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Introduction 
1. The purpose of this code of conduct is to ensure that penalty notices for 

school absence are issued in a manner that is fair and consistent across 

Birmingham City Council.  The code sets out the arrangements for 

administering penalty notices in Birmingham and must be adhered to.  The 

code 

         

    

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance


or the parent or parents who have allowed the absence (regardless of which 

parent has applied for a leave of absence).   







o Is it in the public interest to issue a penalty notice in this case 

given the local authority would be accepting responsibility for 

any resulting prosecution for the original offence in cases of 

non-payment?   

 

▪ In cases where support is appropriate, consider on a case-by-case 

basis: 

o Has sufficient support already been provided? Sufficient 

support will usually include an offer of early help; the offer of a 

formal support meeting; and the offer of an attendance 

contract or as specified in the appropriate local authority 

attendance procedures. 

o Is a penalty notice the best available tool to improve 

attendance and change parental behaviour for this particular 

family or would one of the other legal interventions be more 

appropriate?   

o Is issuing a penalty notice in this case appropriate after 

considering any obligations under the Equality Act 2010  

o Is it in the public interest to issue a penalty notice in this case 

given the local authority would be responsible for any 

resulting prosecution for the original offence in cases of non-

payment? 

If the answer to the above questions is ‘yes’, then a penalty notice (or a 

notice to improve in cases where support is appropriate) will usually be 

issued



21. If a notice to improve is issued, the local authority will notify the school and 

ask for the child’s attendance to be monitored for a maximum of six weeks.   

Should there be any further unauthorised absence accrued within the 

improvement period, the local authority must be advised immediately by 

the school and a penalty notice will be issued. 

 

Penalty Notices 

22. Birmingham City Council issues all education penalty notices in 

Birmingham.  

 

23. In order for a request for a penalty notice or other disposals to be 

considered the school must complete an online referral form within six 

weeks of the threshold being reached, and include the evidence specified 

in the appropriate guidance.  

 

24. On receipt of the referral the local authority will review the evidence and 

decide whether sufficient support has been provided as appropriate before 

issuing a penalty notice if appropriate. 

 

25. The LA will inform the school about whether penalty notices are paid, 

withdrawn or prosecuted for non-payment. They will do this by contacting 

the school by email as soon as possible after the outcome of the referral is 

determined. 

 

26. Where pupils move between local authority areas, Birmingham can be 

contacted on crossborder.penaltynotice@birmingham.gov.uk to find out if 

penalty notices have been issued previously.  

 

27.  


