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Post-16 Attendance & Punctuality Policy 
 

Aims: 
High levels of attendance and excellent punctuality are both characteristics of students who 
achieve above or in line with their potential. Research shows poor attendance and punctuality 
have a detrimental effect on outcomes. Attendance and punctuality figures are included in any 
academic report issued and are usually required in references written by the school relating to a 
student’s progression to higher education, apprenticeship or employment. An exemplary record of 
attendance says a huge amount about an individual: that they are dedicated, well-motivated, 
organised and someone who takes their responsibilities seriously. 
 
To maximise learning opportunities and give students the best chance of achieving their potential, 
Post-16 students must attend all their sessions. This includes every: lesson, coaching, personal 
development, timetabled study and arranged one-to-one with their coach. Non-attendance and 
poor punctuality will not be accepted and may result in students being asked to leave the sixth 
form. Although, we look at every student on an individual basis and take into account any formally 
verified extenuating circumstances. 
 
Students should aim to have 100% attendance across the year. A student whose attendance 
drops below 95% will be reviewed by this policy, so that we can support the student and promote 
better working habits that are more likely to lead to success. 
 
School communication regarding absence:  
For every Post 16 registered session (i.e. lessons, coaching, personal development, timetabled 
study coaching +) if staff are unable to award a present mark when a register is taken and no prior 
valid reason for the absence has been given, an absence text will be sent home. We request that 
parent/carers respond to this promptly to provide a reason for the absence so we can ensure the 
safety of our students. If no reason for the absence can be established, the absence will be 
recorded as unauthorised.  
 
Correct way to communicate an authorised absence: 
If a student has a genuine reason why they are unable to attend school, a parent/carer needs to 
telephone the Post 16 office 0113 2034770 – Ext 212 to communicate the instance with school. 
Calls are almost always answered but in the event they are not we would encourage you to leave 
a message and email menzen@allertonhigh.org.uk. 
 

Bursary: 

If a student is in receipt of the educational bursary, poor punctuality or unauthorised absence 

resulting in attendance below 85% will result in the use of bursary funds being refused. However, 

individual cases will always be taken into consideration in case of extenuating circumstances 

before a final decision is taken. 

  

External Examinations: 

If a student’s attendance is below 85% then we reserve the right to charge for entry into their 

external examinations. This is in accordance with the 16-19 Funding Guidance Regulations 

document published by the Department for 

Education: https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1066173/16_to_19_funding_gui

dance_Regulations_2022_to_2023-Version_1.pdf[GC2] [NM3]  

A L L E RTO N  H I G H  S C H O O L P O S T 1 6  
AT T E N D A N C E ,  P U N T U A L I T Y,  E N G A G E M E N T  A N D  

B E H AV I O U R  P O L I C Y  

2 0 2 4  -  2 0 2 5  
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  Authorised absence includes: 

• One university visit – all universities hold open days at weekends and you should attend 
these where possible 

• Hospital appointments which cannot be arranged at a specific time (letter required) 
• University, college and job interviews (not for part-time work) 

University, college and job interviews (not for part-time work) 
• Driving test 
• Religious observations – limited in accordance with whole school policy 
• Illness – a medical certificate is needed after 5 working days of absence due to illness 
• Attended court. 
• Bereavement 

 

Unauthorised absence includes: 

• Multiple university visits 
• Interviews for part-time work 
• Attending part-time work 
• Regular doctors / dentist appointments – these can be arranged outside of lesson time 
• Training for work commitments 
• Driving lessons 
• Holidays or day trips 
• Looking after siblings 
• Absence which cannot be explained 
• Parents /Carers keeping students off school unnecessarily 
• Studying at home 
• Truancy 
• Work experience that is taken outside of our designated work experience week. We 

encourage any further work experience to be taken in holidays or at weekends. 
 

Table showing cumulative effect of poor attendance: 
 

Attendance during 
one school year 

Equivalent days Equivalent session Equivalent weeks 

95% 10 days 20 sessions 2 weeks 

90% 19 days 38 sessions 4 weeks 

85% 29 days 58 sessions 6 weeks 

80% 38 days 72 sessions 8 weeks 

75% 48 days 96 sessions 10 weeks 

70% 57 days 114 sessions 11 weeks 

65% 67 days 134 sessions 13 weeks 
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Contract for Attendance/Punctuality 

Student attendance is analysed at the end of half term 1, and regularly thereafter. Students whose 
attendance is under 95% are entered into the following contract system, to help them improve their 
attendance/punctuality. (This can be triggered sooner if the student shows concerning 
absence/lateness).  

