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Attendance 
 
 Students are expected to attend all lessons (both teacher-led and teacher-guided), Tutor 

Time and other activities which are part of their course (excluding voluntary 
trips/activities). 

 Attendance is monitored across the Partnership and parents/carers informed by letter 
should a student be absent from any of the above directed activities via a ‘Cause for 
Concern’ letter.   Subject teachers are responsible for recording and informing Heads of 
Year of any attendance issues with students. 

 Where an absence is known about in advance (for example a hospital appointment) 
students/ parents should inform the Sixth Form, (either in writing or by phoning Sixth 
Form Reception).  Students are expected to complete a "Leave of Absence" application 
form so that the absence is authorised. Although an absence may be allowed it may not 
necessarily be considered as authorised.  

 Where absence is not known about in advance (for example illness) students are 
expected to complete an "Absence Form" on their first day back in School after absence 
and return it to Sixth Form Reception.  

 Authorised absence includes that caused by illness, field trips, interviews, important 
family reasons and other reasons at the discretion of the Director.  It does not include 
holidays, driving lessons, driving tests or appointments which could easily be met 
outside of lesson time. 

 In all instances of absence it is expected that students will inform their class teachers 
and pick up any necessary work missed. 
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 Absence will be monitored on a weekly basis by Heads of Year and the Director 
informed of any major issues.  If the level of unauthorised absence rises above 15%, 
students may be required to pay the examination/registration fees for all public 
examinations and qualifications relating to the course for which attendance is poor.  If, 
by the end of the course, attendance rises to the required level then the student will be 
reimbursed.  Conversely students whose attendance falls below the required level by the 
end of the course will be required to pay the relevant fees.  Students/parents will be 
invoiced at the time that the fees are paid to the external awarding body by the Sixth 
Form Centre.   

 Parents/carers will be informed promptly if attendance is a cause for concern, and will be 
given good warning if examination fees are likely to be demanded. 

 

Behaviour 
 
 Students are expected to support the aims of the Sixth Form Centre and to comply with 

its policies.  They are expected to behave and present themselves in a mature and 
responsible way, to recognise their responsibilities both as members of the Sixth Form 
Centre and the wider School(s).  This includes treating all members of the Sixth Form 
(and wider School Community) with dignity and respect as well as respecting the built 
environment. 

 Students are expected to contribute positively to the success of the Sixth Form both 
within the Sixth Form and on any external visits.   

 Students should recognise both physical and psychological bullying, and should take 
active steps to counter them.  If students become aware of bullying, they should inform a 
member of the Sixth Form Team immediately. 

 All students are entitled to stand for election and vote on membership of the Sixth Form 
Centre Committee, for which an election is held annually.   The Committee has the 
responsibility of organising social functions and events, and of providing amenities for 
the benefit of all students.  Its constitution and activities are displayed in both Sixth Form 
Common Rooms. 

 Students should take vigorous steps to become ‘responsible for their own learning’ and 
actively participate in lessons.  If they are having difficulties with their course, they are 
expected to bring these to the attention of the subject teacher/Tutor and/or Head of 
Year. 

 Where a student has a serious complaint or grievance, then they should bring this to the 
attention of the Director (either directly via letter or through their Tutor/Head of Year).  
These will be investigated and students/parents/carers informed by letter of any 
outcomes. 

 In cases of serious disciplinary issues, students may be Excluded or asked to leave at the 
discretion of the Director of Sixth Form or Head Teachers in conjunction with their 
respective Governing Bodies 


