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PARENT HANDBOOK 2019-2020 

 

 

INTRODUCTION FROM THE PRINCIPAL 

 

The College places high value on the involvement of parents and this booklet has been designed with the particular 
needs of parents in mind. Another very useful source of information and guidance is the Student Handbook which is 
issued to students at the start of each academic year. The College prospectus provides much basic information and you 
will also receive termly newsletters and other regular communications while your son or daughter is enrolled at College. 
Relevant documents are also posted on the College website (http://www.colchsfc.ac.uk). Please contact your son or 
daughter’s Senior Tutor, Jo Cadman (Assistant Principal), or me if there is any further information or advice that you 
need, or an issue that you wish to discuss. 

 

Ian MacNaughton 

Principal 

 

THE STUDENT HANDBOOK 

Every student in College is provided with a Student Handbook, incorporating a diary and the College Charter.  This 
document sets out in detail the facilities provided for students, together with many other useful pieces of information.  
The major areas that are addressed within the handbook are set out in the contents listed below.  We recommend that 
students carry their handbook with them at all times whilst at College, and use the diary section to record and track work 
set and other commitments.  
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COLLEGE MISSION 
 
The College’s primary aim is to foster a supportive environment between school and adult life in which it provides high 
quality academic and general education programmes of study and strong pastoral support that meet the needs of 16 to 
19 year olds living mainly in the Colchester area and leads to them acquiring the necessary qualifications, talents and 
skills vital for success in their adult lives. 

Underlying Principles 

The College will support these aims by providing the following "characteristic qualities" of education for all its 16 to 19 
year old students: 

• A structure of tutorial and pastoral support for the individual that encourages all students to realise their 
potential, cope with difficulties, and develop their talents fully. 

• A high quality teaching and learning experience. 
• A broad and balanced educational experience. 
• A lively and stimulating student community with which students can identify and in which they are encouraged to 

participate. 
• The provision of appropriate high quality accommodation and the maintenance of a well-kept environment 

specifically designed for sixth form study. 
• High expectations from staff of all students. 
• High expectations from students of all staff. 
• The freedom to pursue educational activities within the College community unhindered by discrimination. 

COLLEGE EXPECTATIONS OF ALL STUDENTS 

As well as appreciating our students’ rights and opportunities, it is important that your son/daughter has a clear 
understanding of our requirements and expectations, which will enable them to make a success of their time with us. 
We therefore expect that all students will: 
  

• Accept responsibility for their learning and academic progress with the support of their Personal Tutor and 
Subject Tutors. 

• Complete all set work to the best of their ability and by the required date, as well as giving appropriate time to 
background study, wider research and examination revision. 

• Attend punctually all designated activities and explain any absences. 
• Maintain an acceptable, courteous standard of behaviour at College and while engaged in activities associated 

with the College. 
• Ensure that their behaviour and attitude never have a detrimental effect on the academic progress of other 

students. 
• Follow the College Equal Opportunities Policy with regard to all students, members of staff and College visitors. 
• Abide by the College policies including those on Health and Safety, Illegal Substances, Smoking and 

Consumption of Alcohol and never knowingly endanger the health and physical well-being of others. 
• Respect and thus help to maintain the condition of the College buildings, property and general environment and 

accept responsibility to help keep the College clean and tidy. 
• Abide by any Code of Conduct issued during a College trip or visit. 
• Follow any instructions and guidelines issued by the College, including those within the Student Handbook and 

within any Learning Agreements issued. 
 
It is expected that students should accept any appropriate actions taken by the College if the above conditions are not 
fulfilled. Such action will obviously depend on the nature of the transgression and is likely to involve discussion with 
parents/carers. A severe breach of discipline may result in suspension from College for a given period or being 
permanently required to leave the College. The College has both a formal and an informal disciplinary procedure, details 
of which are available on the College website.  
 
The College is committed to the provision of first class learning opportunities for all students. It may be necessary, in a 
very limited number of cases, to exclude a student from the College as part of the College disciplinary procedure. This 
would normally follow discussion with student and parents, but the College will act in the best interests of all students and 
staff at the College. 
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CHARTER FOR PARENTS 
 
We welcome your involvement as parents in the life of the College and the opportunity to work with you towards the 
success of our students.  If we have concerns about your daughter’s/son’s progress, we will certainly wish to discuss 
this with you and, where necessary, will contact you to arrange a meeting.  If you wish to discuss anything with us, 
please contact your daughter’s/son’s Personal Tutor or Senior Tutor.  We will respond to your request within three 
working days.  Before your daughter/son joins the College, you are invited to our Open Evening and Induction Evening.  
In many cases, you will also have had the chance to meet us at a Careers Evening in the previous school. 
 
If you feel unhappy with the service that we offer, please get in touch with us (or your son/daughter’s Senior Tutor) to 
share your concerns.  If the matter is serious and you wish to raise a formal complaint, you should initially contact the 
Senior Tutor or Jo Cadman, Assistant Principal. You will receive a response within three working days informing you of 
how we will handle your complaint.  If you remain unhappy with the resolution, please contact the Principal, Ian 
MacNaughton. A copy of the College Complaints Procedure is available from the College Website.  Please see the 
Student Handbook and Charter for more information (available from the College Website). 
 

 

 

 

STUDENT RESPONSIBILITIES 
 
ABSENCE PROCEDURES 
 
All students are expected to attend registration at 11.50 am every day irrespective of when they have non-contact periods. 
This is the major point of contact for Personal Tutors and is one of the main routes used for College communications (the 
other being student e-mail).   
 
Absence from College, when known in advance, should be notified to the Personal Tutor of the student. If students are 
absent we ask the student or their parent to telephone the College using the main switchboard number 01206 500700 if 
at all possible before 10 am. The College is a full-time establishment and students are required to attend every week day 
for registration and to attend all timetabled lessons. Absence must always be explained. Prolonged absence or 
unexplained absence will involve contact with parents and can result in discontinuation of a student’s programme of study. 
If students leave the premises during lesson times, they MUST complete an Exeat form at the General Office.   
 
Absences will be checked regularly and students who fail to attend registration either through absence from College or 
lateness to College can expect their parents to be contacted. Further infringements may lead to formal disciplinary 
procedures being implemented. 
 
Accepted Absences - Foreseen in advance 
 

• Medical appointment which cannot be arranged outside College hours. 
• Occasional care for a person if student has definite caring responsibilities. 
• A religious holiday. 
• Visit to University to attend an open day/interview; a career related interview or audition. 
• Appointment with Connexions Advisor (should avoid disruption to studies). 
• Unwaged work experience placement relative to course. 
• Occasional extra-curricular activity giving significant personal achievement, including field trips and visits related 

to areas of study; sports fixtures and expeditions. 
• Attendance at a funeral. 
• Severe disruption to transport. 
• A driving test. 
• A College representatives’ meeting. 
• Study Leave. 

