
 

 

Sixth Form 

 Handbook 
 
 
 
 

Sherburn High School 
 

 

 

 

 
 
 
 
 

September 2026 

 

1 



CONTENTS 

Pg 3​ ​ Introduction 
 
Pg 4 ​ ​ The Sixth Form Team 

 
Pg 5​ ​ The School Day 

▪​ Arriving at the Site 
▪​ Timings of the Day 
▪​ Study Periods 
▪​ Lessons at Tadcaster Grammar School 

 
Pg 7 ​ ​ Student Support & Assessment 

▪​ Sixth Form Mentors 
▪​ Pastoral Support 
▪​ Assessment 
▪​ Assessment Hours 
▪​ Intervention Support  
▪​ Careers, Work Experience and Student Service 
▪​ 16 – 19 Bursary 
▪​ Post 16 Transport 
▪​ Progress Evenings 
▪​ Student Details and Parental Consent 

 
​ Pg 11​ ​ Independent Learning and Super curricular​  
 

Pg 12 ​​ School Processes, Procedures & Policies 
▪​ Attendance & Punctuality 
▪​ Part-time Work 
▪​ Dress Code 
▪​ Lanyards 
▪​ Car parking 
▪​ Equipment and Folder Expectations 
▪​ Parent Pay 
▪​ Catering 
▪​ Communication 
▪​ Acceptable Use Agreement 
▪​ USB Flash Drives 
▪​ Mobile Phones 
▪​ Smoking, Alcohol & Banned Substances 
▪​ Procedure for Bad Weather Closure 
▪​ Procedure for Unexpected Early Closure 

2 



INTRODUCTION 
 

Welcome to Sherburn High School Sixth Form. As you take the next step on your 
journey to success, we look forward to encouraging and guiding you on every step of 
that journey.  
 
You have already made a wise decision about your future. You know that by joining 
our Sixth Form you will continue to receive the excellent academic and personal 
support you have grown used to throughout your time at Sherburn High School. We 
will now support you as you become more independent and begin to work towards 
your ambitions for the future.  
 
Our vision for you is that you spend the next two years discovering and realising your 
full potential, whatever that may be. To help you achieve this, we will provide a wide 
range of personal, academic and social opportunities so that you can confidently 
make your own choices about your future. Make the most of every opportunity you 
are offered during your time here: discover new interests, make new friends - take a 
new direction! We will always challenge you to be the best you can be. 
 
Our commitment to you is that we will provide you with first class teaching and 
assessment across all subjects; age appropriate, relevant personal development 
lessons and focused, bespoke preparation for higher education and the world of 
work. In return, you will take responsibility for your own learning and will challenge 
yourself to meet our high standards.  
 
We believe that good communication with parents and carers is central to the 
achievement of our students. This handbook explains some important policies and 
procedures that will help you to get the most out of your time here. It sets out our 
high expectations with regard to attendance, punctuality and independent study.  
We have a strong pastoral team here in Sixth Form who will be able to deal with any 
queries or issues you may have so please do not hesitate to contact us.  
 
We look forward to working with you in this new chapter. 
 
 
Miss Jackson 
Head of Sixth Form 
lydia.jackson@shs.starmat.uk 
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THE SIXTH FORM TEAM 
 

 

We are fortunate enough to have a very well-experienced Sixth Form team at 
Sherburn High School, comprising a Head of Sixth Form, Attendance and Pastoral 
Officer and Learning Mentors. The team are here every step of the way with our 
Sixth Form students and can advise, guide and support on all aspects of Sixth 
Form life.  
 

 
USEFUL CONTACT DETAILS 

 
Miss Jackson, Head of Sixth Form  

lydia.jackson@shs.starmat.uk  

 

Mrs Gaddas, Sixth Form Attendance and Pastoral Officer  

rebecca.gaddas@shs.starmat.uk  

 

Our offices are located in the Post 16 Centre. 
 

 
Year 12 Mentors: 
 
Mrs R Davies​ ​ rebecca.davies@shs.starmat.uk 
Mr G Hall ​ ​ ​ graham.hall@shs.starmat.uk 
​  

 
Year 13 Mentors: 

 

Ms N Kesterton​ ​ natalie.kesterton@shs.starmat.uk  
Mrs S Lloyd​ ​ sarah.lloyd@shs.starmat.uk  
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THE SCHOOL DAY 
 

ARRIVING AT THE SITE 
 
Students should arrive at Sixth Form in good time for the start of their first lesson.  
All students MUST sign in/out using the electronic lanyard system every time they 
enter/leave the school site. This provides us with our fire evacuation lists and is a 
key part of our safeguarding procedures.  
 
