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OVERVIEW  

 
Regular attendance at school is essential to ensure uninterrupted progress and to enable pupils to 

extend their potential.  The attendance pattern for all pupils is monitored weekly, with the school 

seeking to work actively with parents and carers to ensure regular attendance. 

 

We do all we can to encourage regular attendance and put in place appropriate procedures to support 

this.  

 

Poor attendance can seriously affect each pupils: 

 Attainment in school  

 Relationships with others and their ability to form lasting friendships 

 Confidence to attempt new work and work alongside other 

 

Persistent absence affects life chances and Titan Aston Academy has a duty to protect education; we will 

challenge any unauthorised absence.  

 

Absence from School – students should attend school for 190 days each year.  Repeated absence leads 
to lessons and learning time being missed, for example:-  
 

Attendance during 
one school year 

Equals days absent Which is 
approximately 
weeks absent 

Which means this number of 
lessons missed 

95% 9 days 2 weeks 50 lessons 

90% 19 days 4 weeks 100 lessons 

85% 29 days 6 weeks 150 lessons 

80% 38 days 8 weeks 200 lessons 

75% 48 days 10 weeks 250 lessons 

70% 57 days 11.5 weeks 290 lessons 

65% 67 days 13.5 weeks 340 lessons 

 

School Attendance Aims and Expectations  
 
Titan Aston Academy expects the highest level of attendance and punctuality from all pupils, at all times.   
We support pupils, parents/carers to ensure that excellent attendance is achieved.  Our goal is that every 
student achieves at least 96% attendance.  
 
Overall Aims:  
 To ensure that every child is safeguarded and their right to education is protected.  

 To ensure the school attendance target is achieved, through rewards and incentives for good 

attendance and punctuality.  

 To raise standards and ensure every child reaches their full educational potential, through a high 

level of school attendance and punctuality. 

 To identify causes of low attendance/punctuality with individuals, classes and groups of pupils and 

address them.  

 



Titan Aston Academy Attendance Targets:   
 

96%+ EXCELLENT – Well done!! This will help all aspects of progress and life 
in school. This gives a good start in life and supports a positive work 
ethic. 

94-95% Average – Well done, strive to build on this. 

85-93% Poor – Absence is now affecting attainment and progress at school. 
Please work with the school urgently to improve the situation. 

Below 85% Unacceptable – Absence IS causing SERIOUS CONCERN. It is affecting 
attainment and progress and is disrupting learning. We will work with 
you. 
Permitting absence from school without good reason is an offence by 
the parent. Only the school can “authorise “absence. The school will 
not access all reasons as “valid”. 

 
We will write to parents each term advising them of student attendance and their target for the next 
term. We also write to parents on a weekly basis when their childs attendance is causing concern.  
 

Rights and responsibilities for Attendance/Punctuality:  
 

PARENT RESPONSIBILITY 
Parents/Carers have a legal obligation to ensure child attends regularly and on time. 
 
When a pupil is absent from school, parents/carers should contact the school on 0121 696 4800 before 
09:15am on the first day of absence. A call must then be made for each subsequent day of absence. 
Parents/carers must provide a reason for absence.  
  

SCHOOL RESPONSIBILITIES  
 
Titan Aston Academy endeavours to tackle attendance with a whole school approach.  The Executive 
Head, Mrs Nikki Hutchison has overall responsibility for monitoring attendance but is closely supported 
by Mr Daniel Edwards, Head of School, as well as our Administration team. Form Tutors also tackle 
attendance by making weekly contact with parents of pupils who may have issues with attendance.  
 
The roles explained: 
School: 
 The School is responsible for registering the attendance of each pupil using Arbor. 
 Attendance is recorded and data is stored and analysed using the Arbor database.   
 It is a statutory duty for Titan Aston Academy to maintain accurate registers; these are legal 

documents, and may be called for as evidence by the court.  
 The school will liaise with The Local Authority regarding school absence and Fast Track on 

Attendance procedures.  
 