 
Acceptable Unforeseen Absences – If College notified on the day 
 

• An emergency family situation. 
• Transport problems with no alternative solution. 
• Isolated short periods of genuine sickness [Up to 3 days with details furnished by student or parent, between 3 

and 7 days with parental or medical practitioner support]*. 
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Absences Not Generally Acceptable 
 

• Holidays. 
• Part or full time work which is not part of the student’s programme of study. 
• Leisure activities. 
• Birthdays or similar celebrations. 
• Babysitting younger siblings. 
• Driving Lessons. 

 
ACCIDENT OR ILLNESS AT COLLEGE/FIRST AID 
 
Students should go to Reception or to the General Office if they are feeling unwell.  A member of staff with first aid 
qualifications will be called to attend them if necessary.  The College has a room for students feeling unwell.  They must 
be accompanied by a member of the College team of qualified first aid staff who will authorise the use of the room. 
Students leaving the College because of illness will be asked to complete an Exeat form in Reception and parents may 
be informed.   
 
 

ALCOHOL, SMOKING AND ILLEGAL SUBSTANCES 
 
No one is allowed to consume or possess alcohol or illegal substances on College premises, or at any stage during the 
College timetabled day, whether on or off site. Any student found using or dealing in illegal substances will be suspended 
pending an investigation, as a result of which the student may be asked to leave the College. The Police will be informed 
according to our legal obligations. 
 
Students are strongly advised not to smoke, as it is very harmful to health. In the interests of hygiene and the health of 
all, for those who make the choice to smoke, cigarette smoking is only permitted in one external area of the College 
located in a designated area outside the main building. For those students wishing to use e-cigarettes in an attempt to 
give up smoking, a separate area is available outside the mid-site building. Smoking is not otherwise permitted within 
College buildings or any other part of the College site.  
 
BOOKS AND LEARNING RESOURCES, INFORMATION LEARNING TECHNOLOGY 
 
Books are issued on loan to students for use at College. Other specialist resources such as cameras and past papers are 
also issued on loan to students as appropriate.  When loaned, students assume responsibility for the resources and they 
must be looked after with care.  Students will have to pay the replacement cost of any books or learning resources issued 
which are lost, not adequately secured or excessively worn or damaged.   
 
College Information and Learning Technology facilities are made available to all College students including workstations, 
networked software, and Internet and email facilities. Students are asked to pay a contribution of £50 for books, learning 
resources, Information Learning Technology and Accident Insurance when you join the College, £25 of this is refundable 
when you return books and other resources in good condition. 
 
CCTV 

CCTV is installed on the College Campus in order to safeguard both individuals and property.  Images will be viewed by 
named individuals, who have been trained in their use; images will normally be retained for two weeks only and will not 
be shared with third parties, unless the College is legally required to share such images.  Individuals have a right to access 
personal images (applications to view images should be made in writing and may require a payment of £10). 
 
EXAMINATION ENTRIES 
 
Entries for examinations are made by teaching departments and the Examinations team. The College will pay the entry 
fees for students to take a public examination, provided attendance and commitment to study have been satisfactory.  The 
College will, normally, only pay the cost of the first subject [or modular] entry.  Students or their parents must pay any re-
sit entry.  If a student withdraws from a subject after an entry has been made, fails to complete practical examinations or 
coursework, or does not attend an examination they will be required to pay the full cost of the entry. 
 
Students are given a number of opportunities throughout the academic year to check examination entries, and to inform 
College if there are any specific needs or special arrangements.  It is the student’s responsibility to ensure that they are 
entered for the correct public examinations and that they check the entries and supporting detail when distributed. 
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Exam Access Arrangements:  Where students have a learning support need or physical disability the College will 
endeavour to provide them with the resources and support appropriate to their needs.  It is helpful if relevant information 
can be provided at the earliest possible stage to help us meet these needs.  The College needs to be informed of any 
Exam Access Arrangements and be provided with the supporting documentation evidencing this need BEFORE January 
31st of the Academic year in which you are taking the examination.  Failure to meet this deadline will mean that access 
arrangements may not be possible.  
 
HOLIDAYS AND OTHER ABSENCES DURING TERM TIME 
 
Sixth Form students’ programmes are demanding and the time available to prepare for A Levels and other examinations 
is relatively short.  Students should not take holidays during term time. If students require leave of absence during term 
time this request must be supported by parents. It will also involve consultation with the Senior Tutor and the completion 
of a Holiday Request/Leave of Absence Form. All medical, dental and other appointments, driving lessons, etc. should be 
booked outside College hours whenever possible and must not interfere with lessons, tutorial periods or other College 
commitments. 
 
 
PART TIME EMPLOYMENT 

We recognise that many students have part-time jobs and may gain personal and financial benefit from them. However, 
we strongly recommend that students should not take on more than 8-10 hours part time work per week during term time 
periods. It is College policy, where students do not have teaching classes during the College timetabled framework, they 
should undertake academic study either in College or at home and should certainly not be engaged in paid employment 
Monday to Friday before 4.30pm at the earliest. 
 
PHOTOGRAPHS 
 
Students should be aware that, during their participation in College activities, photographs may be taken and subsequently 
used online or in published form for various promotional purposes, alongside details of achievements in College. 
 
PRIVATE STUDY TIME AND WORKLOAD 
 
Students will have a substantial amount of time on their timetable for private study.  At sixth form level, independent 
learning is crucial to success. Students should spend more time studying outside lessons than they spend in the 
classroom. Time management is a very important skill for College students: they will learn to balance their days between 
studying and relaxing, socialising or taking part in extra-curricular activities. There is always more that can be done to 
extend and deepen understanding of subjects at this level. In addition to completing all homework set, students should 
review each lesson’s work and revise it regularly. Subject teachers will advise on extension activities and wider reading 
and there are plenty of materials on Moodle, our virtual learning environment. Students should never be able to say that 
they have nothing to do! 
 