THE SCHOOL DAY 
 

Period 1 (Mentoring and Assembly) 8.30 - 9.00 

Period 2 9.00 – 10.00 

Period 3 10.00 – 11.00 

Break 11.00 – 11.20 

Period 4 11.20 – 12.15 

Lunch 12.15 – 13.00 

Period 5 13.00 – 14.00 

Period 6 14.00 – 15.00 

 
STUDY PERIODS 
 
Sixth Form timetables are made up of formal teaching periods and independent 
study sessions.  Independent study sessions are not free time or time for a 
break, but an opportunity for students to work on their Level 3 programme of 
study.  However, we appreciate that structuring this can sometimes be a 
challenge for students as they take the step up from KS4 to KS5. Therefore, until 
the end of September, we ask that students spend their study sessions in 
school. This allows the Sixth Form Tutor Team to work with students about how 
to best structure their day as well as providing students with the opportunity to 
build new friendships and partake in structured mentoring, complete MOOCs 
(Massive Open Online Course), study skills and wellbeing sessions. Once study 
leave has been granted students are free to spend their independent study time 
off site if they wish with their parents/carers permission.  
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LESSONS AT TADCASTER GRAMMAR SCHOOL 
 

Several subjects in Sixth Form are taught in collaboration with Tadcaster Grammar 
School (TGS). This enables us to offer students from both schools a wider range of 
Post 16 options.  
 
The timings of the school day at Tadcaster are slightly different to at Sherburn. 
Free transport is provided for students who have lessons at Tadcaster. The buses 
have been carefully timetabled to ensure students can attend lessons at both sites 
in the same day. Buses pick up / drop off in New Lane Car Park at SHS and at TGS 
from the barrier near the main Reception. Students will be registered before 
boarding the bus at both sites. If students miss the bus for any reason they must 
inform Mrs Gaddas in the Sixth Form office so that further arrangements can be 
made. Seat belts MUST be worn at all times whilst on the minibus.  Students are 
advised that CCTV may be in operation in the minibus cabin. 

 

Tadcaster/Sherburn 6th Form Buses 

Leaves SHS 08.20 Arrives at TGS  
08.40 ready for 09.05 

lesson 

Leaves TGS 08.40 Arrives at SHS 09.00 for 9.00 lesson 

 

Leaves TGS  12.20 Arrives at SHS  12:40 

Leaves SHS 12.40 Arrives at TGS  13:00 

 

Leaves SHS 14.50 Arrives at TGS  15:10 

Leaves TGS 15.15 Arrives at SHS 15:35 
 

TGS Lesson Times 

Lesson 1 (Tutor Time) 08:40 – 09:05 

Lesson 2 09:05 – 10:05 

Lesson 3 10:05 – 11:05 

Lesson 4 11:05 – 12:05 

Lunch 12:05 – 13:10 

Lesson 5 13:10 – 14:10 

Lesson 6 14:10 - 15:10 
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STUDENT SUPPORT & ASSESSMENT 
 

 
SIXTH FORM MENTORS 
 
Every student is assigned a Mentor. The Mentors will see their tutor group during 
mentoring time to discuss progress and to identify any issues the student is facing 
and will be their first port of call for any issues you want to make us aware of.  The 
Mentors will also work with any students who may be finding it difficult to adjust 
to Sixth Form demands and will work with students on the Intervention 
Programme. Our Mentors are available to provide advice on independent study 
and revision techniques.  
 
We realise that students need to be given time to become individuals, but we are 
also aware that time needs to be given to cover issues of a young adult’s life.  This 
may include career pathways, democracy, tolerance, rules and regulations, study 
skills, charity work, and much more besides. 

 

 PASTORAL SUPPORT 
 
The Sixth Form team has a dedicated Pastoral Officer for KS5, who is located 
within the Sixth Form Centre.  Students can access this support if they need to 
talk to someone or share any concerns they may have. Our Pastoral Officer is also 
able to signpost to outside agencies when required. 
 

