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September 2025

Dear Sixth Form Students

Welcome to Oxted School Sixth Form. We are delighted you have chosen our sixth form for your
post-16 studies. We see our sixth form as a springboard into the wider world where we focus
on developing you as a whole, well-rounded adult.

In the sixth form, you will have the full academic, extra-and super-curricular experience: lessons
delivered by subject specialists, a life and study skills programme delivered by your tutor and in
assemblies, wellbeing support from the pastoral and safeguarding team, and an enrichment
programme led by the Junior Leadership Team. We are committed to providing every student
with a rich array of university and apprenticeship support, careers advice, and pastoral care in
an environment of academic excellence.

At the start of the year, you will be involved in group sessions to better understand the goals
of sixth form:

e Critical thinking

e Reading widely with academic curiosity

e Independent learning habits including time management
e Modelling demonstrated by experts

e Extract meaning from texts

e Success in exam scenarios

Our study skills programme prepares students for:
e examinations and coursework through improved revision and study techniques and
e applications to universities, apprenticeships, and further education and the workforce
through personal statements, CVs and interviews.

We are looking forward to celebrating your successful sixth form journey.

From your Sixth Form Team



Key Staff

Sixth Form Team:

Ms A Bergamo: Director of Sixth Form, Assistant Principal
alexis.bergamo@oxted.thpt.org.uk
J Miller: Deputy Head of Sixth Form
Javean.miller@oxted.thpt.org.uk
Mrs K L’Estrange: University Admissions and Pathways Coordinator
katharine.lestrange@oxted.thpt.org.uk
TBC: Academic and Pastoral Administrator
o Sixthformoffice@oxted.thpt.org.uk
Mrs J Moore: EPQ Coordinator
Jenny.Moore@oxted.thpt.org.uk
Mr S Orozco: Careers Manager
o stephen.orozco@oxted.thpt.org.uk

Year 12 and Year 13 students are expected in tutor time twice weekly and assembly once per
fortnight.

Requirements in the first two weeks:

Read this booklet
Attend all group sessions about Sixth Form Goals

Get organised

You will need a file for each of your subjects with dividers for different modules/topics. Get
into the habit of filing work as you go along. You will have formal folder checks throughout
the year. See appendix 1.

Review and discuss your subjects at home and with friends

Courses may be different in practice than in theory and what you experience in the first few
weeks may not be what you expected. Speak first to your family to discuss the situation.
Option changes are possible, but are often times challenging to timetable. Secondly, talk to
your teacher about the course: be honest and ask questions. Third, if the course is not
something you feel you could finish with enthusiasm, meet with the Sixth Form Administrative
Team next. Time away from a new option is valuable, so discussing alternative options is
reasonable.

If a change in course is agreed with your family and the course leaders, we will make the
necessary timetable changes immediately so that registers and relevant departments are
kept up to date. Any and all changes can only be made in agreement with your parents or
carers. See appendix 2.

Limit paid employment and other commitments

Paid employment during school hours is not permitted. Paid employment during evenings
and weekends should be kept to a minimum — our recommendation is not more than 8 hours
a week. Speak to your tutor or the Sixth Form Administrative Team about applying for the
16-19 Bursary for additional financial support.
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Volunteer
You will be encouraged to volunteer your time for a range of responsible roles including:

Peer Ambassador
Junior Leadership team
Subject Captain

House Captain

Deputy House Captain

Your involvement in activities outside school will also enrich your time as a Sixth Former and
as part of the wider Oxted community. Time spent giving of your time and effort improves
your time management skills, makes you feel useful and helpful, and builds up an impressive
CV.

Broaden your social and study circles

You'll be expected to join study groups through a WhatsApp chat with people outside your
friendship group. This could spark new friendships, or show you how to be part of a
successful working relationship. Try your best to branch out and meet new people as part
of your social circle. Most people who have attended Oxted in Years 7-11 meet newcomers
and broaden their horizons and opportunities.

Most of all, start as you mean to continue and get into good habits straight away.




An A-to-Z guide to Sixth Form life

Absence: if you are unable to come to School your parents or carers must phone the Absence
Hotline (01883 718707) on each day of absence. Alternatively, a parent or carer can email
attendance@oxted.thpt.org.uk.

If it is a planned absence, use an Absence Authorisation form to let your tutor and teachers know
in advance. The Absence Authorisation Form is available from the Sixth Form office. It must be
completed by you, and signed by teachers whose lessons you will miss, then handed in to the Sixth
form Office.

Alcohol: the school has a zero-tolerance policy regarding alcohol and drugs.
Assemblies: You must attend any Sixth Form year group assemblies

Assessment: All students are assessed on their progress and attainment. Reports are generated
and results recorded on SIMS, specifying your MEG (most likely outcome), WAG (working-at grade)
and ATL (attitude to learning). Early in Year 12, assessment grades are reported home and by year’s
end, WAGs and MEGs are generated.