Workload – A Level Student  
The following provides general College guidance regarding expected student use of non-teaching time for academic work 
i.e. the general level of work that a student or parent can expect to be set and should plan for outside lessons during term-
time and outside term-time. The nature and volume of work for each individual are likely to vary according to the needs of 
the chosen programme of study but students and their parents may find it useful for planning purposes to be aware of the 
new patterns of study that will be required if students are to maximise their potential. Students should expect to and 
organise themselves to complete an average of about 4 hours of work outside timetabled classes per week, per A Level 
or IB Higher subject during term-time and just a little less for IB standard or GCSE subjects. This should be an average 
of approx.15 hours per week outside of timetabled lesson time. It is expected and indeed required if students are to 
achieve results that fulfil their academic potential. In holidays, student workloads will vary. The following paragraphs give 
some guidance about work set for holiday periods and time that should be allowed to complete it. 
Year 1 
1st Autumn (October) half-term – Modest amount of work set per subject for the period around the half-term break. 
Approx. 3 hours per subject. 
1st Christmas break – Modest amount of work set per subject for the period around the Christmas break. Approx. 3 
hours per subject. 
1st Spring (February) half-term –A reasonable amount of work in some subjects for the period around the 5 day half-
term break. Approx. 5 hours per subject. Other subjects may have coursework assessments or practical exams in the 
February to April period and a more substantial amount of work will therefore be necessary. 
1st Easter break –The setting of revision work in all subjects can be expected in anticipation of Internal Spring 
Assessments for A level subjects, along with any Applied General or GCSE public exams. 
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1st Summer half-term (late May) – the workload will be somewhat lighter, following completion of Internal Assessments 
and any public examinations. A few students will be required to re-sit internal assessments if results are unsatisfactory. 
Summer break in July/August – Around 10-12 hours work set per A level subject and Applied General subject over the 
6 week summer period and the first two days of the Autumn Term (Enrolment period) when year 2 students are not 
required in College (satisfactory completion is required for progression to Year 2 A level). 
2nd Autumn (October) half-term – Modest amount of work set per subject for the period around the half-term break. 
Approx. 3 hours per subject. 
Christmas Break – setting of revision work in all subjects can be expected in preparation for internal Mock A level exams 
and Applied General public exams 
2nd Spring (February) half-term – Finalisation of coursework/projects/practical assessments in relevant subjects will 
involve students in a fairly substantial amount of work. A more modest amount of work is likely to be set for other subjects. 
(Approx. 3 hours per subject). 
2nd Easter break – Around 5 hours work set per subject in anticipation of A and Applied General exams and a programme 
of independent revision/preparation for exams should also be commenced and are well underway. 
2nd Summer half-term (May) and study leave period (late May to mid-June) – Major independent revision period for 
A Level exams and Applied General exams. Most of the period should be devoted to independent revision and preparation, 
although guidance and direction will be given by subject staff. Some revision classes and workshops will be offered.  
 
Workload – International Baccalaureate Students 
Year 1 and Year 2 IB students will study a full range of courses covering 6 main subject areas, together with TOK, CAS 
and an extended essay. 
IB students study six academic subjects but they normally only have 5/6 periods for each Higher and usually 4 for each 
Standard. With regard to additional work outside classes, IB students are expected to do approximately three hours per 
subject per week for ‘Highers’ and approximately one and a half hours to two hours per subject per week for ‘Standards’ 
– a total of approximately fourteen or fifteen hours a week – and an overall level of timetabled classes and homework 
which is very similar to AS/A2 students. 
To manage six subjects successfully, as well as the additional requirements of Theory of Knowledge, the Extended Essay 
and Creativity, Activity & Service, IB students will undoubtedly have to be very well organised and self-disciplined. 
Although there are no external exams until May of the second year, there are important Internal Exams in May towards 
the end of the first year. In some subjects there are a number of assessed components of their course that need to be 
completed – mainly during terms 3, 4 and 5. The various deadlines for the submission of these components appear on 
the IB students’ calendar. They are deliberately spread out to ensure a more even workload for students. It is crucial that 
students comply with these deadlines. Students should be aware that they will have to be organised to do the work for 
their Extended Essay and TOK Essay in the June to October period. There are ‘mock’ exams in January of the second 
year – approximately three and a half months prior to the external exams which take place in May.  
The College hopes all our students will involve themselves in useful and active pursuits during their time at College. In 
the IB programme, all these activities contribute towards CAS (Creativity, Activity, and Service) hours which have to be 
completed in accordance with the regulations in order for students to achieve their Diploma. IB students also have an 
outstanding range of options to support their studies from the Additional Studies programme and extra-curricular activities. 
 
 
STUDENT CARD / LIBRARY MEMBERSHIP CARD 
 
After enrolment students will be issued with a College Student Card for the period of study at College. The card will be 
used as a means of checking student identity and monitoring unauthorised entry. Students must keep their card with 
them at all times and be ready to show it to any member of staff upon request. 
 
Also, this card may be used as proof of identity for examinations and purchase of tickets for social events.  If students 
lose the College Student Card, applications for replacements can be made at the Library Desk. A charge of £5 will be 
made. 
 
SUMMARY OF KEY COLLEGE POLICIES 
 
Please see https://www.colchsfc.ac.uk/policies/ for full details of a range of College policies. 
  

https://www.colchsfc.ac.uk/policies/
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STUDENT CARE 

We strive to make College a place where everyone feels welcome, safe and supported throughout their studies. We all 
have difficulties and face challenges in our lives at times and any one of us may find we need to seek sanctuary. There 
are a number of ways students can find help. Their first port of call should be their Personal Tutor, but we have a range 
of places where students can find the help they may need, these are listed on our Moodle VLE. 
 
If you as a parent need help communicating with College or accessing Parents' Consultation Evenings, please let us 
know. We will do the best we can to support you and make you feel comfortable and welcome here. 
 
PERSONAL TUTOR  
 
Each student is supported by a Personal Tutor in a particular tutor group.  Students meet with their Personal Tutor each 
day, and if you have queries relating to your child’s progress or any other aspect of College life, the first person to consult 
is normally the Personal Tutor.   
 
SENIOR TUTOR  
 
Each student is also supported by a Senior Tutor. Students may see their Senior Tutor about such matters as a change 
of course, applications for jobs or Higher Education or significant welfare or pastoral issues.  Senior Tutors are also 
supported by the Assistant Principal (Pastoral), Jo Cadman. 
 
 

 Senior Tutor 
Division 1 Adrian Frost 

Division 2 Andrew Hathaway 

Division 3 Mark Griffin-Sherwood 

Division 4 Graham Rayner 

Division 5 Sarah Prince 

Division 6 Sarah Palmer 

Division 7 Neil Kelly 

Division 8 Anne Johnson 

 

 

SUPPORT FOR STUDENTS 
CHILD BENEFIT 
 
Parents can continue to claim Child Benefit and possibly Child Tax Credit whilst students attend the College. If you have 
not already done so you can contact HMRC to report that your child is continuing their studies by going to: 
 
https://www.gov.uk/child-benefit 
https://www.gov.uk/government/organisations/hm-revenue-customs/contact/tax-credits-enquiries/ 
 

CHILD PROTECTION, SAFEGUARDING AND PREVENT 
 
The College places the highest priority on Safeguarding. We have a duty of care under the Children Acts 1989 and 2004 to   
ensure that students have a safe environment and, in the event of any possible child abuse, to take action to keep students 
safe. A child in this context is defined as any young person under the age of eighteen. The College Child Protection Policy 
can be accessed on the College website. 
 
