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Behaviour Model 
 

The aims of the Attendance Policy are to raise the importance of good attendance in line 
with Ofsted requirements, ensure that attendance is monitored effectively and reasons for 
absences are recorded promptly and consistently, to improve punctuality, promote 
opportunities to celebrate and reward children for attendance and punctuality 
achievements. 
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1. Introduction 
All children of school age have the right to an efficient full-time education, regardless of age, 
aptitude, ability or any special need they may have. Regular academy attendance is essential 
if a child is to make the most of the educational opportunity available to them. Ark Victoria 
Academy takes the responsibility to monitor and promote the regular attendance of all its 
children very seriously. It acknowledges that irregular attendance can disrupt continuity of 
learning, undermines educational progress, can lead to underachievement/low attainment, 
and impedes the child’s ability to develop friendship groups within the academy. 
We feel the whole academy community should take responsibility for attendance. Therefore, 
this policy seeks to ensure that all parties involved in the practicalities of academy 
attendance are aware and informed. 
 
School attendance is governed by the regulations outlined in the following: 

The Education Act 1996 - sections 434(1)(3)(4) & (6) and 458(4) & (5) 
The Education (Pupil Registration) (England) Regulations 2006 
The Education (Pupil Registration) (England) (Amendment) Regulations 2010  
The Education (Pupil Registration) (England) (Amendment) Regulations 2011 
The Education (Pupil Registration) (England) (Amendment) Regulations 2013  
The Education (Pupil Registration) (England) (Amendment) Regulations 2016 

The Government expects schools to:  

Promote good attendance and reduce absence, including persistent absence.  
Ensure every child has access to full-time education to which they are entitled; and 
act early to address patterns of absence.  

Parents are expected to perform their legal duty by ensuring their children of compulsory 
school age who are registered at school attend regularly and punctually. Attendance which 
falls below 90% is classed as persistent absence. Attendance which falls below 50% is classed 
as severe absence. 
 
*Definition of parent: Section 576 of the Education Act 1996 

A parent in relation to any child or young person, includes any person: - 

a) all natural parents, whether they are married or not. 
b) who is not a parent but who has parental responsibility for him/her; or 
c) who has care of him/her? 

 

This also includes all absent parents who must have regular contact and an ability to 
influence the child including his/her attendance (separated parents who do not accompany 
the other parent on the unauthorised leave should not be included). Parental partners can be 
included (whether they are married or the natural parent of the child as they have ‘care’ of 
the child. If a child lives with a grandparent or older sibling as their main carer they can also 
be included as they are the main care provider. 

 
2. Aims 
The aims of the Attendance Policy are: 
a) To raise the importance of good attendance in line with Ofsted requirements. 
b) Ensure that attendance is monitored effectively and reasons for absences are recorded 

promptly and consistently. 
c) To improve punctuality. 
d) Promote opportunities to celebrate and reward children for attendance and punctuality 

achievements. 
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3. Guidelines  
3.1 Reasons for absence 
Parents and carers are asked to contact the academy office by phone or in person if their 
child needs to be absent from the academy. 
3.2 Authorised absences 
Acceptable reasons include sickness, hospital appointments, dentist appointments, 
recognised religious holidays and funerals. Medical appointments should be arranged 
outside of the academy day, if possible. Where this is not possible, we would expect children 
to miss only part of the day. 
3.3 Unauthorised absences 
Unacceptable reasons include shopping, going to an appointment, visiting relatives, buying 
shoes, going for a haircut, parent/carer unwell and taking holiday, for example by acquiring 
cheaper flights outside of academy holidays. 
3.4 Holidays/Trips 
The academy supports the view that every lesson counts and discourages parents/carers 
from taking leave in term time.  
3.5 Only the Principal can authorise absence, absence may not be authorised for reasons 
such as visiting relatives abroad, or for excessive time off to visit ill relatives. 
 
4. Action taken when children are absent 
4.1 There are occasions when absence is unavoidable. These include: 
a) Illness. 
b)  Medical or education appointments. 