Attendance: you must attend all lessons and Tutor period.

Your target attendance is 100%. The lowest acceptable attendance is 96%. If your attendance in
lessons falls below 90%, it is seen as a breach of your Student Agreement and could lead to you
being asked to leave the course; you may ultimately lose your place in Sixth Form. Parents or carers
should contact the attendance office for each day of absence. If you are absent from school for
four weeks continuously then you will be asked to leave Sixth form. Contact the Sixth form team if
you have any concerns about this.

Behaviour: Sixth Form students are expected to act as beacons of good behaviour to the whole
school. Please behave responsibly and respectfully, both in and around School and in public view.
You are expected to follow the Sixth form behaviour policy.

Bursary Fund: The 16-19 Bursary Fund provides help for young people (in Sixth Form) living in a
household with a low income. Details and application forms are available from the Sixth Form office
and on the school website.

Careers: numerous events are organised to support you in terms of investigating future careers. A
careers advisor from Innervate is available in school one day per week; appointments to see her
can be made via Mrs L'Estrange, or you can drop in to the Careers Office (by the Library). Students
also receive regular careers updates and links to apprenticeship opportunities via email and Teams.
The school has subscribed to a number of careers packages and apprenticeship and university
search engines which are available to students i.e. www.unifrog.org and www.ucas.com. Refer to
the Careers page of this booklet for helpful web addresses, and also on the school
website/information/careers.

Cars and Parking: students are only allowed to bring cars on site after they have been given
permission by the Sixth Form team. Students must complete a parking registration form and email
Mrs L’Estrange. Parking space is limited, and priority will be given to students with health-related
mobility problems or poor public transport links. When you are given permission to park, Sixth Form
students may only park in the Sixth Form/overflow car park which is shared by staff.
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You are not permitted to drive anywhere else on the school site. These arrangements are subject
to review at any time. The car park is to remain a safe place to drive and must be kept tidy and free
from litter.

Commendations: to mark a particular achievement (in your work or other school activities) or
contribution (to House or school) a teacher will award points on the Class Charts.

Common Room: use of this area is a privilege and focus of student life. Please respect it and keep
it clean and tidy. No music is to be played during lesson times, and no ball games are allowed at
any time.

Complaints: students’ complaints about the Sixth Form rules and procedures can be made to the
Head Students who will pursue the complaint on your behalf. Alternatively, you can make your
complaint in person to the Sixth Form Team.

Counselling: a counselling service is available to all students in the Sixth Form. If something is
worrying you, no matter how small, and it is upsetting the balance in your life, a conversation with
your tutor is your best first step. In most cases, parents and carers will be kept informed of your
concerns, and the issue logged on our central safeguarding system. The Sixth form team can make
a referral to the school counselling team or an outside agency who provide online counselling.

If your troubles are more worrying than such that you are feeling vulnerable or unsafe, or are
worried about your mental health and wellbeing, you can go to the school wellbeing area. Should
you wish to speak with a member of the Sixth Form Pastoral Team, this can be arranged.

Dress code: we do not strictly define a uniform however we do want you to dress appropriately.
Sixth Formers set an example to younger pupils and the appropriate attire sets the right tone for
the Sixth Form and school community. Moreover, classrooms are professional environments: staff
dress accordingly and we expect the same from you.

Sixth Form students must always wear their identification lanyard, which is essential for
safeguarding students of statutory school age. You will be challenged if you fall below the standards
that we set out. Replacement lanyards are available to purchase from the Sixth form office.

Acceptable clothing:

Smart-casual wear

Jeans that do not fall below the hips
T-shirts and jumpers/hoodies
Trainers

Leggings

Unacceptable clothing:

Caps/hoods worn up

T-shirts with rude, antagonistic slogans
Strapless tops

Short tops with midriff exposed
Jeans/trousers slung very low



In addition, no ‘distracting” dressing please. Cleavages (busts and bottoms) and midriffs must be
covered and no displays of underwear of any kind.

The way you dress is very important to us, and we will enforce a basic standard. If you are dressed
inappropriately, you will be asked to go home and change.

Driving Lessons/Tests: you may not arrange driving lessons when you should have a lesson in
school although we understand that a driving test may have to take place when you have a lesson.
If it does, let your teacher know and complete an absence form in advance of your test.

Dropping a subject and choosing a new one: changing course is only allowed during the first
four weeks of the Autumn Term. Having decided to change in conjunction with your family and the
subject leads, submit a Change of Course Form (available from the Sixth Form Office). If you do
not complete this form, you may end up being entered for the examination and paying the full cost.
The adults involved may be able to put your mind at rest. Taking up a new subject will be dependent
on you meeting the course entry requirements and there being space on the course.