Students who wish to discuss any issue affecting their well being or happiness 
are free to pop in at any time to see our Pastoral Officer. The content of the 
conversation is normally confidential. Parents and teachers are not always 
informed.  However, if the student consents and it is considered helpful, 
information may be shared with parents and pastoral staff.  The Pastoral Officer 
will pass on to the relevant authorities and parents any disclosures relating to 
violations of the law, child protection or the safety of others. 
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ASSESSMENT 
 

All students now have to embark on a two year linear study programme.  It is 
therefore very important that each student is aware of the grade they should be 
able to achieve.  Regular assessment of a student’s performance is vital and 
ensures that a student is working towards their target grade and is in line to 
achieve their true potential. 
 

As all A level courses are 2 year linear courses, regular assessment is important to 
highlight areas for development.  These will be taken regularly through classwork, 
independent study sessions and formally in PPE assessment weeks as well as 
during Assessment Hours. 
 

ASSESSMENT HOURS 
 

Throughout their 2 year study programme, students will undertake one 
Assessment Hour per fortnight, per subject. Work for these sessions is set by the 
subject teachers and may include exam practice, essay writing, further research or 
directed revision, helping to better prepare students for their upcoming 
examinations. These sessions are sat under exam conditions with relevant access 
arrangements applied.  
 

INTERVENTION SUPPORT PROGRAMME 
 

Students who are identified by staff as needing extra curriculum support in more 
than one subject can be provided a programme of support through the 
intervention process to ensure students reach their full potential.  

 
CAREERS, WORK EXPERIENCE AND STUDENT SERVICE 

 

Careers guidance in Sixth Form is provided via the mentoring programme, 
assemblies and employer / HE engagement through the work experience 
programme.   
 
All students take part in work experience week at the end of Year 12. Students also 
take part in 30 hours of student service opportunities over the year to build their 
skill set and extra curricular profiles. There are lots of different areas to cover. Duty 
Prefects would be able to get free food from the Canteen area.  
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16-19 BURSARY 
 
The Bursary Fund is provided to financially assist students who have the greatest 
need with expenditure that is directly related to school life.  Support is bespoke 
and can include support with transport costs (including for University visits), the 
purchase of stationery and technology required for school (including, if needed, a 
laptop) and support with catering requirements.  
Students can apply for the Bursary Fund at the start of each academic year in 
Sixth Form. The forms are available on the school website and will be emailed to 
all Sixth Form students in the first week of term.   The Bursary Fund is means 
tested and there are three groups of students eligible: 

· Students who come from a household with a combined income of less 
than £32,000 

· Students who are in care or are caregivers 
· Students who qualify for Free School Meals (application forms are 

administered by North Yorkshire County Council and are available on their 
website) 

 

POST-16 (SIXTH FORM) TRANSPORT 
​
If your child is attending our Sixth Form and travelling to and from school using 
school transport, please be aware you will need to pay for Post-16 transport to 
and from school. Students eligible for the 16-19 Bursary Fund may be entitled to 
help with transport costs. 
Travel on our school services is managed directly by Passenger Transport, 
Harrogate (0300 131 2131). They have contracts with the following bus 
companies: 
 

●​ Oz Travel 
●​ Arriva 
●​ Stringers 
●​ Reliance Motor Services 
●​ York Pullman 

 
Queries regarding bus passes and how and when to apply should be directed 
towards Passenger Transport (see above) 
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PROGRESS EVENINGS 
 
Making appointments for Progress Evenings is also completed electronically.  The 
‘School Cloud’ link on the school website leads to an online booking system 
where parents/carers/guardians can select the teachers they wish to see and a 
time to do so.  Parents/carers/guardians will be notified in advance of the date 
and time of each evening. Progress Evenings take place online.  
 
STUDENT DETAILS AND PARENTAL CONSENT 
 
We require all Sixth Form students to have up to date personal details, contact 
information and parental consent forms upon joining us. We require parental 
consent to be given for a number of activities both in and out of school. Students 
are required to complete a Sixth Form Registration Form as soon as possible after 
confirming the Sixth Form place, ideally before the start of the autumn term in 
September. 
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INDEPENDENT LEARNING AND SUPER CURRICULAR 
 

INDEPENDENT LEARNING 
 

Daily Tasks 10 Minute Review: Spend 10 minutes reviewing notes and summarise in 
margin.   
Closed- Book Notetaking: Write everything about a topic you can 
remember, then check note and add in what you missed in another colour.  
Retrieval Practice: Make your own flashcards or simple questions and 
answers based on the day's learning, and quiz yourself to test your active 
memory rather than just rereading. 

Fortnightly 
 

The Spaced review: Test yourself on material learnt in previous weeks.  
Past Paper Focus: Spend 20 minutes planning and writing an answer to a 
past paper question. 
Mark Scheme Analysis: Mark your timed answer and add in key terms or 
phrases missed with a different coloured pen.  