4.2 If a parent knows in advance of absence due to an appointment, the academy office 
should be informed, and the appointment card shown. 
4.3 If a child is ill, the parent or carer should ring the academy to inform us and on return 
present a written note explaining the absence. If your child is absent and has been prescribed 
medicine by the doctor, please can you bring the medicine or prescription into the academy 
so we can photocopy it. 
4.4 The parent or carer will be phoned and if there is no answer or no information has been 
received, and reasons noted, a text message will be sent on the first day of absence.  
Regular attendance at school is the responsibility of parents and carers.  Under the 1996 
Education Act parents commit an offence if the child does not attend school regularly, 
without an acceptable reason. If your  child cannot com e to school because of illness, 
you should advise the school on the first day of absence by telephone.  If no 
message is received, we will assume that your child is absent without your permission.  We 
will then make every effort to contact you.  It is essential that the school is kept informed of 
changes of contact details such as phone numbers and addresses.  In cases where we 
continue to be concerned, we will request that our education welfare service make a home 
visit or undertake a ‘Safe and Well’ visit 
 
5. What happens if Attendance is unacceptable 
5.1 The Principal/Attendance Officer reviews the attendance of all children monthly. If the 
attendance of a child falls below 95% the reasons for the absence are investigated. 
5.2 The reasons for absence are discussed. If there are no extenuating circumstances the 
following procedure is instigated: 
a) The Principal will write to the parent or carer. The situation is reviewed at the next 

month’s check. 
b) If no improvement is seen the Principal will request an appointment with the parent or 

carer. The situation is reviewed at the next month’s check. 
c) If no improvement is seen the Principal will write again requesting an appointment and 

ask for medical certificates to be provided for each subsequent absence to be authorised. 
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We work with parents, children, and external agencies to try to resolve any issues that may 
impact on a child’s attendance, and to offer early help and interventions as soon as possible. 
In those rare cases where we are unable to make meaningful contact with parents, or where 
parents do not engage with school’s offer of support, and the issue with school absence 
continues, we are asked by BCC to make a more formal early help referral to BCT 
(Birmingham Children’s Trust) 

This referral does not require parental consent. 

 Parents of children whose attendance continues to remain poor may be subject to legal 
action and placed on the Local Authorities ‘Fast Track to Attendance’. 

 If this happens, parents could receive a fine or be subject to a Parenting Order/Education 
Supervision Order or a School Attendance Order.  

Birmingham City Council reserve the right to escalate some cases straight to court. This is 
likely to happen if your child’s absence from school is excessive or persistent. 

Parents who take children out of school during term time could also face action via 
Birmingham Magistrates Court. 

Birmingham City Council Penalty Notice & Code on Conduct  

https://www.google.co.uk/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&cad=rja&uact=8&
ved=2ahUKEwjZg6aO4uz6AhXTnFwKHcB3ATIQFnoECAwQAQ&url=https%3A%2F%2Fw
ww.birmingham.gov.uk%2Fdownloads%2Ffile%2F22384%2Fbcc_education_penalty_notic
e_code_of_conduct_for_september_2022&usg=AOvVaw2i87M6fCYNYEe7gFt_WBuX 

 
6. Lateness 
6.1 The secondary phase day starts at between 08.10 and 08.20 and primary day starts 
between 08.40 and 08.55. 
6.2 Children who arrive after this time must enter the academy through the main entrance. 
They must then be signed into at reception. 
6.3 Registers will close at 09.00 for secondary and 09.30 for primary, children who arrive 
after this time will be marked as U and will have a secondary detention on the same day. Any 
child receiving 5 ‘U codes in any half term will be invited into school for a school attendance 
review meeting with  
6.4 The procedure for consistent lateness is the same as for persistent absence  
Appointment made to see the Attendance team – one month is given for improvement. 
a) If no improvement is seen a referral will be made to the education Welfare Officer.  
b) No further improvement after a month, may be referred to the Local Authority. 

6.5 Children where there are ongoing concerns regarding attendance or punctuality are 
placed on a vulnerable child list. 

 
8. Registers 
These are important legal documents which must be completed carefully and promptly at the 
beginning of each morning and afternoon session. 
Children entering the classroom via the academy office that are late and should be marked as 
such, even if the register has not been taken yet. 
 
Registers will be monitored by the Principal and the Attendance Team. 
 
 
 
 
 



5 
 

Absence codes  
 
When children are not present in school the academy uses the absence codes as follows:  
 
Code C: leave of absence authorised by the school Only exceptional circumstances warrant 
an authorised leave of absence. Schools should consider each application individually taking 
into account the specific facts and circumstances and relevant background context behind 
the request. 
 
Code E: excluded but no alternative provision made If no alternative provision is made for a 
children to continue their education whilst they are excluded but still on the admission 
register, they should be marked absent in the attendance register using Code E. Alternative 
provision must be arranged for each excluded children from the sixth consecutive day of any 
fixed period or permanent exclusion. Where alternative provision is made, they should be 
marked using the appropriate attendance code.  
 