The Post 16 Attendance Mentor will initially hold an informal conversation with students if there is 
a high volume of authorised absence (in most cases through illness). This is so the low attendance 
can be addressed and supported in the hope no further interventions are needed. 

 
Student punctuality is monitored daily. If students are late by more than 10 minutes then they will 
be asked by their class teacher to attend the Post 16 office to verify the reason for their lateness. 
They will then be allocated a seat in timetabled study to catch up on missed work. If students are 
late by 10 minutes or less than 10 minutes then they will remain in their lesson and their 
punctuality will be recorded. Persistent lateness, even if by 10 minutes or less, will result in 
students entering into an attendance contract.  

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

S T A G E  1  –  Y E L L O W  C O N T R A C T  

• If we are concerned about a student’s unauthorised absences, their lateness, or 
there is a concern regarding a high frequency of authorised absence/lateness, the 
Post 16 Attendance Mentor will meet with the student to agree attendance targets.  

• The student is then placed on yellow contract for three weeks. 
• Coaches and parents are notified as well, so the student can be supported and 

mentored holistically. 
• Staff will complete the contract card to show whether the student has attended 

punctually for each session. 
• The student reports to the Post 16 Attendance Mentor at the end of each week. 
•  After three weeks, if a student has met their targets, they are removed from yellow 

contract and the Attendance Mentor notifies home to congratulate the student. 
• If the student does not meet their targets, they progress to stage two – further 

pastoral intervention and an orange contract. 
• Loss of the contract card or failure to hand it in also results in a fail and progression 

to the next stage. 

 S T A G E  2  –  O R A N G E  C O N T R A C T  

• Parents will be contacted by the Assistant Post 16 Lead to discuss continued poor 
attendance or punctuality and stage two is activated with an orange contract. 

• A set of targets are agreed between the family and school to support the student in 
attending more frequently and/or improving punctuality.   

• A formal letter is issued which includes these agreed expectations. 
• Students are to remain on orange contract for two weeks where the agreed targets 

must be met. 
• Student reports to Assistant Post 16 Lead at the end of week 1 and week 2 of the 

orange contract. 
• After two weeks, if a student meets their targets, they are moved to yellow contract 

and a Post 16 team member contacts home to congratulate them. 
• If a student is still not meeting their targets, they progress to stage three – final 

warning with a red contract. (Loss of contract/failure to hand also results in 
progression to red contract). 
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This policy will be reviewed by the Post 16 Lead, wider SLT and by inclusion governors on  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

S T A G E  3  –  R E D  C O N T R A C T  
 

The student and family are invited to attend a meeting with Post 16 Lead and stage three 

is activated with a red contract. If parent/carers do not attend after being contacted, school 

will still employ the red contract in an effort to improve the attendance/punctuality of the 

student. 

• Targets are agreed between the family and staff to support the student to improve 
their attendance/punctuality.  A formal letter is issued sharing these agreed 
expectations. 

• The student is placed on red contract for one week and must report to the Post 16 
office to show their progress each day at 8:30am. This is so the student can be 
closely monitored and supported and will help students to get into a good routine. 

• After one week, if a student is successful, they are moved to yellow contract and 
Post 16 Lead calls home to congratulate them. 

• If a student has not met their targets, parents meet with the Headteacher/Deputy 
Headteacher and Post 16 Lead and a final verbal and written warning is issued. 
Red contract is repeated for one week, to give the student every chance to meet 
their targets.  

• If a student is successful after their repetition of stage 3, they will return to orange 
contract. 

• If targets are still not met after their second week of red contract, the student will 
have received several weeks of pastoral intervention and support but has 
demonstrated they are not able to change their habits positively and so will be 
asked to leave. 

Note: if students have already been entered into a certain stage of the contract 

system and later show further pastoral intervention is needed, the student will be 

entered back into the stage they were last on. 
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Post-16 Engagement and Behaviour Policy 

Attitude to Learning: 
High levels of engagement are essential if a student is to be successful at Post 16. Attitude to Learning 
scores (ATLs) are issued regularly as part of our progress reviews and these ATL scores are indicative of 
engagement. Each year, school data indicates that students with poor ATLs are most likely to underachieve 
in summative assessments. Students should aim for ATL 2/3s in every subject. 

Attitude to Learning Descriptors: Post 16 

 0 1 2 3 

Disengaged Coasting Engaged Enquiring 

Serious concerns 
exist about your 
approach inside and 
outside the 
classroom.  
Your place on the 
course is in danger, it 
is vital to ensure your 
approach changes. 

