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INTRODUCTION 

 

St Mary’s College Sixth Form (SM6) encourages families to strive for 100% attendance and to 

achieve no less than 97%. 

 

The government expects St Mary’s College Sixth Form to promote good attendance, reduce 

absence and act early to address patterns of absence. 

 

 

WORKING IN PARTNERSHIP 

 

We will: 

• update families regularly with attendance information for their child(ren) 

• encourage the development of good attendance habits for families and students from 

the start of their post-16 education 

• highlight the importance of attendance with students though achievement and awards 

• support families through early considered intervention when attendance becomes a 

cause for concern. 

 

We ask you to: 

• ensure that your child(ren) comes to college every day and on time 

• talk to us should difficulties arise so that we can help to ensure your child(ren)’s 

education is not interrupted and that they can continue to attend college regularly 

• update us when emergency contact telephone numbers change for your child(ren) as it 

is essential we maintain prompt and effective communication with home.      

  

We ask students to: 

• provide evidence of their secondary school attendance upon application to St Mary’s 

College Sixth Form 

• agree to and sign a contract at the time of enrolment to pledge they will maintain at 

least 97% attendance with the understanding that if their attendance falls below this 

then the college will take appropriate action to support improved attendance or review 

their place in the college 

• inform the Sixth Form Team and subject teachers in advance of any absences and 

catch up on all missed class work and assessments. 

 

PUNCTUALITY 

 

On Monday, Wednesday and Friday our college day starts prompt at 8:45am and morning 

registration closes at 9:10am. Your child will be marked ‘late’ if they arrive at college after 

8.45am yet before registration closes (8:46 am – 9:10am). 

 

On Tuesday and Thursday students are expected to attend on time for their first timetabled 

lesson (9.15am). 

  

Our afternoon session starts promptly at 1.30 pm and registration closes immediately at 1.35pm. 

If your child has had to leave for an appointment in the morning, please ensure their prompt 

return to college. 

 

Lateness to college can become an isolating experience for a student who may feel awkward 

arriving into a classroom when everyone else is settled. They also miss out on essential 

instructions given at the beginning of a lesson and are less prepared for learning. 

 

 

 



MEDICAL APPOINTMENTS 

 

Please make every effort to book medical and dental appointments outside of college hours. 

 

Where this is not possible, please endeavour to ensure that your child is present for as many of 

their lessons as they can on this day. 

 

Missing registration(s) and lessons may be recorded as an unauthorised absence(s) unless 

evidence of the appointment is presented. 

 

For children with medical conditions, we work flexibly with families in managing medical 

absence so that children are not penalised for their attendance record. 

 

PART TIME WORK/DRIVING LESSONS 

 

Absences from timetabled lessons or compulsory college events for part time jobs or driving 

lessons will be unauthorised.  

 

ABSENCE 

 

If your child is to be absent from college due to illness – or without prior permission – we request 

that you contact us by telephone, email or via the school app – by no later than 8:45am on the 

first day of absence and every day thereafter. 

 

Without justifiable reason, absence without prior notice from home and absence without 

satisfactory explanation is recorded as unauthorised. 

  

To avoid unauthorised absence due to illness, please be aware that: 

• most children are fine to attend college with a cold or minor ailment 

• with your authority – and at the Head of School’s discretion – staff can administer 

medication within the main school, in line with the school’s Medical Policy (see school 

website)  

• a child can attend college 24 hours after their last bout of vomiting or diarrhoea if you 

consider them well enough.  In the case of a bug – and in line with NHS guidelines – it 

would be appropriate to extend their time away for an additional day (48 hours) 

• following an episode of head-lice, a child should attend college immediately after the 

appropriate treatment is applied. 

 

For prolonged or persistent absence (this is where attendance drops below 90%) due to 

ongoing physical or mental illness, or where the authenticity of illness is in doubt, you will be 

asked to provide medical evidence such as prescription medication or a medical letter. 

(NB. You will not be expected to request medical certificates from a GP where these incur a 

charge). 

 

TERM TIME LEAVE OF ABSENCE 

 

Leave of absence during term time will only be authorised by the Head of School/Director of 

Sixth Form under exceptional circumstances as determined by the Trust Directors. It is always 

strongly discouraged to prevent a child missing valuable learning and falling behind. 

 

Exceptional circumstance criteria will focus on: 

• arrangements for access determined by a Court Order 

• Service personnel and other employees where annual leave is dictated by an employer 

• acute family crisis 

• religious observance 



• university interviews/apprenticeship interviews/auditions 

• job/career interviews 

• driving tests 

• participating in elite level sport/performing arts 

 

Providing at least one week’s notice, an application should be made to the Head of School/ 

Director of Sixth Form in writing. All requests for leave of absence will be responded to within 10 

days of receipt. 

 

EXTENDED ABSENCE 

 

If a pupil is absent for 20 days or more – for example due to an extended family holiday abroad 

– and in line with the Local Authority’s Education Welfare Service protocols, the college reserves 

the right to remove the pupil from roll at the college. 

 

You must understand that the college could only re-admit your child(ren) if a place(s) was 

available. 

 

ENSURE THAT WE CAN CONTACT YOU  

  

In all cases, unexplained absence without contact is a significant safeguarding concern and 

the college will deploy any means necessary to promptly establish the whereabouts of a child. 

 

PERSISTENT ABSENTEEISM 

 

When it has not been possible to avoid or improve unauthorised absences for a student 

following a period of supportive measures; increased monitoring, increased academic/pastoral 

intervention, parental/student meetings, bespoke attendance contract, the college reserves 

the right to review your child’s suitability to remain at the college. Your child’s place will be in 

jeopardy if: 

 

• your child accumulates an unacceptable level of unauthorised absence due to being 

regularly late for school 

• your child accumulates an unacceptable level of unauthorised absence due to being 

regularly absent from school without notice; where the authenticity of absence/illness is 

in doubt and where patterns of absence emerge 

• you proceed with a term-time leave of absence that is taken without prior application to 

the Head of School/Director of Sixth Form or the absence has only been partially/not 

 Approved. 

 

St Mary’s College Sixth Form reserves the right to terminate a child’s college when all other 

reasonable actions have been exhausted. 

 

PLEASE REMEMBER 

 

If you have any attendance; illness or absence-related queries or concerns, then please do not 

hesitate to contact the SM6 office on 01482 808878 

 

We are always here to help and support you and your family. 

 


