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7th October 2019 
           
Dear Parent/Carer, 

Re: Sixth Form Attendance Concerns 

We are writing to Parents/Carers of Sixth Form students to readdress the importance of good 

attendance. Government guidelines state that 97% is the expected attendance in order to 

ensure good outcomes and success.   

As a Sixth Form we encourage good study practices. As part of a student’s expected hours on 

their timetable they are assigned to attend all Private Study periods. This is a fantastic 

opportunity for students to complete assignments and read around their subjects, an 

expectation for all students who are studying for Level 3 Qualifications. Extra reading resources 

can be found in the study area for students to access and in our LRC which can be accessed 

during lunch times as well. 

Students and Parents/Carers should regularly check Class Charts to ensure all work set and any 

recommendations for challenge work are completed. 

Tutor Time is a compulsory session for all Sixth Form students and forms part of their PSHE 

Programme giving them the opportunity to discuss with their Tutor any concerns or support 

they may need.  This session also forms part of their compulsory guided learning hours. 

Whenever a student cannot make it into school due to illness, tube strike, moving home, 

sporting activity or a medical appointment – we still expect to receive contact from someone 

in the family to inform us that this is happening and the reason why. This can be done in several 

ways: It is of upmost importance from a safeguarding point of view and supports students in 

understanding the importance of good attendance.  

 The Academy’s Attendance line can be contacted on 01895 827991 or by email 

ldonnelly@theharefieldacademy.org. 

 The Sixth Form can also be contacted directly regarding attendance on 01895 827923 

or cbrady@theharefieldacademy.org. 

 These details are listed in the Sixth Form Handbook which can be found on the website. 

We would also appreciate a call/email if your child is going to be late as we can notify 

their teachers that they are on their way. We understand that on the rare occasion 

lateness cannot be helped. However lateness for no good reason will be sanctioned in 

line with the schools policy. Students will serve a 15 minute lunch time isolation. 

Students need to understand that good punctuality is essential and sets students up 

for a calm and purposeful day. 

 Evidence of any medical/dental appointments should be shown to a member of the 

Sixth Form team to keep student files up to date. 

 We would encourage you not to make medical appointments during the school day 

unless it is absolutely necessary.  
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 Driving lessons should not be booked during the school day and if a student is taking 

their test an email should be sent to school with the details. 

 Holidays must not be booked during term time as this will not be authorised. As a 

reminder boarding students should not book early return travel and are expected to 

travel in line with the boarding guidelines when the term is finished.  

 

To support students with good punctuality and to enable them to understand its importance 

in the wider work environment lateness will be sanctioned in line with the school systems. If a 

student is late in the morning they will serve a 15 minute lunchtime Social Isolation detention 

in room 214. Failure to attend this will result in students serving the full lunch time detention 

on the following day. 

 

Parents /Carers will be notified by Tutors in the first instance if we have concerns regarding 

attendance. Continued poor attendance will result in parents being invited to meet with the 

Tutor to discuss any barriers that may be hindering good attendance. The student will be 

placed on Tutor Report until attendance improves and remains stable. If for any reason the 

student’s attendance does not improve parents and the student will be invited to meet with 

myself and placed on a Head of Sixth Form Report. To support our students in preparation for 

work we will ask all students to have a return to school meeting after all absences with their 

tutor to ensure that we are fully aware of any support they may need. 
 

Please may I thank you in advance for your support and for encouraging our young people to 

prepare for the wider world.  

Yours sincerely, 

    

Carmel Brady 
Director of Sixth Form   
 