Concerns exist about 
your approach.  
You should address 
your areas of 
weakness as you are 
not fulfilling your 
potential. 

You are making 
progress. 
You are on the right 
track and working well 
but could take more 
responsibility for 
driving your own 
progress. 

Your approach is 
excellent inside and 
outside the 
classroom. You 
should be proud of 
your approach and 
are on track to fulfil 
your potential. 
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Focus in 
Lessons 

You are distracted in 
class and rarely give full 
attention to work set. 

You are sometimes 
distracted in class. You 
generally complete work 
set, although sometimes 
this lacks your full 
attention. 

You are engaged in 
class. You usually carry 
out work set with your full 
attention. 
 

You are thoroughly 
engaged in class and are 
always fully focussed on 
the work set. 
 

Contribution 
to Lessons 
 

You do not engage well 
in discussion or group 
work. 
 

You are quiet in class 
and are often a 
passenger in group work. 
 

You are happy to 
contribute to class 
discussion and take an 
active part in group work. 
 

You are an active and 
thoughtful member of the 
group and a mature and 
focussed participant in 
group work. 

Attendance 
and 
Punctuality 
 

Serious concerns exist 
over your attendance 
and punctuality. You 
rarely if ever make an 
effort to catch up on 
work missed. 
 

Some concerns exist 
about your attendance 
and punctuality. You 
Sometimes catch up on 
work missed. 

Your attendance and 
punctuality are good. 
You only miss lessons 
for authorised reasons 
and catch up on work 
missed. 
 

Your attendance and 
punctuality are excellent. 
If you miss lessons for 
an authorised reason, 
you always catch up on 
work. 
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Homework 
 

You often miss deadlines 
and your completed work 
is often rushed and of 
poor quality. 
 

You sometimes miss 
deadlines and / or work 
can lack effort or appear 
rushed. 

You rarely miss 
deadlines and work 
shows care. 
 

You always meet 
deadlines with work that 
shows real care and 
attention to detail. 

Organisation 
 

Your folder and book 
work are disorganised 
and you do not take 
responsibility for coming 
to class ready to learn. 

 

Although you make basic 
attempts at organisation 
it lacks thought or care. 
You sometimes come to 
class without being ready 
to learn. 

Your folder and book 
work are organised and 
you usually come to 
class fully ready to learn. 
 

Your folder and book 
work are thoroughly 
organised and you 
always arrive to class 
fully ready to learn.  

Independent 
Study 
 

There is little evidence of 
independent learning to 
support your class and 
homework. 
 

There is limited evidence 
of independent learning 
to support your class and 
homework. 
 

There is clear evidence 
that you take 
responsibility for 
ensuring that actions are 
taken to secure learning 
outside of lessons. 
 

You have a thirst for 
learning beyond the 
classroom. You use a 
range of resources and 
there is evidence of 
research beyond the 
curriculum. 
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. Seeking and 
Using 
Feedback 
 

You rarely if ever ask for 
help when stuck. 
 

You rarely asks for help 
and there is limited 
evidence of actions 
taken in response to 
feedback given. 
 

You ask for help and 
there is evidence of 
actions taken in 
response to feedback 
given. 
 

You always ask for help 
if unsure and there is 
clear evidence of 
feedback being used 
reflectively to improve 
learning. 

Responding 
to Challenge 

 

You do not enjoy 
challenge and always 
give up too easily if you 
find work difficult. 
 

You do not enjoy 
challenge and often give 
up too easily if you find 
work difficult. 
 

You work hard to 
overcome areas that you 
find difficult, but still 
sometimes give up too 
easily. 

You never give up when 
challenged, and enjoy 
tackling difficult work.  
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External Examinations: 
If a student is a consistent concern with regard to their work completion, then we reserve the right 

to charge for entry into their external examinations. This is in accordance with the 16-19 Funding 

Guidance Regulations document published by the Department for 

Education: https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/10661

73/16_to_19_funding_guidance_Regulations_2022_to_2023-Version_1.pdf[GC5]  

 

Plagiarism: 
Plagiarism is using the work of others to better your own assessment or coursework. This could 

include: 

• The work of a peer or collusion with a peer. 
• Text from the internet. 
• Text from printed material (such as a textbook or magazine). 
• Teaching resources given to you via subject staff. 
• The use of Artificial Intelligence to contribute to work. 

