies, where strategies for improvement are put in place. 
 
Daily attendance for all school age children on the roll is a legal requirement therefore 
Cannon Park Primary School fully endorses the government and local authority 
requirements for attendance and registration plus procedures for enforcement through the 
courts. 
 
 

Penalty Notice 
 

Cannon Park Primary School recognises that the Penalty Notice regulations came into force 
in February 2004 and entitles the Headteacher to apply to the LA for the issue of a penalty 
notice with respect of any parent/carer whose child has 10 or more sessions of unauthorised 
absence in any 5-week period. 



Registration 
 

The legal status of schools registers is regularly stressed to all school staff and meticulous 
effort is made to ensure that they are accurately kept.  New staff are provided with training in 
both the detail of accurate register marking and strategies for encouraging pupils to be 
punctual and regular in their attendance.  School staff are reminded that the authorisation of 
absence is at the school’s discretion and not the parent/carer’s.  A list of absences that may 
be treated as authorised is available for the Headteacher on request. 
 
 

Reports 
 

 Individual attendance and punctuality data is recorded on pupil annual reports 
 The headteacher will report on attendance as part of the termly report to governors 
 
 

Exceptional Leave of Absence 
 

Cannon Park will not authorise holidays but will consider leave for exceptional 
circumstances. 
 
 

Removal from Roll 
 

In the event of school transfer or a pupil moving to another area, a pupil will normally remain 
on roll until notification is received from a receiving school.  Should no notification be 
received, mindful of the importance of safeguarding children, the school will follow the Local 
Authorities ‘Missing Pupil Protocol and Procedures’.  The school will log and report any 
communications with the LA. 
 
 

Late Arrival in School 
 

Parents/carers are regularly reminded of the school dates and times in a number of different 
ways during the year.  Cannon Park Primary School points out to parents/carers that poor 
punctuality gives the pupil who is late a difficult and negative start to the day and disrupts 
their learning and the learning of the whole class.  The importance of registration time is 
regularly stressed to parents/ carers. 
 
All pupils who arrive late are required to sign in at reception and an accurate log of their 
arrival time is made.  This log can be used a prosecution evidence in court proceedings in 
the event of persistent lateness. 
 
 

Parents/Carers 
 

The importance of regular attendance and punctuality is explained to parent/carers when 
they first enrol their child at school.  The school brochure also details school attendance 
issues.  At different times through the school year, attendance issues are re-iterated in 
school newsletters.  Parents/carers are regularly informed that if their child is unavoidably 
absent they should telephone the school on the first day of absence, giving an indication of 
when they expect they will be returning to school and send a note in with their child on the 
day they return to school.   
 



If a pupil is absent for longer than expected or for a prolonged period, parents/carers should 
keep the school informed and supply amended expected return dates.  Please be aware that 
if the absence exceeds three continuous days, parents/carers may be asked to supply a 
note from the doctor or evidence of prescribed medicine. If the school refuses to authorise 
an absence parents/carers will be informed.   
 
Contact from the parent/carer is essential before authorisation can be made but the final 
decision about whether to authorise an absence or not is for the school to make.  Should no 
contact be made by parents/carers, the school will try to contact the parents/carers by 
telephone or by letter. 
 
Cannon Park Primary School believes that the involvement of parents/carers is a key factor 
in addressing attendance issues and will ensure that all parents and carers are made aware 
of their responsibilities with regard to their attendance.  It is the aim and expectation of 
Cannon Park Primary School that all parents/carers will understand that ‘in addition to 
securing regular attendance they also have a responsibility to ensure that their children 
arrive on time and in a condition to learn,’ (Government guidelines) 
 
To avoid disrupting the school day, please try and make appointments to see the doctor, 
dentist or optician out of school time whenever possible.  If you are unable to do so, you will 
be asked to provide an appointment card for our records. 
 
 

Rewards and Strategies 
 

The achievement of pupils with an attendance of 95%+ will be celebrated on a regular basis, 
as will that of pupil’s who make significant improvements to their attendance.  Reward 
systems will be reviewed regularly to ensure they are kept fresh, motivational and inclusive.  
The school will look for every opportunity to raise the profile of good attendance with both 
pupils and parents.  The school aims to help pupils develop their own self – motivation for 
daily punctual attendance. 
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