 
 
 
 
 
 



Executive Head – Mrs Nikki Hutchison 
 To be responsible for the overall management and implementation of the policy.  
 To deal with parental requests for leave in Term Time.  
 To request and instigate Penalty Notices via the Fast Track to Attendance process, in line with 

Birmingham Local Authority guidance.  
 To analyse and oversee half term data for groups of students. 

 
Attendance Officers/Administration Team:  
 To take responsibility for attendance/punctuality on a day-to-day basis, including liaising 

with/responding to parental enquires. 
 To feedback to The Head of School, Governors and the Senior Leadership Team and report on half 

termly data. 
 To meet with House Leaders on a weekly basis to address any concerns with attendance and look at 

systems and structures, ensuring they are having an impact on pupil attendance and punctuality.  
 To ensure that rewards and incentives for attendance and punctuality are being used.  
 Work with all staff to plan for the reintegration of pupils after long-term absence. 

 
Designated Safeguarding Lead's (DSL) 
Mr Daniel Edwards, Mrs Nickie Ayling, Mrs Nikki Hutchison and Mr Leo Graham are the Designated 
Safeguarding Leads at Titan Aston Academy and should be contacted should you have any concern.  
 
 Staff:  
 To ensure quality first teaching is delivered; lessons are well planned and resourced so that they 

challenge, inspire and meet student’s needs. 
 To take a formal register of all pupils at the beginning of form time and each lesson.  
 To regularly remind students and parents/carers about the importance of good attendance. 
 Provide a welcoming and safe environment, which encourages attendance and promotes the best 

performance from students.  
 To promptly inform the Principal and Administration team of students with poor attendance.  
 To liaise with parents of poor attendees on a weekly basis.  
 To feed back to parents about pupil attendance and punctuality during Pupil Review time.  
 

TYPES OF ABSENCE  
 
AUTHORISED AND UNAUTHORISED ABSENCES  

 
Absence will be classified by the school, not parents/carers.   
An absence is classed as authorised when a child is away from school for a legitimate reason and the 
school has received the notification from a parent. For example, if a child has been unwell and the 
correct medical evidence is received the school will make the absence authorised and mark with an 'I' 
code (Illness). Other occasions where the school will mark C code (authorised absence) include, 
attending the wedding of a family member, family bereavement, or to attend court (these examples are 
illustrative and not meant to be exhaustive). 
 
 
 
 
 
 
 

 
 



UNAUTHORISED ABSENCES  
 
Are those of which the school does not consider as reasonable or for which no authorisation has been 
given. Examples include: 
 

 No communication provided as to the reason for absence/absences that have never been 
properly explained, 

 Parents/carers keeping children off school unnecessarily e.g. to go shopping, to care for a sibling, 
a pupil’s/parent’s/sibling’s/relative’s birthday 

 Truancy/refusal  

 Excessive Illnesses without medical evidence 

 Holidays in term-term (in exceptional circumstances school may agree term time holiday)  
 
ABSENCE WITHOUT REASON   
 
When a pupil is absent, the administration team will record the absence on the register. As part of our 
safeguarding procedures, the school will endeavour to contact the parents/carers and other emergency 
contacts if information has not been received regarding the reason for the absence. This will happen 
every day of non-attendance where no call has been received.   
 
The Vice Principal may also make an unannounced Safe and Well visit.  If contact cannot be made then 
we may request the police conduct a safe and well check.    
 
ILLNESS AND MEDICAL APPOINTMENTS 
 
When a pupil is unwell, parents/carers should contact the school before 09:15am on the first day of 
absence. A call must be made for each subsequent day of absence. Parents/carers must provide a reason 
for absence.  
 
When a pupil is absent and required to attend a medical appointment, evidence may be requested. This 
can be an appointment card, prescription, prescribed medication packs or boxes with child’s name 
printed on them. Pupils will be marked with an 'O' code (unauthorised) until evidence is received, once 
received the mark will be changed to a 'M' or 'I' code (Medical or Illness).  
Parents/carers should ensure that every effort is made to make or arrange medical appointment outside 
school hours.  
 