Half-termly 

 
Taskboards: Create an A3 physical or digital board. Break down large 
subjects into tasks  
Topic Coding: Divide learning into traffic light system - Red - ‘difficult’, 
Amber ‘okay’ and Green ‘confident’.  
The 1-Hour Exam Challenge: Spend 20 minutes reviewing a topic, 20 
minutes answering a past paper and 20 minutes marking. 

 

 
SUPER CURRICULAR 
 
Super curricular activities will have an impact and significance for all students, but 
especially those applying to highly competitive apprenticeships and universities such as 
Oxford, Cambridge, and the other Russell Group Universities. Interviewers and admissions 
tutors will want to see students’ passion for the subject they are applying for.  

Top tips for Super Curricular activities:  

●​ Exploring your subject is not about filling your head with facts!  
●​ Be open minded - try things that are different to what you’re used to 
●​ Find connections - look for links in between different things that you have explored 
●​ Think actively and ask questions, don’t just accept the arguments that you come across 
●​ Pause and reflect – while reading articles or listening to podcasts, stop to think, what is 

your opinion? 

 

11 



SCHOOL PROCESSES, PROCEDURES & POLICIES 

 

ATTENDANCE AND PUNCTUALITY 
 

Good attendance is a key factor in success and, as such, we expect extremely high 
standards. The expectation is for a student to have 96% attendance as a 
minimum and we expect all to strive for 100% attendance.  Of course, 
punctuality both at the start of the day and in all lessons is equally important. 
 

A student’s attendance will be subject to weekly checks by their Tutor. If their 
attendance falls below 96% for 3 consecutive weeks, then this will be investigated 
and parents/carers contacted. Please see Appendix 1 for further details. 
 

Should a student be absent for any reason, the absence must be reported to our 
Pastoral and Attendance Officer by 8.30am on the morning of the absence and for 
each subsequent day of absence thereafter.  If student absence has not been 
reported prior to lesson registration the student will receive a phone call from the 
Attendance Officer. If there is no contact then a parent will be called.  Absences 
can be reported via the school absence line (01977 682442) Option 4 or to the 
Attendance Officer directly (01977 687936). 
 

Students are permitted to self-certify for an absence of one day. If the absence 
extends into a second day this must be reported by a parent/carer. 
 

If a student needs to leave before the end of the school day for a medical 
appointment or because they feel unwell, they must inform the Attendance 
Officer and sign out using the InVentry system before leaving the school site. 

 

In the event of a known absence, e.g. university open day, interview, driving test, 

funeral service, etc., students must complete a student absence form and provide 

the necessary evidence, email sixthform@shs.starmat.uk 

,rebecca.gaddas@shs.starmat.uk , lydia.jackson@shs.starmat.uk and teaching staff, in 

advance of the day of absence.  
 

In the event of a teacher absence, work may be set via Google Classroom and/or 

ClassCharts for students to complete at home. If students come into school they 

are expected to sign in electronically as well as on the individual lesson register 

provided in the Sixth Form Centre and collect any paper-based work left for the 

lesson. Students choosing to complete work at home will be recorded as not 
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required to attend. 

 
PART-TIME WORK 
 

Level 3 qualifications are a major commitment.  The typical format is that a 
student will need to study independently for 1 hour per every hour they spend in 
class with their subject tutors. This means they should be studying independently 
for 5 hours/subject per week, which is the equivalent to just over two hours per 
day (including weekends).  If a student uses their independent study periods 
sensibly during their school day, this should mean they would still have time for 
social activities and part-time work. However, we would recommend no more 
than 10 hours/week of part-time work and the expectation is that no paid work 
is undertaken during the school day. 

 

DRESS CODE 
 

Students are expected to dress appropriately. We recognise that self-expression 
and individuality is an important part of becoming an adult. However, we request 
that you adhere to the following dress code: 

●​ Trousers, shorts, skirts, dress and tops must be appropriate for a school / 
working environment 

●​ Sensible shoes, trainers, pumps should be worn 
●​ Hats/hoods should not be worn indoors 
●​ Offensive or explicit slogans and / or images on clothing should not be worn 
●​ Lanyards must be worn visibly at all times 

 
LANYARDS 
 

Each student will be given a lanyard, incorporating electronic access, which will 
allow them entry to all areas of the school through our electronic gate system 
and, for safeguarding purposes, will be used to sign them in and out of school 
using the electronic (InVentry) system.  As an adult on the site, all Sixth Form 
students are required to visibly wear their Post 16 lanyard at all times.  This is a 
requirement of the school’s safeguarding policy. 
 

