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Student instruction sheet:

Shrewsbury Sixth Form College is committed to maximising the achievement of all its students.  There is a clear link between good attendance and educational achievement. Regular and punctual attendance is vital if students are to benefit fully from the academic, personal and social opportunities which are offered to them within the college.  Parents/guardians play an important role in supporting the college and encouraging students to reach good attendance levels. The college will take appropriate action to promote and encourage good attendance.

· Attend 100% of your timetabled sessions and be punctual.
· Inform College if you are ill/unavoidably absent (contact college before 10 am each morning, either by phoning 01743 235491 or e-mail absence@ssfc.ac.uk ).  Please note that ringing college will still have an impact on your % non-attendance. For students claiming EMA you will be allowed 4 absence of this type in any term without impacting on EMA payment.  Additional absences will lead to non-payment of EMA.
· Inform your teachers and Reception before the event if it is a pre-planned absence such as an Open Day visit.  It will be your responsibility to provide Reception with documentation (see below) in advance (there will be no retrospective marking of register).
Authorised absence are:
· Student has a College organised trip (name taken from list provided by teacher-no form required).
· Student is on an Open Day or interview at university (letter needed).
· Student has an exam in College (data entered by college).
· Student has an external exam e.g. music or dance (proof needed).
· Student has a medical appointment which cannot be arranged outside College hours/orthodontist/emergency dental appointment or emergency optician appointment (appointment card required-parents may be contacted for confirmation).
· Student is participating in a significant extra curricular activity (proof needed).
· Student has a practical driving test (letter needed).
· Court appearance as witness (letter needed).
· Court appearance as defendant (only if found not guilty-letter needed).
· Religious holidays (days are specified by college-confirmation might be required).
· Student is attending a funeral (letter from parents/guardians required).
· Extreme severe weather (data entered by college).
Those absences will not affect your % attendance.  Please note that forging any documentation to be used for an authorised absence will lead to an automatic Stage 3 disciplinary procedure which may result in a permanent exclusion from Shrewsbury Sixth Form College.

· Inform your group tutor of any reason that will prevent you from attending college.  All notes must be taken to reception.

· If during the college day you have to miss a lesson due to unexpected illness/appointment you should inform your teachers prior to leaving the college.  If this is not possible you should sign yourself out through Student Services or Reception who will mark you absent in the appropriate register stating the reason (this will count as an unauthorised absence).  If you are an EMA student you must sign yourself out at Reception.
· Attendance below 90% is deemed unacceptable and will trigger an investigation into the reasons for absence with you and your parents/guardians.  In some situations this will lead to the application of sanctions-these include disciplinary stages and contracts.  In worst case scenario students will be permanently excluded from college.

· At the end of the Spring Term (March/April) you will be invoiced a £30 contribution to examination fees for each subject where you have less than 90% attendance.

· Student Services will ring or e-mail your parents/guardians to alert them after 2 days of unexplained absence (i.e. no contact from home) in order to require the reason for absence.
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