When Titan Aston Academy are concerned about the amount of school missed due to illness we may 
share information with external agencies (this is not a definitive list but for example it could include the 
school nurse and Think Family) in some cases the school nurse may make an unannounced visit to check 
the health of your child.  

 
HOLIDAYS  
 
Pupil absence during term time can seriously disrupt pupil’s continuity of learning. Parents should avoid 
booking a family holiday in term time. Parents do not have an automatic right to withdraw pupils from 
school for a holiday and in law, have to apply for permission in advance. Holidays will only be authorised 
in exceptional circumstances. Parent/carers MUST notify the school immediately and complete a 
Request for Absence form which can be obtained from our administration team. Once such form is 
received the Principal will consider the application. 
 
 
 



ARRIVAL TIMES  
 
All pupils must arrive at Titan Aston Academy on time.  The school day starts at 9.00am and they should 
be here and in form class for registration.  If they arrive after 9:00am, each student will be issued a 30 
minute detention due to lateness.  
 
If students arrive after the register is closed they will be marked with a ‘U’ code (late after registers 
closed).  
 
In circumstances such as bad weather or transport difficulties, Titan Aston Academy may keep the 
register open for longer period. 
 
Titan Aston Academy has sanctions for students who arrive to school late or miss lesson time. Students 
are issued with a 30 minute detention after school or a lunchtime detention to catch up on work they 
have missed. For students who are repeatedly late or miss lesson time the support room is used for them 
to spend time reflecting on their decisions and to catch up on work they may have missed.  
Consideration is also given to whether the students should be placed on report to monitor such 
continued behaviour.  
 
(Please see the Appendix 1 herewith detailing the breakdown of register codes and their meaning).  
 

INTERVENTION AND STRATEGIES  
 
The Principal authorises absence, not parents/carers. Titan Aston Academy adheres to the DfE guidelines 
in authorising absence. Absence for any reason during term time is discouraged. 
 
Non-attendance is an important issue that is treated seriously. However each case is different and Titan 
Aston Academy acknowledges that not one standard response will be appropriate in every case. 
Consideration is given to all factors affecting attendance before deciding what intervention strategies to 
apply.  
 
In every case, early intervention is essential to prevent the problem from worsening. It is essential that 
parents keep the school fully informed of any matters that may affect their child’s attendance.  
 
If Titan Aston Academy identifies a concern regarding a pupil’s absence, in the first instance the 
administration team will contact parent/carer to discuss this verbally and may communicate the same 
concern via letter and or text message. House Leaders will also speak to the student to identify whether 
there are any issues of concern or further assistance that the school can offer to meet the student’s 
individual needs.   
 
If it becomes apparent that there is a serious concern or risk factors are present our DSL will review and 
advise whether any early help should be explored/offered and to determine whether any work can be 
done within school to engage the student back into school and into lessons.  
 
The DSL will be the person who speaks to the student as well as communicating with parent/carer - 
notifying the latter of the school’s concern about the young person’s vulnerability and how the family 
and school can work together to reduce the risk.  At this point we will utilise the Right Help Right Time 
model to consider the needs of the family and in discussion with the parent and the young person (as far 
as possible). 
 
 
 



 
 
The DSL may decide to: 
 

 Monitor the situation after taking appropriate action to address the concerns. 

 Undertake an Early Help assessment to meet the needs of the pupil and family through a 
multi-agency approach. 

 Seek advice from the Children’s Advice and Support Service (CASS) formerly known as MASH, 
so that a strategic overview can be maintained and any themes or common factors can be 
recognised.  

 Notify Children’s Social Care via a referral to the Multi-Agency Safeguarding Hub (MASH). 
 