Drugs: the school has a zero-tolerance policy towards drugs and alcohol. This includes off-site
events organised by School.

Email: you have an active school email account. The Sixth Form Team and teachers will email
Sixth Form students frequently.

Email and Teams is used by your Tutor and other members of staff for a variety of reasons. It is
the best way of getting information to you — please check your email and Teams at the beginning
of each day, as a minimum. If you have not got a school email account, speak to the ICT Helpdesk.
You can forward your school emails to your mobile phone.

Enrichment:

At Oxted Sixth Form we offer a wide array of enrichment opportunities for our students to celebrate
their diverse needs, interests and talents.

We believe that a young person’s time in the classroom provides only a part of their learning at
school and when you join Oxted Sixth Form you will have numerous opportunities to take on roles
of responsibility, develop your wider skills, act as a role model within the school community and
have fun.

We are dedicated in offering a large array of experiences for our students; both academic and social.
These include a football league, social sports, Mentoring, Maths challenge, debate club and a whole
lot more across the school subjects. We are also expanding our community links, competing against
other Sixth Form colleges in an array of sports.

We believe that it is important for there to be opportunities for students to develop leadership skills
alongside their studies, leading to a true community spirit. These leadership and enrichment
opportunities will inspire our students to move out of their comfort zone in order to grow in self-
confidence.

Examinations: for dates of NEA and coursework deadlines, see your subject teachers. The whole
school exam dates will be published on the website, to enable you to begin your revision well in
advance. For most exams, your individual exam timetable will be emailed to you by the Exams
officer.
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Fire procedures: if a continuous bell sounds, go directly to your Fire Assembly Point which is on
the grassy area beside the Astro. For your safety, you must evacuate buildings in a calm and orderly
manner with your class teacher, immediately on hearing the alarm, leaving the building by the
nearest exit. At the Assembly Point, please line up with your tutor group. Stand in silence, so staff
can complete the register before dismissing you back to lessons.

No students are allowed on or off site during a fire procedure

In the event of an intermittent bell ringing (it will cease after a minute), YOU WILL NOT BE
DISMISSED at the end of the lesson, and you must remain in the room where you are. Only after a
further continuous bell sounding will students be dismissed. This is a lockdown.

Graduation: every year Oxted School holds a Graduation for its departing Year 13 in
acknowledgment of their wider contribution to the community life of the school. All students are
encouraged to make several contributions to activities outside of their normal curriculum,
throughout their time in the Sixth Form. Encouraging wider involvement in the school is a central
aim of Oxted Sixth Form.

Help: most students need help at some time or another and it is on offer, so don't hesitate to ask
for it. Try any of the following:

e Your tutor: help on any welfare issue or school procedures, study skills, course choices and
university
or careers

e The Sixth Form Team: anything and everything

e Subject teachers: for course advice but also, usually, they are more than happy to talk about
anything

e Careers: for information on careers and pathways and careers interviews

e Wellbeing provides support and advice specifically for mental health and welfare issues.

Holidays: We do not authorise holidays in term time. If, for exceptional reasons, you need
to take time out, a letter of request and explanation to the Sixth form team is required in advance
followed by notification to your tutor. Unauthorised absences do not read well in references, as
often required by a future employer or university.

Homework: Homework is set weekly and is marked in a variety of ways. Regardless of the course
you are taking, homework is a necessary part of school life, and you are required to engage with
it to a very high standard. Homework is set on Class Charts so families can monitor it. Teams will
continue to be used for additional resources and class materials.

Identity Badges: all Sixth Form are required to wear their ID badges and lanyard while on the
school site — the badges must always be clearly visible. If you forget your ID + lanyard, you may
borrow one from Reception. If you lose them, you will have to buy a replacement for £3.00.

Illness: if you are taken ill during the school day, you must sign out with Student Services
at the front of school or contact a member of the Sixth Form Team before going home.
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Junior Leadership Team (JLT): Every year we invite students to apply for positions in the Junior
Leadership Team including Head Students. The JLT meet with the Principal and the Sixth Form
Team to pass on the views of Sixth Form. This year we have a team of 18, responsible for various
aspects of school life:

Junior Leadership Team, Roles and Responsibilities, 2025-26
Head Students: Ewan M and Millie C