 

 

Students found plagiarising will meet with a Post 16 team member to discuss this and a written 

warning will be issued, parent/carers will be also be made aware. If a student is found to have 

plagiarised again after this, then they may face being withdrawn from their course. This is because 

we cannot risk unfavourable moderation of the cohort due to the actions of an individual.  

 

Plagiarism is serious misconduct and exam boards will award a grade U to work that they find to 

be plagiarised. The exam board may also revoke the students other papers as well. If school finds 

a mock assessment to be plagiarised then we will also award a grade U, in line with external exam 

boards.  

 

Students can avoid plagiarism by making sure written work is their own and any quotes are 

referenced correctly. Please see your class teachers if you are unsure about how to reference 

correctly. Also, students should plan ahead for significant deadlines to ensure they do not feel 

pressure to produce a high volume of work in a short space of a time as this is often what causes 

students to contemplate plagiarism.  

 

 

Expectations for Engagement and Behaviour: 

 
Behaviour 

 

Poor behaviour is not tolerated in any Key Stage in our school. By the time students reach Post 

16, we expect their behaviour to be exemplary – they should act as role models for lower school 

students. Post 16 students generally comply fully with expectations, therefore instances of 

unacceptable behaviour are extremely rare. However, any unacceptable behaviour is addressed 

using our Post-16 behaviour Policy in order to limit disruption to learning and protect the safety 

and well-being of all members of the school community. 

Concerns relating to attitude to learning, engagement and attendance are picked up within our 

contract system. For more serious misdemeanours students will receive a formal warning about 

their behaviour and in the most extreme cases face exclusion. 

Examples of more serious misdemeanours/behaviour that will not be tolerated: (this list is not 

exhaustive) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1066173/16_to_19_funding_guidance_Regulations_2022_to_2023-Version_1.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1066173/16_to_19_funding_guidance_Regulations_2022_to_2023-Version_1.pdf
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• Bullying (including cyber bullying) 
• Rude or abusive behaviour towards other students or staff 
• Use of racist/homophobic/sexist language in school 
• Smoking on the school site: cigarettes or E-cigarettes/vapes 
• Continually wearing clothing that does not comply with our Post 16 uniform policy 
• Occupying toilet cubicles in groups  
• Fighting or physical assault 

 

 

 

 

 

If a student’s behaviour is unacceptable: (e.g. as listed above) 

 

• They will be required to attend a meeting with the Post 16 Lead and a written warning will 
be issued. This will also be sent to the parent/carer. 

• The Post 16 team will monitor behaviour whilst providing appropriate pastoral support for 
the student. 

• Depending upon the nature of the incident, a fixed-term suspension may be put in place at 
this stage.  

• Students are made aware that vaping/smoking is considered a serious misdemeanour and 
may result in a fixed term suspension. As well as this, students caught smoking/vaping may 
have restricted access to Post 16 social spaces for a designated period. For example the 
Post 16 common room, where supervision is naturally lighter. 
 

If a student displays unacceptable behaviour a second time: 

 

• The student and parent/carer will be required to attend a meeting in school with the Post 16 
Lead, and will receive a final warning. 

• Again, the student will be monitored and supported as appropriate. 
 

If the student engages in misconduct a third time: 

 

• The student will be asked to leave or school/ be excluded. 
 

In more serious cases, for example an unprovoked assault or any situation where a student’s 

behaviour endangers others, we may have to consider fixed term suspension or permanent 

exclusion, as schools would with any year group. 

 

 

Rewards System 

We always aim to inspire students to push themselves at Post 16 and we encourage engagement 

with our programme so students are able to succeed. 

 

Students can collect credits for the following positive attributes: (not exhaustive) 

 

• Attitude to Learning (ATL) grade 3s 

• Excellent attendance 

• Engagement in enhancement programme and extra-curricular activities 
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• Selected by a subject lead as engaging well or making excellent progress in a half term. 

 

Students are able to convert credits into a range of desirables such as driving lessons, snacks 

from the cafeteria, Year 13 ball vouchers, shopping vouchers, beauty vouchers, cinema/gym 

vouchers, leaver’s hoody vouchers or a university starter kit. 

 

 

 

 

 

Engagement 

 

It is important that we have systems in place to support students as they work to rectify any 

instances of poor engagement, so they have every chance of success. We utilise an initial 

monitoring system where students are issued a red slip on the day they miss a deadline. This 

allows us to track students that are struggling to meet the academic demands of their courses and 

intervene appropriately and supportively. 