Section 26 of the Counter-Terrorism and Security Act (2015) places a duty on schools and Colleges to have “due regard 
to the need to prevent people from being drawn into terrorism”, otherwise known as the Prevent duty. Key to this is to 
ensure that young people become valuable and fully rounded members of society and treat others with respect and 
tolerance, regardless of background.  The College ensures that the core British Values of democracy, the rule of law, 

https://www.gov.uk/child-benefit
https://www.gov.uk/government/organisations/hm-revenue-customs/contact/tax-credits-enquiries/
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individual liberty and mutual respect and tolerance are embedded within teaching practice, and in our cross-curricular 
activities. 
 
Staff in College have undertaken training in the Prevent duty and follow statutory guidance as laid down in our Child 
Protection Policy.  As such, they are aware of when it is appropriate to refer concerns about students or colleagues to a 
Senior Manager, and how to make a referral.  Students are made aware of the Prevent duty, and British Values as part 
of our Tutorial programme, and are also encouraged to raise any concerns they may have with their Personal or Senior 
Tutor. 
 
Should you have worries or concerns, please raise these with your child’s Personal Tutor, Senior Tutor or the Designated 
Safeguarding Lead, Jo Cadman. 
 
DATA PROTECTION 

A copy of the College Student Privacy Notice can be found at www.colchsfc.ac.uk/GDPR. This outlines the ways in 
which data about students is processed and distributed by the College. 

EQUALITY AND DIVERSITY 
 
The College is committed to creating a teaching and learning environment that is free of harassment and which protects 
the dignity of all students, staff and visitors.  We will respect each other and value the differences between us.  The 
College will not necessarily treat everyone the same but instead we will meet people’s needs in different ways to ensure 
fair outcomes for everyone.  We all take responsibility for making sure that students, staff and visitors are protected from 
harm, including bullying and discrimination.  Students and staff all contribute to making the College an enjoyable, inclusive 
and personalised learning environment. 
 
We will treat students and staff fairly and solely on the basis of their merits, abilities and potential.  The College values 
diversity in respect of race, ethnicity or national origin, gender, religion and belief or none, socio-economic background, 
gender variance, marital status or family circumstances, political opinions and affiliations, physical attributes or 
appearance, disability, sexual orientation, age, pregnancy and parenthood.  The College is a diverse, international and 
multicultural community.  We are developing a teaching and learning environment in which each and every member has 
an equal opportunity to participate.  Supported by the public sector equality duty of the Equality Act (2010), the College is 
working to eliminate discrimination, harassment and victimisation, advance equality of opportunity and foster good 
relations. 
 
FINANCIAL SUPPORT 

The College receives a relatively small amount of specific Government funding to support students for 2019/20 year.  
Application forms can be obtained from your son/daughter’s Senior Tutor, from the Finance department, or from the 
College Website. 

 
a. Student Finance – Bursary and Contribution to Food Costs scheme 

 
The College will be operating a Bursary Scheme for full time students whose households face severe financial hardship.  
We operate this scheme using criteria laid down at national level.  This scheme will also include a contribution towards 
the cost of food purchased from the College refectory. Full details of the scheme, including eligibility criteria and acceptable 
evidence are available on the College website https://www.colchsfc.ac.uk/documents/pdf/student-finance-bursary-contribution-2019.pdf 
 

 
b. Student Support for Students Experiencing Financial Hardship – Discretionary Award Funding 

 
The Government expects that this funding will be used to support full time students in financial hardship and where there 
is no alternative scheme to provide support.  The funding has been provided to respond to hardship needs, particularly 
those which arise through sudden changes in circumstances.  Normally the assessment of both the educational need and 
the degree of hardship is carried out by a Senior Tutor in conjunction with the Assistant Principal (Pastoral).  The 
assessment will be based upon financial hardship as demonstrated by an assessment of household circumstances, 
including an income assessment, together with identification of a specific financial need related to the student’s education 
at College and which, if not addressed, would result in a student being unable to take part fully in the College learning 
experience.   
 
Students should see their Senior Tutor to request financial assistance.  The student will need to explain the situation and, 
in the event that the Senior Tutor feels that help should be offered, the student will be given a loan from College funds.  If 
the student can subsequently provide evidence of financial hardship then the loan may be converted to a non-repayable 
Discretionary Award. 
 

https://www.colchsfc.ac.uk/documents/pdf/student-finance-bursary-contribution-2019.pdf
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Loans can be made to cover College specific needs, for example travel, to purchase books or other academically related 
resources or to allow a student to take part in College activities. 
 

Examples of students who might be eligible to apply will include 
 
• Students with hardship arising from a sudden change in circumstances, such as redundancy 
• Students who have become homeless  
• Students in receipt of income support 
• Students who become unwell 
• Students who act as Carers  
• Students who are Gypsy, Roma or Travellers 
 
 
Students must notify College of any change in their circumstances. They will not normally be expected to repay an award, 
but their entitlement to further payments may be affected. 
 
Any award will be subject to a student’s continued attendance at College and compliance with all College academic and 
pastoral expectations. 
 
c. Higher Bursary Award 
 
Students in care, care leavers, young people in receipt of Income Support (or Universal Credit) and disabled young 
people in receipt of Personal Independence Payments (or Disability Living Allowance) and Employment and Support 
Allowance (or Universal Credit) in their own right will be eligible to receive a mandatory higher bursary of £1,200 per 
year, which will be paid in instalments during the academic year. 
 
Childcare Support 
 
Students who have dependent children may be eligible for financial support towards the costs of childcare and travel.  
Application forms and guidance notes are available on: www.direct.gov.uk/caretolearn 
 
College Student Assistance Fund/Interview Expenses (CA2) 
 
The College Friends also provide some financial support to students in order to help with travel costs to attend HE and 
employment interviews, these funds are administered by Head of Careers, Senior Tutors and Assistant Principal (Pastoral).  
 
Appeals and Complaints Procedures 
Should a student or parent/carer wish to appeal against a decision regarding student support, the matter will be referred 
to the Assistant Principal (Pastoral) and ultimately to the Principal. 
 

FIRE AND EMERGENCY PROCEDURES 
 
In the event of a fire or any other emergency, an alarm will sound and all students, staff and visitors should leave the 
building immediately, using the nearest exit.  Evacuation practices take place periodically.  Evacuation notices with maps 
of fire assembly points are displayed in every room in College.   
 

STUDENT HEALTH SUPPORT, COUNSELLORS, CHAPLAINS AND FURTHER SUPPORT 
 
The Welfare Hub (room 124) provides a variety of support services to help with health, welfare and well-being. Students 
can drop in to access services or ask for information. They can also request appointments for one to one help from the 
Welfare Coordinator or one of the Welfare Assistants.  
 
Where appropriate and possible, the College will refer students to the College Counselling Service and/or other support 
agencies as appropriate. Our Counsellors see students by appointment, which can be arranged via Jo Cadman or Teresa 
Codling, any Assistant Principal or Senior Tutor.  Students may also wish to take advantage of our e-counselling service 
by e-mailing counsellor@colchsfc.ac.uk. .  Where necessary, or where it is in the best interests of the student, the College 
may also draw on the professional experience of external agencies. This would normally be in consultation with students 
and/or parents. We also have a College Chaplain who is happy to discuss any matter of concern.  
 