Code H: holiday authorised by the school Head teachers should not grant leave of absence 
unless there are exceptional circumstances. The application must be made in advance and 
the head teacher must be satisfied that there are exceptional circumstances based on the 
individual facts and circumstances of the case which warrant the leave. Where a leave of 
absence is granted, the head teacher will determine the number of days a child can be away 
from school. A leave of absence is granted entirely at the head teacher’s discretion.  
 
Code I: illness (not medical or dental appointments) Schools should advise parents to notify 
them on the first day the child is unable to attend due to illness. Schools should authorise 
absences due to illness unless they have genuine cause for concern about the veracity of an 
illness. If the authenticity of illness is in doubt, schools can request parents to provide 
medical evidence to support illness. Schools can record the absence as unauthorised if not 
satisfied of the authenticity of the illness but should advise parents of their intention. 
Schools are advised not to request medical evidence unnecessarily. Medical evidence can 
take the form of prescriptions, appointment cards, etc. rather than doctors’ notes. 
 
Code M: medical or dental appointments Missing registration for a medical or dental 
appointment is counted as an authorised absence. Schools should, however, encourage 
parents to make appointments out of school hours. Where this is not possible, the child 
should only be out of school for the minimum amount of time necessary for the 
appointment.  
 
Code R: religious observance Schools must treat absence as authorised when it is due to 
religious observance. The day must be exclusively set apart for religious observance by the 
religious body to which the parents belong. Where necessary, schools should seek advice 
from the parents’ religious body about whether it has set the day apart for religious 
observance.  
 
Code S: study leave Schools must record study leave as authorised absence. Study leave 
should be used sparingly and only granted to Year 11 children during public examinations. 
Provision should still be made available for those children who want to continue to come into 
school to revise.  
 
Code T: Gypsy, Roma and Traveler absence A number of different groups are covered by the 
generic term Traveler – Roma, English and Welsh Gypsies, Irish and Scottish Travelers, 
Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) and 
New Travelers. This code should be used when Traveler families are known to be travelling 
for occupational purposes and have agreed this with the school, but it is not known whether 
the child is attending educational provision. It should not be used for any other types of 
absence by these groups. To help ensure continuity of education for Traveler children it is 
expected that the child should attend school elsewhere when their family is travelling and be 
dual registered at that school and the main school. Children from these groups whose 
families do not travel are expected to register at a school and attend as normal. They are 
subject to the same rules as other children in terms of the requirement to attend school 
regularly once registered at a school. Unauthorised absence from school Unauthorised 
absence is where a school is not satisfied with the reasons given for the absence. Absence 
codes are as follows:  
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Code G: holiday not authorised by the school or in excess of the period determined by the 
head teacher. If a school does not authorise a leave of absence for the purpose of a holiday 
but the parents still take the child out of school, or the child is kept away for longer than was 
agreed, the absence is unauthorised. The regulations do not allow schools to give 
retrospective approval. If the parents did not apply for leave of absence in advance, the 
absence must be recorded as unauthorised.  
 
Code N: reason for absence not yet provided Schools should follow up all unexplained and 
unexpected absences in a timely manner. Every effort should be made to establish the reason 
for a child’s absence. When the reason for the child’s absence has been established the 
register should be amended. This code should not be left on a child’s attendance record 
indefinitely; if no reason for absence is provided after a reasonable amount of time it should 
be replaced with code O (absent from school without authorisation).  
 
Code O: absent from school without authorisation If the school is not satisfied with the 
reason given for absence, they should record it as unauthorised.  
 
Code U: arrived in school after registration closed Schools should actively discourage late 
arrival, be alert to patterns of late arrival and seek an explanation from the parent. 
 
 
9. Rewards and Sanctions 
The class with the best attendance for the previous week is recognised and rewarded with 
praise and certificates. 
Children with 100% attendance are presented with a certificate at the end of each term/half 
term. Further prizes and awards may be presented for attendance. 
Sanctions in the form of detentions may be applied for persistent lateness 
 
Children with medical conditions or special educational needs and disabilities 
 
The school recognises that some children face greater barriers to attendance than their peers, 
including those who suffer from long-term medical conditions or who have special educational 
needs and disabilities. We will be mindful of the barriers these children face and put additional 
support in place where necessary to help them access their full-time education. These may 
include: 
 

• Making reasonable adjustments where a child has a disability or complex need 
• Making reasonable adjustments to uniform, routines, access to support in school and 

lunchtime arrangements 
• Putting in place an individual healthcare plan 
• Engaging with other external agencies, including healthcare professionals, and making 

appropriate referrals to access wider support 
• Support with school transport 
• Authorising medical appointments during the school day, as required 

 
Children with long term illnesses and other health needs may need additional support, such 
as alternative provision by the local authority.  
 
