
 

Sixth Form Attendance and Punctuality Policy 

Summary 

 Students are expected to be in school for all their timetabled commitments.  

 Absence known about in advance must be mentioned to the tutor and appropriate evidence 

produced- this could be a letter or appointment card. 

 Unavoidable absence must be explained to the tutor as soon as possible –if not prior to the day, a 

telephone call on the day would be most appropriate – an email is acceptable and should be sent to 

both HWA and the tutor. A letter on return would also be acceptable. 

 It is the tutee’s responsibility to make sure they are registered as present, including during study 

periods, and that any absence, which may be deemed authorised, is backed up by the appropriate 

evidence. 

 Students are expected to achieve at least 96% attendance record as a minimum. 

Absences 

 Absences will be considered to be unauthorised unless there is a valid reason otherwise. 

Therefore, where there is an absence and the student wished to claim this as authorised, it is up to 

the student to notify the school in line with this policy. 

 If the reason for this absence could have been foreseen, then the student should have applied in 

advance for authorised absence with their tutor. So, for example: It might be acceptable for a 

student to attend an Open Day if this was applied for in advance; but it would not be acceptable to 

miss class for the Open Day without prior notification and then claim that the absence should be 

authorised. 

 Where the claimed reason for absence could not reasonably have been foreseen, the school will 

consider whether absence was really unavoidable. An absence, which could not have been notified 

in advance, should be notified to the school on the day in question; unless, exceptionally, there is a 

good reason why this could not be done. In this circumstance the sixth form team and tutor need to 

be contacted as soon as possible, preferably the next day. 

 Absences which can be foreseen in advance. Absences will only be authorised in advance if the 

reason given for the absence is a good one. The following are examples of reasons for absence, 

which would usually be considered to be acceptable: 
- A medical or dental appointment which cannot be arranged outside school hours. 
- To look after a family member or another person for whom the student has caring 

responsibilities. 
- A religious holiday 



- A visit to a University either to attend an open day or for an interview (up to a maximum of 3 

per year) 
- A career related interview 
- A work experience placement which is an integral part of a course, and for which the student 

does not receive a wage. 
- Participation in a significant extra-curricular activity, such as drama, music, sport or 

volunteering. Authorised absence will only be granted where the activity reflects a significant 

level of personal achievement, or for a one off event. 
- Attendance to a funeral 
- A driving test 
- Family bereavement 
- Educational visit approved by the school or college 

This list is not intended to be exhaustive, and the school will take account of; the inherent reasonableness 

of any case; the number of absences taken by any one individual; repetitions of the same excuse; and 

whether the excuse is backed up with evidence. 

The following reasons for absence would not generally be acceptable: 

- A student absent from a session if they have not obtained authorisation for absence. 

- A holiday taken during term time 

- A social event during term time 

- Part or full-time work which is not part of the students programme of study 

- Leisure activities 

- Birthdays or similar celebrations 

- Baby-sitting younger siblings 

- Shopping 

- Driving lessons that interrupt attendance at any timetabled commitment (including timetabled 

study periods) 

- Routine medical or dental appointments 

- Missing lessons to complete coursework/homework 

- Lateness to morning tutor or any lesson throughout the day 

This list is not intended to be exhaustive. 

Sickness Absence 

 Any absence from the Sixth Form due to illness must be phoned in to the school reception before 

8:40am on 024 76366772. 

 An email is also acceptable, and must be sent to both HWA and the tutor. 

 Illness will be certified with a telephone call or letter for up to 10 days per academic year. Beyond 

this, a medical certificate will be required. 

Lateness 

 It is not acceptable to be late to school or to lessons without a valid reason. 



 Any lateness without a valid reason will incur a consequence- for a lesson, this will be set by the 

class teacher. For a tutor activity, this will be set by the tutor.  

 Students that are late to morning registration without a valid reason will be issued with a 20 minute 

detention with their tutor to be completed that day where possible.  

Holidays 

 Holidays should not be taken during school term time. As students choose to attend sixth form, no 

holiday will be authorised. Any absence for holidays will be unauthorised. 

 If there are exceptional circumstances which cannot be avoided, a Post 16 Leave of Absence Form 

must be completed and submitted 6 weeks prior to the first day of absence. The appropriate 

procedures can then be followed for loss of learning.  

 If a holiday is undertaken without completion of the Post 16 Leave of Absence Form being 

submitted in advance, the student will be placed on Stage 2 of the Behaviour and Support Pathway 

as a serious incident.   

Consequences of poor attendance 

 Students are monitored closely during their time in sixth form. If attendance drops below 93%, or 

consistent patterns of absence appear, students will be placed on a set of targets with the Sixth 

Form team, and work towards improving their attendance over a four week period.  

 If attendance does not improve, students will be placed on Stage 2 of the Support and Intervention 

Policy. Please see this policy for further details.  

Rewards 

 The best reward for good attendance is the clear positive impact upon A-Level outcomes.  

 However, as a sixth form, we acknowledge and reward good attendance throughout the year.  

 Spot prizes are given out at half termly assemblies for students with 100% attendance each half 

term. Letters are sent to congratulate students who achieve 100% attendance, which can be kept to 

share with employers.  

 Students who consistently achieve good attendance, in conjunction with behaviour and academic 

progress, will be allowed the option to study from home for up to 5 hours per fortnight from May 

half term in Year 12.  

 Annual awards are given at the Awards Evening- the Siemens Attendance Award and the Aston 

Martin Award. The Siemens Award is £100 for a student with 100% attendance, while the Aston 

Martin Award is a week’s work experience placement for a student with 96%+ attendance and no 

late marks.  

 

 

 


