
 
 
 
 
 
 

 
 
 

Sir John Talbot’s Attendance Procedures 
 
 
Attendance Mission Statement 
 
“As a school we are very keen to do everything we can to ensure that our students maintain a 
high level of punctuality and attendance.  We will work with students and their families to ensure 
that any issues are addressed promptly to achieve maximum possible attendance. We will 
continue to support parents/carers in meeting their legal duty” 
 
Principles 
Staff and governors recognise the importance of regular school attendance, therefore expect all 
students to attend school and attend on time. 
 
Parents/carers have a duty to ensure that their child attends school on a regular basis. 
Permitting unauthorised absence from school is an offence as stated in the 1996 Education Act 

 
“The Parent of a child of compulsory school age registered at a school and failing to 
attend regularly is guilty of an offence punishable by law” 

 
Parents/carers permitting unauthorised absence from school will be reported to Shropshire’s 
Education Welfare Service. It is therefore crucial that parents/carers ensure that effective 
communication occurs with the school when there is genuine reason for absence. 
 
Unauthorised absence is recognised as time that a student may take off school without genuine 
reason decided by the school. 
 
Authorised absence is recognised as absence from school with a genuine reason decided by 
the school. 
 
Procedures 
The following procedures should be followed for student absences: 
 

 It is your responsibility as a parent to inform school each day if your son/daughter is 
absent.   

 Please telephone the school office (01948 660600) between 8.00am – 8.45am leaving 
a message on the absence line informing us of the reason and we will at least know 
that your child is safe. 

 A note should be brought into school and given to your son/daughter(s) tutor on their 
return, stating the dates and reason for absence.   

 
 



 
 
 
 
 
 
 
Absences without reason 

 If students are marked absent in the register, not signed in and have not provided a 
reason for absence parents/carers will be contacted either by phone, text or email.  
This is a proven strategy to help improve students’ attendance.  Again, it is the 
responsibility of you, as a parent, to inform us of absences and it is a great help to us 
as it keeps us fully informed of your child’s whereabouts.   

 
Leaving school early 

 If students need to leave school early, they must have a written note from you, stating 
reason and time of collection, which must be authorised by the Form Tutor.  Students 
must sign out at reception; this is a Health and Safety issue. 

 
School Lateness 
 

 Students should arrive in the classroom of their first timetabled lesson no later than 
8.50am to be registered as present.   

 Any students arriving late to school and/or lessons will have their SMART card signed. 

 Persisent lateness may incur further intervention. 

 Students must arrive at each lesson promptly where they will be registered. 
 
Truancy 
Truancy from school is treated very seriously and any student caught truanting will face 
sanctions including afterschool detentions, time in the Internal Exclusion Room or being put on 
report. 
Students who truant from school are also likely to be referred to Shropshire Education Welfare 
Service who may take further action.  If a student is believed to be truanting from school, 
parents/carers will be contacted and on occasions the police will also be informed if the student 
is deemed to be vulnerable and at risk. 
 
Attendance Monitoring 
The Education Welfare Service may become involved if your child is not recorded as attending 
regularly as the registers are a legal document to which the Service checks weekly. 
 
The Assistant Headteacher and Data and Exams Officer monitor attendance and if a student’s 
attendance falls below 93% parents are likely to be contacted.  The Education Welfare Officer 
monitors attendance weekly and meets with the Assistant Headteacher and Data and Exams 
Officer to identify any students whose attendance is below 90%.  Parents/Carers of these 
students will be contacted by the EWO. 
 
If attendance continues to fall, EWS may take further action including possible fines or 
prosecution. 
 
 

 


