
ATTENDANCE PARENT INFORMATION 
The law states that every child of compulsory school age must be in education, and it 

is the legal responsibility of every parent or carer to ensure their child receives an 
education. The school aims for a minimum of 95% attendance, anything below this is a 

cause for concern and school will monitor this.  

The School Day 

All students must arrive on school premises for 8.15am, if a student arrives after this 
time they will receive a late mark (L) and will receive a sanction. Students arriving after 

9.30am will be marked as unauthorised late (U) and this equates to half a days 
absence. Each school day equals two sessions (AM and PM) 

Reporting Absences 

If your child is going to be absent or late for school, please telephone to school’s 
dedicated attendance line (0161 643 4009) by 8.30am on the first day of absence. 

Please note, if your child has three consecutive days of absence or has an attendance 
figure below 90%, we will require medical evidence to authorise the absence. 

Medical evidence can be in the form of an appointment card, a note from your GP or a 
picture of any prescribed medicines issued, clearly showing your child’s name and the 

date. School promotes a Pharmacy First approach, please use this method where 
possible.  

Medical and Dental Appointments 

Every effort should be made to arrange appointments outside of the school day, 
however we do recognise that this is not always possible. If your child needs to attend 

an appointment, school should be made aware beforehand with evidence of the 
appointment. This can be sent in via Synergy, or handed into Student Services for us to 

take a copy of.  

If you have any questions regarding attendance, please contact school. Our attendance 
team can be found below: 

Mrs C Flitcroft—Pastoral and Safeguarding Lead 

Miss C Young—Pastoral Attendance Officer 

TERM TIME HOLIDAYS  

At Cardinal Langley, we work closely with the local authority and the Education 
Welfare Officer (EWO). Together we regularly monitor our school’s attendance 
and discuss students whose attendance may be a cause for concern. The EWO 
and school can offer support for a child who is struggling to attend school, this 
can be through a wide continuum of assessment and intervention strategies.   

Where a student has been identified as a cause for concern or a persistent 
absentee, the Education Welfare Service will intervene and the parent/carer 
may be Fixed Penalty Noticed. Sanctions of any nature are for use only where 
parental co-operation in this process is either absent or deemed insufficient to 

resolve the presenting problem.  

SUPPORT AND INVOLVEMENT FROM 

ROCHDALE LOCAL AUTHORITY 

The Department for Education has made significant changes to legislation, 
whereby Head Teachers are no longer able to grant any leave during term time 

unless there are “exceptional circumstances”. The school are unable to 
authorise absences for family holidays or other similar recreational activities 

during term time. If you do need to request withdrawal of your child from 
school for another reason, you will need to give school sufficient notice by 

completing and returning a Term Time Leave of Absence Request form. This 
can be found on the school website or at Student Services. Any leave taken 

without prior notification will be unauthorised and a Fixed Penalty Notice will 
be issued. 10 sessions (5 days) of unauthorised absence or G code (holiday 

code) will trigger a Fixed Penalty Notice.  