 

 

We also employ timetabled study sessions, to give students a quiet space to complete work and 

reduce the chances of missing past/future deadlines. Students can, and often do, ask the Post 16 

team to increase the number of timetabled study sessions, to guarantee their space to work 

around school. We are pleased that so many students see the benefit of regular dedication to 

independent study in this way. However, we review our students’ timetabled study allocation after 

each progress review and we will add timetabled study sessions to timetables wherever 

individuals: 

 

• Have poor ATLs - 0/1 in any subject. 
• Are significantly below target - 2 or more grades below target. 
• Hold a high volume of red slips – 3 or more red slips. 

 
This is because one of the above factors has indicated the student needs our support to become a 

rounded independent learner. 

 

Examples of expected engagement: 

 

• Student receives high ATL scores (2/3s) in all subjects. 
• Student completes necessary volume of work both in and out of the lessons. 
• Student makes good progress versus targets (though we accept progress can be effected 

by other factors). 
• Student is readily involved in the wider offer – such as personal development, coaching 

tasks and the extracurricular enhancement programme. 
• Student has good attendance to every session in their programme.  
• Student is not in receipt of red slips, time management is carefully considered. 
• Student behaves as a role model for younger students in the lower school. 
• Student undertakes safe and appropriate use of IT equipment in school. 
• Student consistently adheres to the Post 16 uniform policy (in student planners and on 

website). 
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Examples of poor engagement: (not exhaustive) 

 

• Student receives low ATL scores in your subjects. 
• Student receives red slips for missed deadlines and/or emails of concern from staff. 
• Student makes slow progress versus targets (though we accept progress can be effected 

by other factors). 
• Student has poor attendance/punctuality to Post 16 sessions. 
• Student fails to adhere to the Post 16 uniform/safe use of IT policies (in student planners 

and on website). 
 

 

 

Contract for Engagement 
 
Student engagement (deadline completion/ATLs) are all monitored regularly by the Post 16 Lead 
and the Post 16 team. The school will implement the following staged system in cases where 
engagement is an issue. This is usually evidenced by poor ATLs (0/1s), a high number of red slips 
or class teacher concern. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

S T A G E  1  –  Y E L L O W  C O N T R A C T  

• The student is placed on yellow contract for two weeks and given specific targets 
relating to their engagement. Timetabled study sessions will be added to their 
timetable, to support students in meeting the targets. 

• Staff will score each lesson with an ATL score and be able to add additional 
comments about progress towards deadlines etc. 

• Coaches and parents are notified, so the student can be supported and mentored. 
• After two weeks, if a student has met their targets, they are removed from yellow 

contract and the Academic Mentor notifies home to congratulate the student. 
• If the student does not meet their targets, they progress to stage two – further 

pastoral intervention and an orange contract. 
• Loss of the contract card or failure to hand it in also results in a fail and progression 

to the next stage. 
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This policy will be reviewed by the Post 16 Lead, wider SLT and by inclusion governors on:  

S T A G E  2  –  O R A N G E  C O N T R A C T  

• Parents/carers will be contacted by the Assistant Post 16 Lead to discuss continued 
poor engagement and stage two is activated with an orange contract. 

• A set of targets are agreed between the family and staff to support the student in 
better engagement.  A formal letter is issued sharing these agreed expectations.  

• Timetabled study sessions will be added to any remaining unstructured time, to 
support students in meeting the targets as much as possible. 

• Students are to remain on orange contract for two weeks where the agreed targets 
must be met. 

• Student reports to Post-16 Lead at the end of week 1 and week 2 of the orange 
contract. 

• After two weeks, if a student meets their targets, they are moved to yellow contract 
and a Post 16 team member contacts home to congratulate them. 

• If a student is still not meeting their targets, they progress to stage three – final 
warning with red contract. 

 

S T A G E  3  –  R E D  C O N T R A C T  

• The student and family are invited to attend a meeting with Post 16 Lead and/or 
Deputy Headteacher and stage three is activated with a red contract. If the family 
do not attend, school will still employ the red contract in an effort to improve the 
student’s engagement. 

• Targets are agreed between the family and staff to support the student to improve 
their engagement.  A formal letter is issued sharing these agreed expectations. 

• The student is placed on red contract for one week and they must report to the Post 
16 office to show their progress each day at 8:30am.  This will also help students to 
get into a routine. 

• After one week, if a student is successful, they are moved to orange contract and 
Post 16 Lead calls home to congratulate them. 