If for any reason students forget to bring their lanyards with them, they must 
report to the Attendance Officer to collect a temporary lanyard and sign in 
manually using the electronic reporting system at the Main Reception. 
 

In the event of a lanyard getting lost replacements can be ordered. Students must 
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report their misplaced lanyard to a member of the Sixth Form Team so another 
can be arranged. Replacement lanyards cost £5 each , payable through ParentPay. 
 
CAR PARKING 
 

Students who have passed their driving test and want to drive to and from 

Sherburn High School must complete a vehicle registration form. Please use the 

New Lane car park (LS25 6AG) and park within the designated bays. Bringing cars 

on the school site requires responsibility and as such, we expect all students to 

drive safely and with regard for the safety of others. As a representative of 

Sherburn High School, it goes without saying that any reckless driving on the 

school site or in the immediate vicinity will result in revocation of permission to 

bring a motor vehicle to school. Parents will be informed accordingly. Any vehicle 

damaged and not reported to school will be reported to the police.    

 
EQUIPMENT AND FOLDER EXPECTATIONS 
 

Studying A levels successfully requires effective organisational skills.  
 

●​ Students should have at least one lever arch folder per subject.  You will 

usually end the course with a Y12 and a Y13 folder for each subject. 

●​ Folders should be clearly labelled with the following: 

-​ Full name and form 

-​ Subject 

-​ Teacher initials 

●​ Your folder should contain the following: 

-​ A clear contents page at the very front of your folder 

-​ Overview of learning for the year/course eg specification 

-​ Work for different units should be separated clearly by dividers and 

reflect your contents page 

-​ Classwork/notes/handouts should be separated by file dividers and 

named to match your contents page 

-​ All work should be in chronological order 
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●​ Assessment Hour Feedback Overview, Assessment Hours and DIRT should be 

filed in a section at the back of your folder. This will allow your assessments 

and feedback to be easily found.  Your DIRT work should be yellow boxed 

with a highlighter. 

●​ You should not use plastic wallets in your folders.  All work, resources and 

assessments should be clearly visible allowing file dividers and labels to be 

clearly seen. 

●​ In order to meet these expectations you will need to bring your folder to 

every lesson and be fully equipped with paper, stationery including a red pen 

and highlighter and a small hole puncher to file resources. 

 
 

  PARENTPAY 
 

Parents can make secure online payments by debit or credit card for any 
payments made to school, e.g. school visits, resources (revision guides, etc), 
school meals), therefore eliminating the need for your child to bring cash into 
school.  Every parent will have a unique login which allows you to view all 
payments made to the school and school letters home in relation to any 
payments required.  School menus and the food purchased by your child can be 
viewed and payments made by logging onto www.parentpay.com or via the link 
on the school website. 
 
CATERING 
 
The school canteen serves both a break and lunch menu. The school has a 
cashless catering system. The system is biometric so will recognise student's 
thumbprints.  Online payments can be made through ParentPay (please allow up 
to 48 hours for ParentPay to update the credit on the system). In addition, we 
provide a cold drinks vending machine and a snack machine, which accept card 
payments only. Hot and cold water are both available free of charge on demand. 
We also have free tea/coffee, the use of a kettle, microwave, Dolce Gusto coffee 
machine and a fridge. Students are allowed to take hot drinks to lessons but these 
must be in a travel mug with a lid.   
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COMMUNICATION 
 
Student Email: Each student is given a school email address which will be used for 
any communication between a student, their subject teachers, Tutor, Head of 
Sixth Form or Sixth Form office.  Students must check their email at least daily as 
essential information will be communicated in this way.  Students should only use 
their school email to send appropriate emails between themselves and members 
of staff. Students are unable to receive emails from non-Starmat email addresses. 
Students who study at Tadcaster will receive a Tadcaster email address too.  
 
Correspondence/Letters Home: All correspondence is sent in email format. 
Please make sure we have an up-to-date email address for all contacts by 
completing the Sixth Form Registration Form 
 
Weekly Bulletin: We publish a bulletin every Friday which is posted on Google 
Classroom and shared on the plasma screens. We expect this to be read and 
actioned as it is our key communication method.  
 
ACCEPTABLE USE POLICY 
 
All students will be expected to sign the Acceptable Use Policy.  Inappropriate use 
of IT could lead to students being banned from the use of IT provision in school. 