1. Academic Support and Resources
Student Leader: Anna A, Dylan G, & Toby F
2. Wellbeing and Mental Health including Sport
Student Leader: Barney F & Theo B (Sport); Evie D & Jess R (Wellbeing)
3. Peer Leadership and Support including recruitment of new JLT
Student Leader: Millie C
Student Leader of Year 12 JLT: Izzy D & Theo B
4. Balance Between Academics and Extracurriculars including Fundraising
Student Leader: Autumn L & Holly M
5. Reinvigoration of the House System, including involvement with Oxted
community and Ambassador Programme
Student Leader: Tom O & Brooke W
6. Clear Communication and Feedback
Student Leader: Anna A & Katherine R
7. Engagement with Faculties (Leaders) and School Leadership, including those with
SEN
Student Leader: Ewan M & Eddie Q
8. Advocacy for a Balanced Approach to Sixth Form, including celebration of
multiple post-18 pathways
Student Leader: Olivia M
9. Media and Celebration
Student Leader: Rota and focus to change weekly/fortnightly based on
role in JLT
10.School Environment including use of study spaces
Student Leader: Bella M

Laptops and personal equipment: any personal equipment or devices are brought into school
at your own risk. You are advised to ensure articles are insured. Please read and sign the BYOD
terms & conditions.

Library: this is a key resource for Sixth Form students to use for research and silent study. It is
often used by lower school classes, and they will be looking at the example you are setting. You
should not eat or drink in this space. The computers must not be used for chat lines, games or any
other inappropriate activities.

The Silent Study space is used for timetabled, staffed Independent Study Sessions which for all
students in Year 12 and Year 13.

The library is open to the Sixth Form throughout the day. The library has 50+ computers. Places

will be limited when a class is in progress. The opening hours are 8am to 4pm Monday to Thursday,
8am to 3.20pm on Friday.
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Any class being taught in the library will have priority use of the computers. The librarian is always
happy to help the Sixth Form locate their subject resources and explain library procedures. As a
Sixth Form student, you may borrow up to six books at a time.

Careers guides, journals and newspapers will be of particular use to you. University prospectuses
and guides are available in the Sixth Form Group study room.

Missing lesson, tutor time or assembly: if you know in advance that you will be absent
because of a medical appointment, university Open Day, etc., you should inform your teacher/tutor
or any other relevant member of staff using the standard Absence Authorisation form.
Dental/medical appointments must be made for outside school hours, unless you need an
emergency appointment and there is no alternative available. You must not miss lessons for a
driving lesson (we will agree to you missing lessons for a driving test). Missing lessons is not
acceptable at Oxted without a viable reason. Absences for organised departmental trips, work
experience week, DoE etc. will be centrally recorded.

Mobile Phones: mobile phones and personal electronic devices should not intrude on others’
space and ability to work. Ensure that they are turned off or set to silent during lessons, assemblies
and at other similar times, unless directed otherwise by your teacher. If you want to record
homework details/deadlines etc. on your phone, please ask permission of the teacher before doing
SO.

These devices must be used quietly and considerately. If you use your device in a study area do
not share the headphones with others and keep the volume low so that other people are not
disturbed.

Personal items of value are your own responsibility. The school is not liable in cases of loss or theft.
It is common sense to always keep valuable items with you, or better still, leave them at home.

Online Safety the KCSIE (keeping children safe in education) guide has reinforced it is staff's duty
to monitor internet use and keep you all safe online. All of your computers are monitored by the
safeguarding team, anything that would be deemed as a concern will be sent to the Sixth Form
Team which we will then follow up with you. Please do not leave your computer logged on
unattended, ensure you lock your screen. If you do wish to research any personal subjects, please
do reach out for support from the year team so we can direct you to safe monitored websites.

Progress Review Evenings: are held for Year 12 and Year 13. You are required to attend with
your parents. These are held online and your parent books an appointment with the teachers of
each subject using a link to School Cloud.

Private Study: when you do not have timetabled lessons, you can work in either the Sixth Form
Group Study, the Library, departmental Sixth Form rooms, or even in the Sixth Form Common
Room.

Private Study is a vital part of your exam success: for every hour of lessons, you should carry out
an hour of private study as a minimum. In Year 12, three of these sessions are organised on your
timetable fortnightly; in Year 13, there are two sessions. You are welcome to use the Silent Study
area on your own and will be rewarded for doing so.

Peer Ambassadors: Peer Ambassadors listen to and advise younger pupils. Students in Years 7
to 9 really value your friendship, guidance and support and this is your chance to support them.
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Registration (Tutor period): Sixth Form students must attend their specified Tutor period on
two days each week. Tutor group attendance at assembly is compulsory.

Meeting your Tutor on a regular basis is a crucial element of Sixth Form life; failure to attend Tutor
period will result in the loss of your privilege to leave school early.

Revision Hub: The Key Stage 5 Revision Hub can be found on SharePoint here: Key Stage 5
Courses. It is a valuable resource that you should become familiar with as soon as possible.

Sampling Students' work: as part of our monitoring procedures, which includes ensuring you
are organised and on top of your studies, your subject teachers will take in students’ subject folders
and give the Sixth Form, and you, feedback on any improvements that could be made.

