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Sixth Form Centre (East and West Sites)
Attendance Policy
All students are expected to maintain a satisfactory record of attendance and punctuality.  Any student whose termly attendance record is 85% or less will be placed on Stage 1 of the Disciplinary Ladder.  Attendance problems on one particular subject area will be identified by termly Teaching and Learning Meetings and Cause for Concern Referrals.

Attendance Officer

Attendance will be tracked on a weekly basis by the Sixth Form Attendance Officer, who will provide the Heads of Sixth Form with a weekly breakdown of student attendance.

All absences (both pre-planned and un-planned) should be supported by written documentation as detailed below.

Pre-planned Absences:

Any student who seeking to receive permission to miss timetabled lessons must submit an Advanced Notification Form (ANF) in order for the absence to be authorised.  This form must be completed, in full, and submitted to the Attendance Officer at the earliest possible opportunity.  ANFs will not be accepted unless signed by one of the Heads of Sixth Form.  It is up to the Heads of Sixth Form to determine whether or not a planned absence will be authorised.  Please note the following general guidelines:

Examples of authorised planned absence:

· Driving Test

· Medical appointment

· Attendance of a funeral

· School trips/visits

· University Interviews

Examples of absence that will not be authorised:

· Driving lessons

· Paid employment

· Holidays

Un-planned Absences:

Occasionally students will be absent from school due to unforeseen circumstances.  For example: illness, sudden bereavement.  In this situation, students must complete an Unplanned Absence Form (UAF) on the first day of their return.  Failure to complete this form and hand in to Attendance Officer will result in the absence being treated as unauthorised.  
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Sixth Form Centre (East and West Sites)

Advanced Notification Form

(ANF)

Student Name: ………………………………………..………….

Date of Proposed Absence: ……………………………………..

Reason for Absence (Please give brief details of why this absence is necessary/how it will benefit you): …………………………………………….…………..……………

…………………………………………………………………………………………….

…………………………………………………………………………………………….

…………………………………………………………………………………………….

Lessons to be missed:

	Subject 
	Teacher comment

	
	

	
	

	
	

	
	


Head of Sixth Form Approval:  YES/NO
Signature:

Date:
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Sixth Form Centre (East and West Sites)

Unplanned Absence Form

(UAF)

Student Name: ………………………………………..………….

Date of Unplanned Absence: …………………………………

Reason for Absence (Please give brief details)……………………………………….…………..……………………………….

…………………………………………………………………………………………….
…………………………………………………………………………………………….
Attendance Officer Action:
	Evidence?
	Subject Teacher informed?
	Parental contact necessary?
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