 
 

http://www.direct.gov.uk/caretolearn
mailto:counsellor@colchsfc.ac.uk


12 | P a g e  
 

STUDENTS WITH ADDITIONAL LEARNING SUPPORT NEEDS OR DISABILITIES INCLUDING FITNESS TO 
STUDY 
 
Students with learning difficulties and disabilities are also offered specialist support and facilities. It is important that we 
know about any issues as soon as possible after enrolment, if you have not already informed us. Students should contact 
Sarah Prince in room 220 to discuss their needs. Students who do not currently have an identified need but who believe 
they might benefit from additional support should in the first instance access the Learning Support drop-in facility at 
“Number 58”.  
 
The Learning Support Department offers a range of additional support options including: 
 

- One-to-one support. 
- A drop in facility for help with any academic issue 
- Assessment for Exam Access Arrangements. 

 
 

The College welcomes all students including those with a disability or learning support need providing that they meet the 
normal admissions criteria and that we can offer an appropriate programme of study for which they are qualified, 
together with the right facilities and support.  It should be noted that the College is an open site in a town-centre 
location.  An offer of a College place is based upon the understanding that the student can cope with working in an 
independent manner and is able to manage their own non-contact time without staff supervision; the offer will therefore 
be based upon whether the College is an appropriate learning environment for the individual concerned.  At times it 
may be necessary for us to meet with students and parents/carers to ensure, through our Fitness to Study protocols, 
that we are fully aware of the needs of the individual, and can take appropriate steps to support and safeguard the 
student. 
 
VISITOR PROCEDURE 
 
All visitors must sign in at Reception and display a visitor’s lanyard and ID badge.  Visitors must be introduced to a senior 
member of staff and all visitors should have a “business” reason for coming to the College.  We particularly ask that 
students do not invite friends to visit them at the College for social purposes.  Students should be aware that, as a town 
centre establishment, we must have particular procedures to protect all College students.  Everyone has a role in ensuring 
the site is safe, which means reporting any unwelcome visitors to a member of staff as soon as possible.  Any legitimate 
visitors who have signed in will be clearly visible by their red visitor’s lanyard. 
 
 

 

THE COLLEGE 
 
SENIOR STAFF 
 
The Principal, Assistant Principals and Senior Tutors are always very willing to help you or talk to you should you wish to 
discuss anything with them.  The senior staff is as follows: 
 
The Principal – Ian MacNaughton 
 
Adrian Frost (Assistant Principal) – ST for Division 1; also responsible for Admissions, Schools Liaison and Marketing 
 
Jan Harker (Assistant Principal) – Responsible for Improving Teaching & Learning, Staff Development, Quality and 
Curriculum and Moodle. 
 
Anne Johnson (Assistant Principal) – ST for Division 8; also responsible for Quality Assurance (including ‘Inspection 
Nominee’), Quality and Curriculum and Information Systems, Equality, Diversity and Opportunity.  
 
Jo Cadman (Assistant Principal) – Designated Safeguarding Lead Responsible for Pastoral support, Child Protection 
and Student Welfare, College Counsellors, Financial Support, Learning Support, and Tutorial Programme, 
 
Graham Rayner (Assistant Principal) - ST for Division 4: also responsible for Health and Safety, Trips and Visits, 
Additional Studies, Duties and Internal Communications (including Student Bulletins, Plasma Screens, Notice Boards and 
Moodle), Examinations and Assessment. 
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Mark Griffin-Sherwood (Senior Curriculum Manager) – Deputy Designated Safeguarding Lead,Senior Tutor for 
Division 3; also responsible for Timetable and Rooming. 
 
Sarah Prince (Senior Tutor) -  ST for Division 5 and Director of Learning Support 

 
Neil Kelly (Senior Tutor and Head of Student Services) – ST Division 7; also responsible for Student Services and 
the College Council. 
 
Sarah Palmer (Senior Tutor)  ST for Division 6 

Andrew Hathaway (Senior Tutor)  ST for Division 2 

Evette Hawkins -   Head of Careers and HE Guidance 
  
Karen Burns (IB Co-ordinator)  IB Diploma Programme Curriculum. 

Tim Harrison (Senior Manager)  Director of Premises, Equipment, Estates, MIS/ICT Systems 

Sarah Williams (Senior Manager) Human Resources and Administration Manager 

Elizabeth Gibson (Finance Manager) Financial Management Systems and Procedures, Financial Support   

 

GOVERNING BODY AND GOVERNOR VISITS 
 
The College Governing Body complies with the Articles and Instruments of Governance laid down in the Higher and 
Further Education Act of 1992 and it is the Governors’ responsibility to ensure that the College adopts appropriate 
strategies to achieve its mission as a Sixth Form College.   
 
The Governing Body currently comprises 17 governors, including 1 parent governor as well as business and community 
governors, two student governors and two staff governors. Many of the non-parent governors have, in fact, had experience 
of being a parent of a student studying at College.   
 
Governors are all volunteers and are not paid for their duties.  Governors meet throughout the year as a whole group with 
some additional responsibilities designated to two committees.  The Committees meet according to need and this varies 
with the committee in question between two and seven times a year.  Governors visit the College on regular occasions, 
attending events and activities, visiting departments and cross-college areas. 
 
 
MEMBERS OF THE COLLEGE GOVERNING BODY 
College governors can be contacted by telephoning or writing to the Clerk to the Governors via the College office. 
Community Governors 

David Morran (Chair)    Parent Governor 

Andy Beatty (Vice-Chair)   Joanna Johnson 

Peter Barker     Principal 

June Leslie     Ian MacNaughton 

John Owens     Staff Governors 

Georgina Gardiner     Richard Wilson 

Nick Gerrard     Michele Perrin 

Ian Vipond     Student Governors 

Chris Goldsworthy    College Council Chairperson 

Izabela Hutchins    College Council Vice Chairperson 

Suzanne Nolan      

 

Clerk to the Governors: Tina Johnson 
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COLLEGE FRIENDS 

The College Friends hold social and other events to raise funds for additional student facilities and to support students of 
limited means to attend university or employment interviews. The suggested minimum subscription to become a friend is 
£10. Parents can also offer support to the College by attending Arts, Performing Arts and Sports events, helping on 
expeditions and field trips, and may consider involvement as a Parent Governor. 
 

 

COLLEGE RESOURCES AND FACILITIES 
CAR PARKING IN COLLEGE 
 
For Parents 
 
As the College is a town centre site, parking availability is very limited. At social events, cars can generally be parked on 
site. There will not be any parking available for parents on Parents' Evenings or Open Evenings. At other evening events 
parking may be available and information will be given out for each individual event. If parents or visitors have mobility 
difficulties they should contact the College in advance and special arrangements will be made. Cars that are parked on-
site without permission may be clamped and subject to a release payment. 
 
