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Introduction 
Carrwood Primary School recognises that good attendance and punctuality is crucial 
to raising standards and pupil attainment.  Regular attendance also encourages 
children to build friendships and develop social groups, work together as a whole 
team, share ideas and develop life skills.  Any absence affects the pattern of a child’s 
schooling and regular absence will seriously affect their learning.  Any pupil’s 
absence or late arrival disrupts teaching routines and so may also affect the learning 
of others in the same class. 
 
We expect all children to attend school every day.  Ensuring a child’s attendance 
at school is a parental responsibility and permitting absence from school 
without a good reason is an offence of the law and may result in prosecution. 
 
We will do all we can to encourage the children to attend, and to put in place 
appropriate procedures to support this.  We believe that the most important factor in 
promoting good attendance is the development of positive attitudes towards school 
and learning. 
 
Poor attendance can seriously affect each child’s: 

 Attainment in school 

 Relationships with other children and their ability to form lasting friendships 

 Confidence to attempt new work and work alongside others 
 
We expect that all children should achieve the national expected attendance of 
at least 95% and above across the school year. 
 
Punctuality 
Regular lateness is not acceptable.  The start of a school day includes important 
routines and information from the class teacher.  Children often ‘Catch up’ with their 
friends during this time and prepare themselves for their first lesson. 
 
Late arriving pupils can disrupt lessons which have already begun and be 
embarrassing for the child which may lead to further absence. 
 
Good time keeping is a vital life skill which will help children as they progress through 
their school life and out into the wider world.  As with attendance, primary school is 
an ideal time to establish good habits. 
 

Promoting Regular Attendance 
Everyone in our school community, pupils, parents and school staff, have a 
responsibility for helping create a pattern of regular attendance. 
 
We will: 

 Encourage good attendance through engaging children in enjoyable, 
interesting lessons which involve a good standard of teaching and learning 

 Celebrate good and improving attendance through certificates, display and 
rewards (see action plan) 

 Give parents/carers details on attendance on our website 
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 Report to parents/carers about their child’s attendance during consultation 
meetings and as part of their annual school report 

 Contact parents/carers on the first day of absence where no reason has 
previously been given 

 Monitor and track the attendance of all children analysing patterns and trends 

 Meet with parents, headteacher and PCM where their child’s attendance is 
causing a level of concern 

 Letters are regularly sent to parents to keep them informed of their child’s 
attendance and punctuality 

 
We expect parents/carers to: 

 Ensure that their child attends school every day on time 

 Contact school on the day of any absence, informing of the reason for 
absence 

 Arrange all medical appointments outside school hours whenever possible 

 Provide appointment cards, letters or evidence of prescriptions where 
required 

 Depending on the time of the appointment, bring the child to school prior to, or 
return the child to school after 

 
Types of absence 
An absence is recorded as AUTHORISED when a child is away from school for a 
legitimate reason and the parent/carer has informed school.  For example, a child is 
ill and the parent phones school. 
 
An absence is recorded as UNAUTHORISED when a child is away from school 
without the permission of the Executive Headteacher/Head of School.  This may be 
because no reason was given or it was considered ‘unreasonable’.  This includes: 

 Parents/carers keeping children off school unnecessarily 

 Arriving at school too late to get a ‘present mark’ and without a suitable 
explanation 

 Day trips and holidays which have not been agreed 

 Shopping, looking after other children or birthdays 
 
At Carrwood Primary School: 
Doors open at 8.45am until 8.55am and children are expected to be in the 
playground before this time ready to enter school when staff open the doors. 
Late marks are recorded for any children who are not in school by 8.55am.   Any 
children arriving after this time must enter through the Main Office entrance. 
Punctuality is monitored and tracked alongside attendance.  We will meet with the 
parents/carers of children whose punctuality is causing concern. 
If parents/carers are having problems getting their children to school on time then we 
expect them to contact school in order to try and resolve any issues. 
 
Holidays in Term Time 
Families do not have a right to take their children out of school for the purposes of a 
family holiday or trip abroad. 
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New Government guidance instructs Headteachers NOT to authorise holidays and 
trips abroad in term time.  Permission for this type of absence should only be granted 
in the most exceptional circumstances. 
If a holiday is taken in term time which has NOT been authorised, a Penalty Notice 
may be issued.  The Penalty Notice is for £60 per parent, per child if paid within 21 
days and £120 per parent, per child if paid after this date but within 28 days. 
 
Conclusion 
Regular attendance is essential if children are to take full advantage of educational 
provision at Carrwood and if children are to achieve their full potential and it is 
recognised as the duty of all staff to actively encourage regular, punctual attendance. 
 
At Carrwood Primary School we are committed to providing a caring, friendly and 
safe environment for all our pupils so they can learn in a relaxed and secure 
atmosphere.  We believe every pupil should be able to participate in all school 
activities in an enjoyable and safe environment and be protected from harm.  This is 
the responsibility of every adult employed by or invited to deliver services at 
Carrwood Primary.  We recognise our responsibility to safeguard and promote the 
welfare of all our pupils by protecting them from physical, sexual or emotional abuse, 
neglect and bullying. 
 
 


