
Year 12 Attendance 

Part 1:  the school day - when and where 

Principles 

Year 12 is about setting up good habits that will lead to success in challenging A Level exams.  This means 

working productively during study periods as well as during lessons. 

We want students to demonstrate Professional Attributes.   Professional Attributes are: 

• strong independent study habits (demonstrated by Attitude to Learning grades),  

• a commitment towards the school community (including volunteering, being punctual and the 

standards in the Sixth Form Contract) and  

• responsibility in their own decision making. 

The school day for Year 12 students is from 8.45 to 3.20.  Students should be in school by 8.35, to move to 

form rooms at 8.40. 

Requirements 

During the first term:  Year 12 students must be on site for the whole day, in lessons or working 

independently at school during study periods.  Students may not go home during the school day. 

During the second term and onwards:  Year 12 students who: 

• have demonstrated Professional Attributes during Term 1, 

• believe they will study well at home 

• have parental consent 

may sign out at reception, from morning break onwards, in order to study at home from Period 3 

onwards.* 

Students who have not yet met those Professional Attributes will be able to demonstrate them during Term 

2, and until then will continue to stay in school from 8.45 to 3.20. 

*All Year 12 students need to be at form time to register every morning all year.  Form times deliver 

important parts of the curriculum and help to create a working start to the day, and is also part of our 

safeguarding responsibility.  This applies to students all students, including those who have study periods 

during Periods 1 and 2.  These should be spent studying in school.  

Visiting the Cob Stop/immediate school area 

Students leaving for the tuck shop need to leave their lanyard at reception and re-collect it on the way back 

into school.  This will enable us to know who is in and out of the building during a fire alarm.  Please be 

courteous as you go through reception – visitors may well be waiting in there. 

Parental consent must have been given for this privilege.  

Normal places of studying 

After several weeks of settling into school and study patterns, Year 12 students will complete their 

timetables to show where they are studying or involved in volunteering/other activities*.  Students will 

keep this record up to date with any significant changes. 

*For example, in the library, in the canteen, at a primary school, in a classroom agreed with a teacher.  If 

they volunteer during a lunchtime, this should also be noted. 

Spot checks will be carried out periodically.  Failure to comply with either point above, will result in a 

Community Service activity. 

  



Achieving Excellent Attendance 

Sixth Form 

Why it matters 

Attendance improves your results.  Data shows that best attenders do best against their targets.  Worst 

attenders do poorly against their targets. 

Attendance is asked for in references.  Have a look at the example on the last page. 

Attendance will matter in your workplace.  Good attendance means your colleagues and bosses do not 

need to cover for you, or take time getting you back up to speed.  Poor attendance in a workplace leads to 

poor morale.  That is why it is asked for in references. 

Good attendance builds good relationships with teachers and other students.  Poor attendance can have an 

impact on the atmosphere of a class. 

You can’t always catch up.  Things happen in lessons which cannot be caught up just through ‘notes or 

reading’.  In truth, you often cannot fully ‘catch up’. 

What is expected attendance? 

Many students manage 98% attendance across the year.  10% of the year group are likely to manage 100% 

attendance.  Excellent attendance looks good in references. 

95% attendance means that you are missing 1.5 periods a week. 

90% attendance means you are missing 3 periods a week. 

Students should be aiming at better than 95% attendance. 

Toughing it out 

Of course there are some illnesses where you need to take time off school and rest is needed for recovery. 

However when it comes to feeling a bit below par, most people will ‘tough it out’ – whether at work or at 

school.  It is important to have this resilience, and not to miss out on learning and being a part of lessons. 

Appointments outside school 

Appointments with opticians and wherever possible, with dentists and doctors should be arranged outside 

of the school day (or at the very least, outside of lesson time).  

Communication – what we require from parents, carers and students 

The reasons for absences must always be communicated to Mrs Sargeant in the Sixth Form Office by a 

parent or carer (even if the student has been in touch with teachers by email).  

Unplanned absence 

If you are absent because of illness then parents/carers must call to confirm the absence – either by 

telephone to Mrs Sargeant (01629 832 389) or email to rsargeant@highfields.derbyshire.sch.uk .  This must 

be done even if you have emailed teachers directly to ask for work. 

Planned absence 

This must be confirmed to Mrs Sargeant in advance by parents or carers – by telephone or email.  If it is a 

medical appointment arranged by a student, then they can produce an appointment card showing date and 

time instead. 
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Catch up   

It is your responsibility to catch up: 

• Be proactive – find out from other students as much as possible, get photocopied sheets,  

• If there is a groupchat for that subject, use it 

• Then ask your teacher in person when you return –  do this before the next lesson 

• Email your teacher.  Whilst teachers can appreciate a polite email, they will often be busy teaching 

all day, and cannot always respond quickly. 

Illness during the school day 

As a general rule we do not expect students to leave during the school day, for feeling ill. 

Permission needs to be given from the Sixth Form office, and we will contact parents/carers to let them 

know. 

 

Attendance Intervention Map: Procedure and System 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

<92% Attendance 

Student:  Informal Conversation with tutor 
<94% Attendance  

Parent:    Level 1 letter to be sent home 

<90% Attendance  
L2 – letter requesting a meeting with Year Manager  

<85% Attendance L3 – letter inviting to meeting with Director of Sixth 

Form.  

100% Attendance  See attendance rewards opportunities for 

celebration 

Reference sheet  Student:  Tutor to talk through what reference might 

look like  



 

 

Example reference request for a Year 13 Leaver 

 

 