If students are being dropped off or collected from College at any time, drivers are asked not to stop on North Hill. Parking 
here presents a danger to pedestrians and vehicles. The police and traffic wardens are often on duty outside the College.  
 
Parking close to college 
 
Several public car parks are available within walking distance of the College; further information can be obtained by 
contacting the main College Reception. 
 
Parking for students 
 
Due to the limited parking facilities at College, there is no student parking on site, except for students with significant 
accessibility needs, who can apply for a permit through their Senior Tutor.  
 
Students learning to drive should ensure that lessons are booked in non-contact time.  We would ask that students do not 
plan to start from outside the College on North Hill. This has caused many difficulties in the past, including blocking access 
for our neighbours, and the police and traffic wardens are often on duty outside the College. We recommend pick-up is 
arranged for the nearby Middleborough coach/car pull-in facilities at the bottom of North Hill. 
 
CATERING IN COLLEGE 
 
Food and drink are available from the Refectory and Russ Shop in the main building and the Roman Bath Restaurant in 
the mid-site building.  Meals and snacks are of a high quality and are good value for money when compared to other local 
options. Vending machines for snacks and drinks are also available throughout the day in the College Refectories and 
elsewhere across the campus. The College is committed to promoting healthy eating, and has Healthy College Status. 
Cash and card payments are accepted. 
 
EMPLOYERS AND THE LOCAL COMMUNITY 
 
The College seeks to make a positive contribution in partnership with the surrounding community, particularly: partner 
schools; residents; local elected councils; local employers; agencies and service providers; local media; local charitable 
and community organisations. 
 
The College encourages students to make a contribution to their community, for example through community service, 
supporting local charities and work experience.   
 
Participation by local employers and local agencies is encouraged to help further our partnership. This may take place 
through subject activities, the Tutorial Programme, the Additional Studies Programme, College Clubs and Societies, or as 
part of our Careers Education and Guidance. 
 
From time to time you may be able to offer the College the opportunity to bid for monies that become available. The 
College undertakes to be accountable for monies spent and information is available from the College. We also provide 
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sponsorship opportunities to the local community for extra-curricular events, e.g. drama productions and art exhibitions. 
Such sponsorship is always given due recognition by the College. 
 

INSURANCE 

Students are covered for accidental injury whilst at College or on a College sponsored activity. Further cover is 
automatically taken when a trip is organised. Details of cover are available on request. Students and parents are advised 
to ensure they have personal insurance arrangements for bikes and other personal property.  In addition students who 
wish to leave a bike on College premises are strongly recommended to secure with a D-Lock. 
 
 
INTERNET ACCESS 
 
The College has a permanent link to the Internet, which may be accessed by all computers connected to the College 
Network.  Students may use this facility for research purposes and to support their studies.  The facilities are not provided, 
however, for games or social networking.  All students will also receive an e-mail account to aid them in their studies.  All 
students should be aware that abuse of e-mail or internet systems can lead to College disciplinary action or even criminal 
prosecution.  Students are wholly accountable for their ‘online behaviour’. Misuse of College systems, for example, ‘e-bullying’ 
and harassment or illegal or immoral behaviour,will be detectable and the College will take strong and appropriate action, 
which can include withdrawal of facilities, suspension or exclusion. Students are expected to use the College systems for their 
academic studies only. The College E-safety Guidelines and Acceptable Use Policy can be found in the Student Information 
block on the Moodle front page.  Students are expected to check their e-mail at least once in the morning and once in the 
afternoon for messages from their tutors.   
 
 
LOCKERS 

Lockers are available at College for the storage of inexpensive personal property, for a charge of £5 including a returnable 
key deposit. Lockers are of light construction and students are advised not to leave expensive items in them. 
 
OPENING HOURS 
 
The College buildings are normally open for student access from 7.30am until 5.30pm during term time periods. Students 
should consult the list of available spaces on Moodle. Specialist facilities, such as Technology workshops, will only be 
available outside lesson times by clear arrangement with staff for health and safety reasons. If students need to use 
College facilities outside ‘normal hours’, advance arrangements can be made with staff. During vacation periods, students 
can access the College buildings and use facilities for part of the time, but are required to sign in and out at Reception. 
Students must not enter the College when there is a notice in Reception to say that College is closed to students. More 
detailed information will be given to students via the daily student bulletin and Moodle in advance of each of the vacation 
periods. 
 

RECEPTION 

The Reception of the College is located on the ground floor of the main building and is generally staffed from 8.30am to 
5.00pm. Enquiries can be directed to Reception in person, or by telephone, using the main College number 01206 500700 
or by using the College Information Line on 01206 500780. 
 
SECURITY 

Students should not leave any items of significant value in lockers and should always ensure that any such items are 
properly insured. If students do need to bring items of particular value into College they are advised to ask staff to help 
them arrange safekeeping. Bicycles should be secured with a D lock.  
 
The College has a full set of safety rules and procedures. Students are instructed to follow these rules and in an emergency 
to follow the instructions of members of staff. The College Health and Safety policy is issued to all members of staff and 
is also available to students and parents. 
 
TRANSPORT 

The College works with Essex County Council and with a series of local public transport providers to obtain concessionary 
transport rates for students attending the College. Details are made available to students and parents at Induction and 
Enrolment. 
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COLLEGE COMMUNICATIONS 
 
 
COMMUNICATION WITH PARENTS 

In a complex organisation it is very important that there should be good communication.  Parents are kept informed of 
events in a variety of ways.   
 
The Principal's Newsletter is produced every term and copies are e-mailed to parents/carers, and published on the College 
Website. The newsletter aims to keep students and parents informed about what is going on in the College. Other letters 
may be used to update parents or to inform them of particular events or developments. 
 
The College Website (http://www.colchsfc.ac.uk) features current press releases, the College calendar, events, the 
newsletter, the prospectus, departmental and subject profiles, careers and examination information and partner school 
information. It also contains a large number of departmental/subject area sites, and important College documents.   
 
If particular problems occur during a student’s time in College, parents will generally be contacted by telephone or letter 
as appropriate. The College is also increasingly contacting parents by e-mail and we would ask for e-mail addresses for 
correspondence.  Contact details are requested at enrolment. 

 
 
 
 
COMMUNICATION WITH STUDENTS 
 
In an emergency, students may be contacted via the College switchboard 01206 500700. It should be stressed that this 
provision is made for emergency use only and whilst every effort will be made to contact the student as speedily as 
possible we cannot guarantee to be able to relay a message. 
 
 
PROVISIONAL PROPOSED KEY DATES FOR STUDENTS 2019/2020 
 
These dates are correct at the time of going to press. Students and parents should consult the current Newsletter, College 
Website, telephone the College Information Line or General Office or speak to a senior member of staff to ascertain the 
accuracy of dates nearer to each event. 
 
