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Attendance Policy 2019 
Attendance Policy 

City Academy Birmingham strives to be a successful whereby all staff work 

collaboratively to encourage every student to strive for excellence. Every child 

will be supported, challenged and valued. One way in which we strive to do 

this is by encouraging staff, parents and students to maximise the learning 

experience in order that all students reach their maximum potential. For our 

students to gain the greatest benefit from their education it is vital that they 

attend regularly and students should be at school, on time, every day the 

school is open unless the reason for the absence is unavoidable. It is very 

important therefore that parents / carers make sure that pupils attend regularly 

and this Policy sets out how together this will be achieved. 

City Academy Birmingham encourages all parents/carers to work in 

partnership with the school in order to improve attendance and punctuality 

and recognises that  

The Government expects us to: 

• Promote good attendance and reduce absence, including persistent absence 

(less than 90%); 

• Ensure every pupil has access to full-time education, to which they are 

entitled; and, 

• act early to address patterns of absence. 

 

Aims & Objectives 

This attendance policy ensures that all staff and governors in our school are 

fully aware of and clear about the actions necessary to promote good 

attendance. 

Through this policy we aim to: 

• Improve students’ achievement by ensuring high levels of attendance and 

punctuality. 

• Achieve a minimum of 98% for all students, apart from those with chronic 

health issues. 

• Create an ethos in which good attendance and punctuality are recognised as 

the norm and seen to be valued by the school. 

• Raise awareness of parents, carers and students of the importance of 

uninterrupted attendance and punctuality at every stage of a child’s education. 

• Work in partnership with students, parents, staff and the Education Welfare 

Service so that all students realise their potential, unhindered by unnecessary 

absence. 

• Promote a positive and welcoming atmosphere in which students feel safe, 

secure and valued, and encourage in students a sense of their own 

responsibility. 
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• Establish a pattern of monitoring attendance and ensure consistency in 

recognising achievement and dealing with difficulties. 

• Recognise the key role of all staff in promoting good attendance. 

 

Responsibility of Parents/Carers 

PARENTS will: 

• Ensure that their children attend school day each day 

• Notify the school each day of absence before 8.30am by phone. 

• Ensure on returning to school, all evidence including medical evidence for your 

child’s absence must be provided and handed to reception on arrival. 

• Hand in medical evidence for 4 or more day’s absence due to illness. 

• Ensure medical appointments are not booked during school time. If this is 

unavoidable we ask that this is kept to the end of the school day (beyond 2.45pm).  

• Ensure you notify the attendance officer of all medical appointments 24 hours prior. 

• Meet with Pastoral lead and Heads of Year to discuss their child’s attendance when 

necessary. 

• Liaise with the school as soon as possible regarding any specific issues that might 

cause absence or lateness, e.g. a sick parent/carer. 

• Ensure that their children arrive to school on time at 8.30am for morning 

registration. Support with the school’s policy of same day, 1 hour detention if 

students arrive after this time, 5 late arrivals = 1 day seclusion, 10 late arrivals = 2 

days in seclusion.  

 

Responsibility of Staff 

ALL STAFF will: 

• Provide a welcoming atmosphere for children and provide a safe learning 

environment. 

• Ensure an appropriate and responsive curriculum. 

• Provide a sympathetic response to any students’ concerns. 

• Be aware of contributory factors to non-attendance. 

• Form tutors and pastoral year leaders will monitor persistent latecomers and will 

follow sanction procedure.  

The Attendance and Welfare officer will: 

• Track and monitor all students’ attendance which falls below 10% and communicate 

with pastoral leads. 

• Keep tight communication with parent/carers. 

• Carry out daily phone calls to parent/carers to chase up absentees. 

• Complete 3 houses forms and well- being checks to ensure support of students are 

met. 

• Complete home visits to students who have repeat absences. 
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• To refer cases to the Local Authority for prosecution where persistent absenteeism 

has not improved despite thorough intervention and support from the school and 

Education Welfare Officer. 

• Carry out Fast Track procedures with parents of children whose attendance is of a 

concern. 

 

Strategies for Monitoring Good Attendance 

• Individual certificates are presented termly where full attendance (100%) has been 

gained. 

• ALL children who achieve 100% attendance for the whole school year are rewarded 

with a certificate and a special attendance trip. 

• Parents receive a letter home each term of congratulations with supporting their 

child’s achievement of 100% attendance in school. 

• VIP invitations to special school events and award shows. 

 

Children Missing in Education (CME) 

If a child is absent (unexplained) for at least 5 consecutive days, the Education 

Welfare Officer will be notified. A home visit may be carried out. If the absence 

continues for a total of 10 days, the family will be referred as a CME case for 

the Local Authority. 

 

Holiday in Term Time Procedures 

The 2013 amendment to the Education Regulations means that Head teachers 

cannot authorise leave in term time under any circumstances. Any absence, 

other than for illness or emergency medical attention, will be coded as 

Unauthorised (G) – Family holiday not agreed or (O) Unauthorised. 

Parent/carers of students with unauthorised holidays will face legal action 

(Education Act 1996, Amendment 2013). This puts the students place at risk. 

 

Fixed Penalty Notice 

The FPN is an alternative to prosecution and gives parents/carers an 

opportunity to discharge their criminal liability by paying a fine of £120, which 

must be paid within 28 days.  If paid within 21 days, the fine is reduced to £60.  

After 28 days, the Pupil Entitlement: Investigation (PEI) will consider 

prosecuting for the original non-attendance, not for the non-payment of the 

FPN.  Further information follows and can also be found on GOV.UK. 

The following is information from the government on penalty notices: 

Penalty Notices: Advice to Parents and Carers: Section 23 of the Anti-Social 

Behaviour Act gives powers to Local Authorities and other designated bodies 

to issue Penalty Notices where a parent/carer is considered capable of but 
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unwilling to secure an improvement in their child’s school attendance. The 

powers came into force on 7 February 2004. 

Why has it been introduced? 

• Reducing absence from school is a key priority nationally and locally 

because missing school damages a pupil’s attainment levels, disrupts school 

routines and the learning of others and can leave a pupil vulnerable to anti-

social behaviour and juvenile crime as well teenage pregnancy. Above all, 

missing school seriously affects children’s longer term life opportunities. 

What is a Penalty Notice? 

• Under existing legislation, parents/carers commit an offence if a child 

fails to attend regularly and the absences are classed as unauthorized (those 

for which the school cannot or has not given permission). Depending on 

circumstances such cases may result in prosecution under Section 444 of the 

Education Act 1996. A Penalty Notice is an alternative to prosecution, which 

does not require an appearance in court whilst still securing an improvement 

in a pupil’s attendance. 

 

 


	Attendance Policy 2019