Sanctions and Punishments: We expect exemplary behaviour from our Sixth Form students.
This includes being upstanders, not bystanders. Seek help and support when you see something
in your school community that is unacceptable. The Sixth Form Team including tutors support and
encourage you to sort out issues and problems to avoid them becoming serious. Though it happens
incredibly infrequently, there have been situations where we issue sanctions such as detentions,
time in ILU, and suspensions. Concerning behaviour will

See Appendix 4 for The Cause for Concern procedures.

Smoking and Vaping: You are not permitted to smoke or vape as a student at this school. This
rule applies when you are in school, in the vicinity of school, travelling to and from school, or
involved in school trips or events. By being seen smoking in public you do serious damage to the
reputation of the school. Please do not smoke in public in front of younger students. Parents will
be notified if you fail to support us in this and are found smoking on or off site. If you want help
to quit, speak to the School Nurse.

On-line Student Tracker: during the course of each week, your teachers will log commendations
and concerns electronically on Class Charts. Where clear patterns of absence or poor performance
are evident, appropriate action will be taken to resolve the nature of the concern.

Transport: The Surrey Link Bus card information can be found here.

https://www.surreycc.gov.uk/roads-and-transport/buses-and-other-transport/tickets-and-
discounts/apply-for-a-surrey-link-bus-card

If you live in Kent, apply online to Kent County Council for a Kent 16+ travel card.

Tutor: your tutors are a specialist group of teachers who have expertise and knowledge of Sixth
Form life, tribulations, and aspirations. They are incredibly important to the school and to our
students. Sixth Form tutors do not have the same role as lower school tutors; they help you into
the Sixth Form, give you advice on how to succeed here, monitor your attendance and progress,
help you through applications for jobs or university, support your exam revision, time management
and preparation for after school. If you have a crisis, they are the first people to see.

UCAS: the Universities and Colleges Admissions Service. This will become very familiar to you
during the Summer Term and certainly into Year 13.
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Visitors: you must not invite people on to the site unless you have the permission of the Sixth
Form Team; this includes parents, friends and ex-students — we have a responsibility for the safety
and security of all students on the site. All visitors must sign in at Reception and report to the
member of staff named on the Visitors’ Pass.

Volunteering: there are many opportunities to volunteer your help and to get involved, both
inside and outside the curriculum; it is an important part of your personal development and
enrichment. Don't be afraid to offer if you see an opportunity to improve your environment or that
of other people.

Wi-Fi: you can bring in laptops, tablets and mobile phones to connect to our wireless network.
You are required to sign an agreement before being permitted use. Any personal equipment is
your own responsibility — the school is not liable for loss, damage or theft etc.

Work Experience: Work Experience is undertaken by every pupil at the end of Year 12 and
should be relevant to your plans. Some placements need a great deal of forward planning,
especially in medically related areas and media, so successful applications to prospective employers
may need to be sought months in advance. See the Sixth Form Team if you would like information
early to get started.

Yearbook: Remember to keep a photographic record of your best times in Sixth Form — the best
photos will feature in our yearbook.

Zero-Tolerance: Sixth Form students are required to follow the rules set for the rest of school,
or the agreed equivalent as appropriate. Students must:

» Be punctual to lessons and tutor period

» Be ready and equipped to learn
» Dress according to the Sixth Form dress code
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Learning Resources for Sixth Formers

Information Technology: Using your password, you can access Department and Sixth Form information
through the School Intranet. There are computers for Sixth Form use in the Library, Sixth Form Study, in the
Eden resource room and (with permission) the five main IT rooms.

The Library: this is a key resource for Sixth Formers to use for research and silent study. The Library is
often used by Lower School classes and they will be looking at the example you are setting. Obviously, you
should not eat or drink. The computers must not be used for Youtube or any other inappropriate activities.
There are 50+ networked computers with Internet access for research. There are textbooks, recommended
texts, journals and files with extra reading.

Group Study Room — in any area where sixth form students are studying, either during or after school,
noise levels should be kept to a minimum. The only exception will be at lunchtime.

Food and drink (other than water) are not allowed in the Library
Information and prospectuses for Higher Education are in the Group Study Room.
Teachers: It may surprise you, but teachers are usually extremely pleased when a student comes to ask for

help and advice or extra reading. It is seen as a sign of maturity and responsibility on your part and they
often like nothing better than to talk and discuss their favourite subject.