If there is no risk of serious concern and Titan Aston Academy in house intervention strategies are 
unsuccessful then our administration team and Head of School, supported by the Local Authority, will 
instigate The Fast Track on Attendance Programme. At This stage the administration team and Vice 
Principal will have advised parents/carers in writing about this programme.  We will write to 
parents/carers with an appointment time and date for them to attend a formal attendance meeting 
(SARM) to discuss and achieve a resolution.   It is hoped that a quick response and change in levels of 
absence will prevent the need for further intervention and commencement of Fast Track prosecution.   
 
In an attempt to promote punctuality and attendance Titan Aston Academy runs a daily Breakfast Club 
whereby students can attend between 8.30am and 9.00am.  Attendance at Breakfast Club ensures pupils 
are in school and provides them with a meal at the beginning of the school day.  There is no charge for 
using Breakfast Club - all students are encouraged and welcome to attend.  
 
In cases whereby a student is not attending school and there are ongoing concerns of poor attendance 
home visits will be conducted to discuss the said concern with parent/carer.  Our Vice Principal will carry 
out visits on a weekly basis to students of concern.   
 

REWARDS  
 
On a weekly basis Titan Aston Academy will provide certificates to students who have achieved 100% 
attendance for the week. Vouchers are also rewarded to students with 100% attendance throughout 
each week. 
Daily – staff may award behaviour points to students who have high or improving levels of attendance 
and punctuality.       
 

SCHOOL ATTENDANCE MEETINGS  
 
Our administration team monitors attendance to identify patterns and trends in absence/punctuality.  
School systems are then followed to endeavour to improve student attendance.  Students who are 
persistently absent will be invited to attend a formal School Attendance Review Meeting and will be the 
subject of Fast Track on Attendance proceedings.   
 
The purpose of a school attendance meeting is to listen to the reasons for the absences and agree a plan 
to immediately improve the situation. The meeting will be held in the school by our Vice Principal, Daniel 
Edwards. 
 
 
 
 
 



 
REINTERGRATION AFTER ABSENCE  
 
Every effort is made to ensure students who may have been absent from school for a period of time are 
re-integrated back into the school with the full support and assistance from all staff and parents.  The 
school will contact parent/carer throughout the period of reintegration and will monitor and review this 
progression over a six week period.  Strategies used may be assistance with transport, reduced 
timetable, therapeutic mentoring.  Every effort will be made to ensure that work that may have been 
missed is made available.     
 

                      
                            



  

 

   

   

   

                    

                                          

                                                                                                                                                                                                                                                                                                                                                                          

 

APPENDIX 1 
ATTENDANCE CODES, DESCRIPTIONS AND MEANINGS 

 

CODE DESCRIPTION MEANING 

/ Present (AM) Present 

\ Present (PM) Present 

B Educated off site (NOT Dual registration) Approved Education Activity 

C Other Authorised Circumstances (not 
covered by another appropriate 
code/description) 

Authorised absence 

E Excluded (no alternative provision made) Authorised absence 

G Family holiday (NOT agreed or days in 
excess of agreement) 

Unauthorised absence 

H Family holiday (agreed) Authorised absence 

I Illness (NOT medical or dental etc. 
appointments) 

Authorised absence 

J Interview Approved Education Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Unauthorised absence (not covered by any 
other code/description) 

Unauthorised absence 

P Approved sporting activity Approved Education Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience Approved Education Activity 

D Dual registration (i.e. pupil attending other 
establishment) 

Not counted in possible attendances 

X Untimetabled sessions for non-compulsory 
school-age pupils  

Not counted in possible attendances 

Y Enforced and partial enforced closure Not counted in possible attendances 

Z Pupil not yet on roll  Not counted in possible attendances 

# School closed to pupils Not counted in possible attendances 

 

KEY Present 

Authorised absence 

Unauthorised absence 

Approved Education Activity (Present) 

Not counted in possible attendances 



  

 

   

   

   

                    

                                          

                                                                                                                                                                                                                                                                                                                                                                          

 

 
 

 
 
 
 
 
 

 
 

 
 
 