• If a student has not met their targets, they progress to meeting with the 
Headteacher/Deputy Headteacher, along with Post-16 Lead. A final verbal and 
written warning is issued and red contract is repeated for one week. 

• If a student is successful after their repetition of stage 3, they will return to orange 
contract. 

• If targets are still not met after their second week of red contract, the student will 
have received several weeks of pastoral intervention and support but has 
demonstrated they are not able to change their habits positively and so will be 
asked to leave.  

Note: if students have already been entered into a certain stage of the contract 

system and later show further intervention is needed, the student will be entered 

back into the stage they were last on. 

 

 

 

 



 

Allerton High School: Enabling young people to achieve success 

Post 16 Lanyards  

Post 16 students must wear lanyards whenever they are on the school site. This is to safeguard 

our staff and student body. We must avoid instances where people that are unknown to school are 

able to gain entry to or navigate our site without being challenged. The best way to combat this is 

to have lower school students wearing uniform and Post 16 students and staff wearing lanyards so 

everyone is easily identifiable as an Allerton High member, to staff or other students around the 

building.  

We accept that lanyards can be lost or forgotten very occasionally. However, we have to have a 

system in place to deter instances where students are repeatedly without their lanyard. The school 

will follow the procedure below to encourage Post 16 students to wear their lanyards at all times. 

Students can purchase a new lanyard if they lose theirs by speaking to the Post 16 team.  

Reasonable adjustments are made to the procedure outlined below where students have specific 

additional needs. For example, sending a reminder message about bringing a lanyard. 

First occasion where a Post 16 student does not have their lanyard 

If a student is not able to produce a lanyard, either when asked by a teacher in a lesson or by a 

staff member around the school building: 

• The student should report to the Post 16 office and will receive a no lanyard code - 

recorded on Class Charts. 

• This will either be issued by the class teacher in the lesson, or a Post 16 team member if 

the student is not in a lesson. 

• The student will be issued with a temporary lanyard and be able to return to their lesson 

where appropriate. 

• The temporary lanyard must be returned to the Post 16 office before the student leaves site 

for the day. 

Second occasion in a half term where a student does not have their lanyard: 

• The student should again report to the Post 16 office, a no lanyard code will be issued. 

• The student will receive a temporary lanyard in return for their mobile phone. 

• The mobile phone will be stored in a secure location in the Post 16 office.  

• Before the student leaves site for the day, they should return to the Post 16 office and their 

mobile phone will be returned to them, in exchange for the temporary lanyard.  

Exchanging the lanyard for a student’s phone is to help the student to prioritise remembering their 

lanyard in future; for the aforementioned reasons we cannot accept repeated instances where 

students do not wear their lanyards. This system allows us raise the profile of wearing lanyards 

without the students being denied access to their lessons. Students who need to contact 

parent/carers will still be able to do so with the support of the Post 16 office during the day.  

Third occasion in a half term where a student does not have their lanyard: 

• As above, the student should report to the Post 16 office, a no lanyard code will be issued. 

• The student will again exchange their mobile phone for a temporary lanyard, for the 

duration of their time in school that day.  

• Parent/carers will be notified by a member of the Post 16 team to support us in reiterating 

the importance of lanyards being worn in school.  

• A written reminder will be sent to the student.  
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Fourth occasion in a half term where a student does not have their lanyard:  

• As above, the student should report to the Post 16 office and a no lanyard code will be 

issued. 

• The student will again exchange their mobile phone for a temporary lanyard, for the 

duration of their time in school that day.  

• A formal meeting in school will take place with the student, a parent/carer and the Assistant 

Post 16 Lead/Post 16 Lead.  

• A formal warning will be sent to the student. 

Fifth occasion in a half term where a student does not have their lanyard:  

• As above, the student should report to the Post 16 office and a no lanyard code will be 

issued. 

• The student will again exchange their mobile phone for a temporary lanyard, for the 

duration of their time in school that day.  

• A formal meeting in school will take place with the student, a parent/carer and the Post 16 

Lead, Deputy Headteacher or Headteacher.  

• A final written warning is sent to the student. 

Any further occasions where a student is unable to produce a lanyard will result in another 

meeting with the Headteacher where the student’s place in the sixth form will be discussed. At this 

stage, the school will have demonstrated a significant amount of supportive intervention to try to 

improve the habits and routines of the student. However, we do not anticipate students reaching a 

stage where they have to leave the sixth form because of their lanyard, as we hope students will 

understand the importance of wearing their lanyard and want to contribute to a safe learning 

environment.  

 