-15 -



Careers advice and information

Students must remain in either education or training until they are 18.

e All Year 12 students participate in a week’s work experience in July of Year 12 as well as attending
a Higher Education Conference, Apprenticeship Fair and other work related and Higher Education
activities in school

e A Higher Education Information talk is offered in the Summer term for Year 12 parents
e A Higher Education Day is held for all Year 12 during Summer Term — introducing UCAS

e An independent careers advisor from Innervate is available for pre booked interviews or lunchtime
drop-ins for one day each week

e University application and Apprenticeship clinics are offered to year 13s after school.

e Students wishing to transfer to college or an apprenticeship at the end of Y12 should seek advice
from the careers advisor, their tutor or the Sixth Form team.

e Visiting speakers come into school to talk about their own careers and personal career
development.

www.unifrog.org
A software platform which supports research into University choices and Apprenticeships

WWW.ucas.com
Main site for university application with information for students and parents.
UCAS progress gives advice and information about training in employment and apprenticeships.

www.apprenticeships.org.uk

The main website that advertises all apprenticeship opportunities.
Can be searched by geographical region or by employment sector.
Students can register to receive weekly updates.
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Appendix 1 — Approach to Learning descriptors

The Approach to Learning grade is a score between 1 (high) and 4 (low) which indicates a
student’s general approach towards their studies, with a focus on effort and learning skills.

The descriptors for Sixth form are:

1 : Exemplary
e Highly-motivated, determined learner.
e Settles to work quickly, listens attentively and follows instructions right away. Classwork is always completed
to the highest standards.
Fully able to work independently or collaboratively with others.
Successfully reflects upon their work in order to understand ways to improve.
Punctual and equipped for lessons
Student shows evidence of wider reading and research
Student notes/work is consistently up to date
2 : Good Effort
Motivated and generally resilient learner.
Settles to work, listens attentively and follows instructions. Classwork is completed to a good standard.
Works independently or collaborates with others when required
Can reflect upon work and generally knows how work can be improved.
Arrives on time and lack of equipment is a rarity.
Student shows evidence of some wider reading
Student notes/work is mostly up to date
3 : More Effort Needed
e Shows some resilience and motivation, though needs to show more courage to persevere with challenging
work.
e At times can be slow to settle to work in lessons. Classwork is completed but not always to the best of their
ability.
Independent work and collaborative work is completed after being prompted.
Accepts advice but rarely seeks it and reflection on work can be forced.
Requires improvements in organisation of equipment and folders.
Student punctuality to lessons needs to improve
e Little evidence of wider reading or independent working at home
4 : Concern
e Levels of commitment and motivation are rarely evident.
Slow to settle to work in lessons and instructions often need to be repeated before being followed.
Independent work is minimal and collaborative work can be a struggle.
Sees learning as something forced upon them and finds reflecting upon their work difficult to do.
Classwork is rarely completed.
There is a lack of equipment or books in most lessons.
Attendance/Punctuality is a concern
No evidence of wider reading
Poor quality/filing of work/folders.
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Appendix 2

Change of Course / Course Dropping Form

Name: Tutor Group: Date:

Course you are stopping

Date of final lesson

Reason

Teacher/HoD Signature:
Name:

Parent/Carer Signature:
Name:

Head of Year/Head of Signature:

Sixth Form Name:

Course you are starting

Class code

Teacher/HoD Signature:
Name:

When the form has been completed and signed, please return it to the Sixth Form office
immediately so the change can be actioned.

For Office use

Date form returned Repeat Transferred Withdrawn

Circulation list:

Data Office Curriculum Assignment amended
Course Manager amended
Reports

Exams office Exam entries
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Appendix 3

Oxted Sixth Form
Planned Absence Permission Form

If you are aware of a planned absence from lessons please get this form signed by your tutor and teacher
for the period/s you know you will not be at school. Once the form is completed, take this form immediately
to the Sixth Form office so that your planned absence can be recorded and not count against you as an
unauthorised absence.

Student name:

I am asking for permission to miss your lesson on:

I am asking to miss the lesson because:

O

Medical / Dental Appointment

O

Interview / University Open Day

Family Event: Please specify

School Event: Please specify

Other: Please specify

I will catch up with all work missed.

Period Subject Teacher Signature

Registration

1

2
3
4
5

The teacher may choose not to give permission if they wish.

Signed by student and @ parent...........ccoove e date ..............
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Students fails to work in line with expected
Sixth Form Standards

Appendix 4

Cause for Concern Procedure

Departmental Monitoring and
Support/Intervention:

Logged on
ClassCharts

Subject teacher
Key Stage Lead

Student is 1-2 grades or more below target v' Student Contract- 2-3 Targets Email/Phone Call
in formal assessments for 4-6 weeks. home
Students CWG and progress gives cause for V' Intervention groups Student Contract
concern v’ Period 6
v/ 1:1 Mentoring
v' Wider reading
v Past papers/additional tasks
set
v' Meeting with parent
2. Minimum of 4 interventions must
be evidenced before progressing to
stage 2.
3. Inform Sixth Form Team for
information only.
Continued failure to respond to stage 1 1. Meeting with student, parent, teacher, Logged on e Subject teacher
targets HOD/HOF and SLT link to agree updated ClassCharts e  Head of
Continues to work 1-2 grades or more below student contract. 2-3 targets for 3-4 Email/Phone Call Department/Facu
target despite intervention weeks. home Ity
2. Inform Sixth form team Student Contract e  SLTLink
Meeting Minutes
Failure to respond to stage 2 targets 1. SLT link/Deputy Head of Sixth form, SLT Logged on e Head of Sixth
Student continues to be significantly below and HOF meet with student and parents. ClassCharts Form
target 2-3 targets 2-3 weeks. Email/Phone Call e Head of Faculty
Actions: home e  SLTLink
»  Directed private study time in the library Student Contract
»  Student Mentored by Sixth Form Meeting Minutes
Team/SLT
» New contract
Student remains a serious cause for concern 1. Subject change Logged on e  Head of Sixth
despite all the support offered at previous 2. Change of Entry- A2 to AS ClassCharts Form
stages 3. Onlyin extreme circumstances, removal Email/Phone Call e  Head of School
from course (authorised by Head home e  SLTLink

Teacher only).

Meeting Minutes




Area Level Cause Action Documentation Person responsible
Attendance | Stage
1 e If astudent reaches 6% of unexplained 1. Email sent to student, parent and tutor e Loggedon e  Sixth Form
absence 2. Target of 5% or less unexplained absence attendance tracker Manager
set for 4 weeks e  Emailed home e  Tutor
Stage
2 e  Continued failure to respond to stage 1 1. Student meeting with Sixth Form e loggedon e  Sixth Form

targets
Attendance is below 90% across all subjects

Manager

2. If necessary, parent meeting with Deputy
Head of Sixth Form

3. Target of improvement to 95%
attendance

attendance tracker
. Emailed home

Manager
e  Deputy Head of
Sixth Form

Failure to respond to stage 2 targets
Persistent truancy across more than one
subject

Attendance is below 85% across all subjects

1.  Sixth form SLT link meet with student
and parents, agreed written targets and
timescale for improvement

Possible actions as result:

»  Directed private study time

»  Student Mentored by Sixth Form
Team/SLT

»  Review meeting within two weeks

. Letter to parents
and student with
written targets

e  Directed Study
Timetable

e Head of Sixth
Form
e  SLT Link

4 weeks of absence (authorised or
unauthorised).

1. Student will be off-rolled and asked to
leave.

. Parental Letters

e  Head of Sixth

Form
e  Head of School
e  SLT Link




Breaking the sixth form dress code

Verbal Warning (if minor)
SLT Detention

Internal Isolation
Suspension

Parents Informed
Contract

Logged on sixth form tracker

Sixth Form Team

Any form of dangerous or reckless driving on
school site.

Speeding

Inappropriate use of the carpark

vk wnNe

No

Verbal warning (if minor)

Sixth Form Detention

SLT Detention

Loss of frees and contact home

Banned from driving onto school site and
contact home

Internal Isolation

Suspension

Parents Informed
Contract

Logged on sixth form tracker

Sixth Form Team

Poor behaviour in and around school
Inappropriate behaviour in the sixth form areas
Misuse of sixth form equipment/sports areas

Disruption in lessons

vk wnN e

Verbal Warning (if minor)
Sixth Form Detention
SLT Detention

Internal Isolation
Suspension

Parents Informed
Contract

Logged on sixth form tracker

Sixth Form Team

Smoking or vaping on school site/carpark

vk wh e

Sixth Form Detention

SLT Detention

Loss of frees and contact home
Internal Isolation

Suspension

Parents Informed
Contract

Logged on sixth form tracker

Sixth Form Team

Refusal to wear a lanyard
Consistent lack of lanyard

Rude or arguing with staff regarding lanyards

=

oA wWN

Verbal warning/asked to collect from
sixth office

Sixth Form Detention

SLT Detention

Loss of frees and contact home
Internal Isolation

Suspension

Parents Informed
Contract

Logged on sixth form tracker

Sixth Form Team







Appendix 5

‘Bring Your Own Device (BYOD)’

Sixth Form students are now able to bring in laptops, tablets and mobile phones to connect to our
wireless network. Please read the following important information. You are required to sign an
agreement before being allowed to use the connection.

The use of the wireless is for educational purposes only, it is not for general entertainment.
Only students who have accepted these terms will be granted authentication to the wireless.
You may not share you login details with others. If you do, you will be banned.

The wireless network is restricted to web access only. You will not be able to connect directly
to any internal resources, other than Home Access Plus (for your documents and shared
drives), the Intranet and Email.

Websites are filtered and access is logged. Access rights may differ from the school desktops
experience.

There is no guaranteed coverage or connectivity speed when using the wireless. If you find
a ‘not spot’ you may report it to the Tech Office, but we may not be able to increase coverage
to that area.

Internet speeds are restricted on the wireless network to protect the majority of the school,
which shares the same connection.