 

Tuesday 27 August, Wednesday 28 August  
 
Enrolment for Year 1 

Thursday 30 August (am) Enrolment for Year 1 

Tuesday 03 September Teaching classes start for all students 

Wednesday 23 October and Thursday 24 October Open Evenings for prospective students 

Monday 28 October to Friday 01 November Half Term 

Monday 04 November Progress Review Process commences 

Thursday 28 November Year 1 Parents’ Consultation Evening 

Tuesday 03 December Year 1 Parents’ Consultation Evening 

Thursday 19 December Autumn Term teaching classes end 

Monday 06 January 2019 Spring Term teaching classes start 

Monday 29 January  Year 2 Report process begins  

Monday 17 to Friday 21 February Half Term 

Thursday 27 February Year 2 reports published  

http://www.colchsfc.ac.uk/
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Tuesday 3 March Year 2 Parents’ Consultation Evening 

Friday 03 April  Spring Term teaching classes end 

Monday 20 April Summer Term teaching classes start 

Tuesday 28 April (4.00pm) IB Yr2 study leave begins 

Tuesday 05 May IB Yr2 External Examinations begin 

Friday 08 May May Day Bank/VE Day Holiday 

Wednesday 13 May Year 2 study leave begins 

Monday 25 May to Friday 29 May Half Term 

Monday 29 June Reports to parents published via Go4Schools 

Tuesday 30 June Year 1 Parents’ Evening/HE Briefing 

Wednesday 01 July Year 2 Leavers’ Day (TBC) 

Monday 06 July IB results and Leavers’ Day 

Wednesday 15 July Summer Term ends 

Thursday 13 August Issue of A level results 

Thursday 20 August Issue of GCSE results 

Tuesday 25 August 2019 (TBC) 2020/2021 academic year enrolment starts 

 
 
REPORTS AND REVIEWS 
 
There are a number of opportunities for students to review their progress with their tutors throughout the academic year.  
At the start of each year, there will be an interview to discuss initial action planning and this will be followed by three 
further formal reviews during the year. Targets from these review sessions can be recorded on the Academic Year Planner 
within the Student Handbook. Outcomes from reviews and reports are made available to students and parents through 
the Go4schools system. There are also a number of Parents’ Consultation Evenings to which you are cordially invited. 
 
 
 

STUDENT COURSES 

PROGRAMMES OF STUDY AT COLLEGE 

Students make choices from A Level, Level 3 Applied General Certificates, IB, GCSE and Additional Studies courses, to 
allow them to develop a programme and timetable which best suits their needs, interests and aspirations.  All students will 
normally be expected to continue with each of their courses, chosen at Enrolment, until their completion. Further details of the 
range of courses on offer, and entry requirements are available in the College Prospectus.  
 
 
RETURNING TO COLLEGE 
 
Students joining the College for a one year Advanced Foundation course are entitled to reapply to College to study a 
Level 3 programme.  Applications are dealt with by the Senior Tutor during the Spring Term and decisions, whenever 
possible, are made before Induction. Academic achievements, potential and interest, together with the proven level of 
commitment to study, will be assessed when Senior Tutors make decisions. 
 
Students who have taken an A Level programme and wish to return to College to repeat some A Level examinations, 
possibly in combination with some new one year courses, can apply to do so. The application procedure normally takes 
place in mid/late August or early September.  The programme usually lasts for one further year of study. 
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TRIPS AND VISITS 

The College is committed to providing a range of experiences of ‘Learning outside the Classroom’ to all students, in order 
to develop skills and knowledge related to academic courses and also to promote personal development.  A range of 
educational and recreational visits is offered for which your consent is always required. The College will keep costs to a 
minimum.  Parental permission is sought before any trip or visit, regardless of the age of the student, and students are 
expected to make up any missed work. 
 
Should any planned trip be cancelled by College, refunds are made to the students. 
 1. Refunds up to £25 can be by cash and cheque  
2.  Refunds between £25 and £250 will be by cheque payable to the student  
3.  Refunds exceeding £250, the Trip organiser will contact the parents to advise them that the refund cheque will be 
made payable to the student.  
 
All trips require a deposit to be paid to secure a place.  Should your son/daughter decide to withdraw from a trip certain 
portions of the cost may not be able to be returned to you.  College will endeavour to find another student to replace 
your son/daughter, but we cannot guarantee that the remaining cost of the trip will be refunded to you if this is not 
possible. 
 
It is important that students and parents disclose relevant information which may affect the student’s ability to participate 
safely in the trip. Where necessary, the College will undertake a risk assessment and may decide that the student is not 
fit to participate. College will endeavour to recover any monies paid to outside agencies and will pass on any refund, but 
will not be liable for all costs paid towards the trip. 
 
 
 
 
TUTORIAL PROGRAMME AND ADDITIONAL STUDIES 
 
Students have a compulsory weekly session with their Personal Tutor which focuses on personal development, careers 
planning and welfare.  Personal Tutors can offer guidance and advice to students about their future plans and can refer 
them to the Careers Department.   

We offer a wide range of Additional Studies, as well as a range of clubs, activities and societies at College. There are 
excellent performing arts opportunities, including music ensembles, band, orchestra, choir and a ‘rock workshop’.  There 
are trips to concerts and recitals which are open to all students. 
 
Over 70% of our students at College participate in some form of sport each year, many on a regular basis, and there are 
excellent opportunities in both high level competitive sport and recreation sport for fun and fitness. Other clubs and 
societies include Amnesty International, Christian Union, Debating Society and Chess Club.  Please see the Additional 
Studies Handbook for greater detail.  
 
Students should be aware that, during their participation in College activities, photographs may be taken and subsequently 
used online or in published form for various promotional purposes.  
 
 
AT THE END OF YOUR CHILD’S PROGRAMME OF STUDY 

CERTIFICATES  
 
Examination certificates for Year 2 ‘leavers’ will be available at the Reunion and Awards evening in December or for 
personal collection from the Examinations Office during January. If they are not collected during January, they will be 
posted to the home address on the system. Certificates for any examinations taken in Year 1 will be issued via tutors (or 
posted if students have left College). 
 
DESTINATIONS 
 
We are interested to know what our students do after leaving College which career path our students choose, whether a 
course at university or apprenticeship or job etc. Ex-students may receive a telephone call from the College Careers 
Department in September/October to check details provided on leavers day.  Student destination information is 
published in a booklet for our annual Reunion and Awards event, which is held in December for all A level and IB 
summer leavers. This event provides a chance to collect examination certificates.  
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LEAVING PROCEDURE 
On the completion of your child’s course, we give clear instructions on the required leaving procedure, including the return 
of their book/learning resource deposit, on opportunities for HE guidance and post-examination counselling and on further 
contact with College. 
 