 
 USB FLASH DRIVES 
 
Students are not allowed to bring USB Flash Drives into school, for any reason. 
This is to avoid infecting the school’s system with a computer virus and also to 
avoid inappropriate files and documents being brought into school. 

 
MOBILE PHONES 
 
We expect students to use their mobile phones sensibly and appropriately.  
Students should ensure that their phones are on silent and not visible. Students 
may only use their devices in lessons if their teacher has asked them to do so for a 
specific learning purpose. It is expressly forbidden for students to use mobile 
phones to photograph, film, record or share images of others at school via any 
media platform.  Misuse of images is not permitted and is against school policy. 
 
Students, like staff, should not use their mobile phones, or listen to music with or 
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without earphones whilst walking around the school, however, students are free 
to use their phone in the Sixth Form Centre.   
 
The school can take no responsibility for mobile phones that are lost, stolen or 
damaged on the premises. 

 

 
SMOKING, ALCOHOL & BANNED SUBSTANCES 
 
Sherburn High School is a non-smoking establishment and it is illegal for any 

person to smoke on or in the immediate vicinity of the school site or on school 

transport. This includes vaping. Incidents involving students who are caught 

smoking/vaping or in the company of students smoking/vaping or in the event of 

finding or suspecting a student to be in possession of alcohol or a banned 

substance, will follow a clearly understood procedure which will support the Drug 

and Substance Misuse Policy. Students may be subject to a fixed term or 

permanent exclusion depending on circumstances and the substance involved. 

  

PROCEDURE FOR BAD WEATHER CLOSURE 
  
In severe weather conditions:​
  
●​Information will be posted on the school website. 

●​If the school is CLOSED students will NOT be allowed on site. 

●​If the school is OPEN but fewer students are expected to come in, Sixth Form 

snow base is the common room. 

●​Sixth Form students are required to remain in the common room until directed 

otherwise. 

●​Lesson work will be set via Google Classroom and/or ClassCharts. 

  
PROCEDURE FOR UNEXPECTED EARLY CLOSURE 
 
●​Information will be posted on the school website. 

●​Students will be informed of the time of closure. 

●​Students are to make contact with their parents to arrange a pick up or to let 

them know they are going home 

●​Students who travel by bus should go to the common room until they receive 
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notification of the arrival of their bus. 

●​If students are unable to contact parents, they should go to the Sixth Form 

Office where staff will assist. 

●​Lesson work will be set via Google Classroom and/or ClassCharts. 
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Appendix 1: Attendance Policy 
 

To have the best possible chance in Sixth Form, you should be in school by 8.25am 
and in Period 1 ready to start learning at 8.30am.  For every minute that you are 
late you are losing learning time. This will significantly affect your progress. 
 
Attendance falling below 95% has been shown to result in an average reduction of 
one A Level grade per subject. This increases to two grades when attendance falls 
below 90%.  At Sherburn High School, we consider 92% or below creates a serious 
risk of underachievement. 
 
Our benchmarks for attendance are as follows: 

Exceptional ​ ​ ​ 100%  
Very Good ​ ​ ​ 96% - 99%  
Potential to Improve ​ 92% - 95%​ ​ ​ ​ ​ ​  
Must Improve​ ​ 92% and below 

 

SHS Attendance Policy 

Stage 

1 

 

If your weekly attendance is under 96% for any 3 weeks in a row 

●​ An email will be sent home highlighting concerns  

●​ Mentors will meet with students to discuss attendance 

Stage 

2 

 

If your weekly attendance drops below 96% for a further 2 weeks: 

●​ Mentors will phone home to discuss concerns 

●​ You will no longer be able to self-certify your absence 

Stage 

3 

 

If your weekly attendance drops below 96% for more than half a term: 

●​ Parents invited to a meeting with Sixth Form Attendance and 

Pastoral Leader & Tutor 

●​ An attendance plan will be agreed  

Stage 

4 

If no improvements are made: 

●​ Parents and student will attend a meeting with the Head of Sixth 

Form to discuss the next steps and the viability of your place and 

chances of success in Sixth Form. 
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SELF CERTIFICATION 
 
Students are permitted to self-certify for an absence of one day. If the absence 
extends into a second day this must be reported by a parent/carer. 

 
In the event of a known absence, e.g. university open day, interview, driving test, 
funeral service etc. students must collect a leave of absence form, complete and 
return it to the Sixth Form Office, in advance of the day of absence. 
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