Safeguarding 
 
The school recognises the importance of good attendance for vulnerable children. Regular 
attendance is an important protective factor and provide the best opportunity for needs to be 
identified and support provided. 
 
The Academy reserves the right to invite parents into school to discuss any attendance issues 
that raise potential safeguarding concerns, i.e. – female genital mutilation, criminal/sexual 
exploitation, domestic violence, forced marriage, honour-based violence, sexual harassment 
and violence, radicalisation, mental health, and online activities.   
 
In addition, if the Academy suspects that a child may be at potential risk of harm as a result of 
their absence from school, particularly if we are unable to make contact with the parent/carer 
and child, the safeguarding team reserve the right to refer these concerns to the appropriate 
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external agencies, i.e. – Early Help, Children’s social care (CASS), police. The school will 
inform parents / carers if a referral is to be made. However, this may not appropriate in every 
circumstance depending on the nature of the safeguarding concern and a referral may be made 
without informing the parent / carer.  
 
 
Children Missing from Education  
 
The school recognizes that when a child goes missing from school it is a potential indicator of 
abuse or neglect, i.e. – sexual abuse, child-on-child abuse, radicalisation, gang affiliation or 
criminal/sexual exploitation. The Academy follows the Birmingham LSCB procedures 
“Identifying and maintaining contact with children missing or at risk of going missing from 
Education 2013”. Under sections 8f and 8h of the Education Regulations Act (2006), the 
school will make ‘reasonable’ enquiries into the location of children with 5 days continuous 
unauthorized absence or for those who fail to return from leave of absence granted during 
term time.  

A referral will be made to ‘Child Missing from Education’ (CME) to be investigated further by 
their safeguarding panel and appropriate interventions taken at that level, i.e. – refer to police.  

The school reserves the right to contact relevant agencies to seek advice 
(Children’s Social Care, Police Safe and Well-being referral, CME) if any child is 
absent from school for more than five days without confirmation from parents. 
Every attempt will be made to communicate with parents to ensure the child is safe and well, 
including home visits by the Education Welfare Officer (EWO). The Academy will contact 
relevant agencies without confirmation from parents / carers, if the child is subject to a ‘Child 
Protection’ or ‘Child in Need’ plan or considered vulnerable in other ways, i.e. – Family Plan.   

Once the CME team have completed their investigation, a deletion from roll notice will be sent 
to school to confirm the child can be removed from roll. This will may be the case when a child 
has not attended school for 20 consecutive school days or more without authorisation, and 
both the school and local authority have exhausted reasonable enquiries and an address 
cannot be identified for the family. 
 
 Reluctance to go to school: 
 
Sometimes children seem anxious about leaving home to go to school.  They may tell parents 
that they feel unwell or give another reason to not attend.  Parents may notice that they are 
worried from things that they say e.g., that they do not want to do particular subjects, feel that 
they have no friends, are being harassed or bullied physically or online, or feel anxious about 
assessments in school.  
 
If this is the case, parents are encouraged contact the Academy as soon as possible to speak to 
the relevant pastoral link. In any of these circumstances, school will work closely with you and 
your child to address the concerns and put relevant early help interventions and support 
measures in place. 
 
Home Education 
 
Under the DFE guidance on attendance (September 2022); ‘Parents have a duty to ensure their 
child of compulsory school age receives suitable full-time education, but this does not have to 
be at a school’. If a parent wishes to withdraw a child from the school, the child will be known 
as ‘Electively Home-Educated’.  
 
Any parent wishing to withdraw their child from the school will be required to confirm this in 
writing to the Academy principal. The academy will forward this letter to the Local Authority 
and the child will be removed from the admission register. 
The Local Authority will then determine whether or not to accept this new arrangement or 
challenge it. However, parents are unable to withdraw their child from school if they are 
subject to an Education Supervision Order 
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As outlined in ‘Keeping Children Safe in Education’ (September 2022), the school will work 
closely with the local authority and other key professionals (i.e.  social or family support 
workers) to ensure parents of vulnerable children, including SEND, have fully considered if 
home education is in the best interests of the child and appropriate support is put in place for 
the family.   
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