At the end of the course they will need to complete a Leavers’ Form and obtain all the necessary signatures.  This 
process is normally completed on Leavers’ Day in early July.  If your child wishes to leave during the course of the year, 
they should discuss this with their Personal Tutor.  It is essential that they then see their Senior Tutor before taking a 
final decision.  
 
POST EXAMINATIONS SUPPORT 
 
Examination results are normally published in August.  At the time of release of AS, A2 and GCSE results, a team of staff 
will be available to help your child decide the most appropriate steps to take. If they require further Careers/HE advice 
immediately after their final examination results, they are given an individual interview at College.  Further details can be 
obtained from Evette Hawkins, Head of Careers 
 

 

PROGRESSION BEYOND COLLEGE 

The Careers Department has a specialist team of staff and many resources to help students to make decisions about their 
future.  Resources are used in the weekly tutorial programme and special events are planned throughout the year to 
ensure they make informed choices about their future.  They may also book careers appointments for advice and 
guidance, on a one-to-one basis, at any time. 
 
 
EMPLOYMENT, APPRENTICESHIPS AND TRAINING SCHEMES 
 
Increasing numbers of students are choosing to undertake opportunities offered by Apprenticeships, including Higher 
Apprenticeships and Degree Apprenticeships.  The College has links with local businesses as a result of their 
attendance at our annual Careers events (see below). e.g:3aaa, Birkett Long, BT and Larking Gowen. 

 
HIGHER EDUCATION (HE) 
 
Students wishing to go to university (in the UK or abroad), or other Higher Education institution, are supported in this by 
a range of activities. Personal Tutors write references for students’ UCAS applications. A large amount of support is 
available throughout the application process, and application forms are reviewed several times before being sent to 
UCAS. 

SELF-EMPLOYMENT 

A number of our College students have started their own businesses after College and the Careers Team can provide 
guidance and support in this area.  

EVENTS AND ACTIVITIES 

 
CAREER PROGRESSION EVENT FOR STUDENTS. 

The Career Progression Event takes place in the summer term for first year students.  Students have a choice of over 
150 talks and workshops. A number of the sessions are organised and delivered by College teaching staff, with other 
presentations being offered by employers, Higher Education representatives, Year Out providers and former students. 
The programme gives students a real insight into their options and choices for the future after College. 

CAREERS INTERVIEWS 

College has an established careers team and can provide careers interviews for students who need impartial 
information, advice and guidance.  Students sign up for interviews in the careers department, with each interview lasting 
about 30 minutes. Students may book as many interviews as is necessary during their time at College. 
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HIGHER EDUCATION BRIEFINGS 

Briefings are held for students and parents regarding the University application process, and the process of applying for 
Student Finance.  Further information is available from the Careers Department and details of dates are on the College 
Calendar. 

MEDICS 

Medics is a comprehensive programme of activities for students applying for medicine, dentistry, veterinary medicine, 
paramedicine and physiotherapy.  It covers the application process for these competitive courses as well as the 
necessary skills for interview and for the UKCAT and BMAT examinations. Students are assisted in preparing a 
personal statement, and are advised on the necessity of appropriate and extensive work and volunteer experience. 

OXBRIDGE 

In the Autumn Term the Principal begins with a series of individual appointments with those students who have 
outstanding GCSE results and advises them on potential Oxbridge applications. Open meetings are held in November 
and March for all students who feel they would like to apply. This includes a session with some of our ex-students 
currently studying at either Oxford or Cambridge.  

A trip to Cambridge is organised after Easter to Emmanuel College where students have the opportunity to talk to 
admissions tutors and current students.  In the Summer Term, students who are still interested in applying will have 
one-to-one meetings with one of the Oxbridge team to discuss next steps. This is followed by a session in the Career 
Progression Event programme with detailed advice on preparing personal statements and each student will be advised 
to make appointments with appropriate subject staff to help them work on personal statements.  

Mock interviews are organised in November and December and where written tests are required, subject departments 
advise and help students prepare. There is an Oxbridge page on Moodle and information is regularly posted about 
taster days, summer schools and other opportunities available at either university. The page also provides reading lists 
and other ideas for extension activities. 

LAWYERS 
 
Lawyers is a programme of learning and activities designed for students who are interested in a career in law. It is mainly 
aimed at student who are not studying A-level Law or BTEC Applied Law. The course will cover the basics of the English 
Legal system and looks at how the law is made and used. Core skills such as debating and public speaking will be covered 
via activities such as mock trials and presentations. Career paths will be considered including looking at the variety of 
legal professions and the availability of alternative training paths such as apprenticeships. Guidance will be given on 
personal statements, interviews and, where appropriate, the LNAT examination. A range of speakers will be invited, many 
of whom are former college students, to talk about their jobs and routes to their careers. Meetings will take place once a 
week. 
 

PRE-TEACHING 

The Pre-Teaching Additional Study is a means by which year 12 students who are considering a primary school teaching 
career can gain the necessary ‘recent’ classroom experience required by universities in order for students to apply for 3-
year Primary Teaching degrees with Qualified Teacher Status (QTS). In addition, a series of talks is made available to all 
students, delivered by a range of educational professionals throughout the year. 
At the end of year 12, an information pack regarding the Primary Teaching degree application process is provided for all 
Pre-Teaching students, plus further support as required. 
From these experiences, some students discover that teaching is not the career they wish to follow and, for others, Pre-
Teaching enhances their decision to teach, either via the 3-year subject degree route followed by a 1-year teaching 
qualification (either university or school-based), or via a Primary Teaching (QTS) degree. 
 

WORK-RELATED LEARNING/EMPLOYABILITY 

Work related learning takes many forms and is both implicit and explicit in a student’s individual programme of study 
and curriculum areas.  

Subject lessons will all have elements of employability skills within them; for example, Law explains how courts are 
structured outlining a number of careers opportunities.  Business looks at the recruitment process, including the 
application process and legislation around recruitment and selection which assist students in their own employment. 
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External speakers for subjects provide opportunities for careers advice and information, as well as delivering subject 
specific topics.  The 3-Day Career Progression event uses both external and internal speakers to provide information on 
career progression from subjects, as well as information about alternative routes into careers. 

YEAR OUT 

Advice is offered on all Gap Year possibilities ranging from individual travel to structured placements within the UK or 
abroad. We invite providers to our careers events, and produce Year out resources which are available on Moodle.  
Students can have one to one discussions with staff through appointments which are focused on the student’s area of 
interest and can offer ideas and contacts for their Year out experience. 

 

 

APPENDIX: 2019/20 TIMETABLE PATTERN 

On the following page is a copy of the timetable structure. Each subject will sit within a block, taking up that whole block 
for A level and Applied General courses, with GCSE, IB and other courses having fewer lessons. Many of the Additional 
Studies courses will take place during the Extended Lunch period.  
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