We reserve the right to modify, temporarily or permanently withdraw part or all of the service
without notice or warning.

The wireless network may be subject to breaks in service for maintenance and upgrades as
it is still under development.

We cannot accept responsibility for the safety and security of any personal devices. You bring
them in at your own risk. We intend to provide a small number of lockers, which are on a
daily, first come first served basis. Keys must be left in the lockers when not in use.

You must ensure that any device has an up to date virus scanner installed (where possible),
security updates are maintained and free from any malware, hacking or malicious software.
We make no guarantee that your device will not be affected by other 3 party rogue devices,
which is why you must ensure your device is secure with anti-virus, firewall and anti-malware
apps.

iOS ‘Jailbroken’ or Android ‘rooted’ devices are not welcome on the BYOD network.

Older devices may not work on the wireless network.

Apps on newer devices may not conform to support the security in place and as such, we
cannot guarantee all applications will acquire an internet connection on the device.

We offer no support for hardware, software or configuration issues for personal devices. Nor
can we be held responsible for any issues which arise from the use of the wireless service.
If we deem you are misusing the service, you may be banned from using the wireless service
for a short period of time or permanently.

Attempted hacking of the school’s network will result in further serious consequences.

Any attempted illegal use, hacking or unauthorised use will result in your details being passed
to the relevant authorities.



Appendix 6
Sixth Form Standards Policy

Sixth Form Standards are a straightforward system of expectations and consequences which can be easily
understood by students, staff and parents.

The aims of Sixth Form Standards are:
e To promote academic achievement

e To promote responsibility for independent study and good study habits (including attendance,
punctuality, completing work on time, high quality note taking, independent study and revision, and
performance in tests)

e Commitment to all elements of the programme of studies
e To encourage personal development with increasing responsibility and self-discipline

e Commitment to co-curricular activities and involvement in the wider life of the school and local
community

e To provide a structure which challenges, monitors, rewards and supports performance across these
objectives

There are four standards which set out the school’'s expectations of Sixth Form students:

1 Attendance

2 Punctuality

3 Academic Study
4 Behaviour

Students who consistently meet the Standards will invariably make greater progress within the Sixth Form.
Those who fail to meet the Standards will have appropriate sanctions and monitoring enforced. In all such
cases, failure to meet Standards goes onto a student’s record. Students who fail to meet the Standards are
challenged and supported by a more structured regime, including mentoring and directed study. We may
inform parents when Standards are not met and we will also use the Standards within regular reviews
discussions.

Standard 1 — Attendance
In order to succeed in the Sixth Form you need to be present. Your attendance must be 96% or better.

You should also consider whether your lifestyle is leading to absence: are you getting enough sleep,
exercise, eating well? If your choice of lifestyle is adversely affecting your ability to study and participate in
the routine of school life, then you have a problem which needs to be resolved. What are your priorities?

You are required to attend:

Tutor time twice weekly

All time tabled lessons

Directed study periods if required

Tests, assessments and examinations as required

Assemblies as required

Formal tutorials, interviews and themed days as required
Destination days (higher education/employment focus) as required



You are strongly encouraged to get involved in extra-curricular activities. While these are voluntary, there is
a common courtesy which demands that you honour commitments made to a team or activity and attend
the necessary training, meetings or rehearsals.

Requests for time off

If you know you are going to be absent from school you must request permission in advance from the Head
of Sixth Form. You should try to arrange doctors’ and dentists’ appointments and driving tests out of school
time, though we understand that this is not always possible.

Unauthorised absence

It is not acceptable to take time off school to complete coursework or to prepare

for exams without the consent of the Sixth form team or doing a time of formal study leave. As with all such
matters in Sixth Form, you must have the courtesy and maturity to negotiate with the Sixth form team if
there are particular reasons why you think you should be exempted from rules and expectations.

Unforeseen Absence
If you are absent from school your parents must phone- the School’s attendance line on the first morning of
absence before 8.45am or they can email attendance@oxted.thpt.org.uk

Attendance records
Attendance records are monitored closely and focus on registration and attendance to lessons.

Standard 2 — Punctuality
You must be punctual for Form time sessions.
You must be punctual for classes. This means being in the classroom for the beginning of the lesson.

If you are late, you ensure that you apologise for your lateness and do not simply enter the room and sit
down.

If you are late without a reasonable excuse, the teacher may refuse to admit you. They have every right to
do this if they wish. This is to allow lessons to start promptly and not be interrupted. If you are refused entry
to a lesson you must go to an appropriate study room for the remainder of that period. You should make it a
priority to see your teacher immediately after the lesson to apologise.

You must be punctual for study room periods. You must arrive in the study room on time for those
periods you are required to attend supervised study. It is no more acceptable to arrive late to the study
room than it is to arrive late for a class.

The courtesy of punctuality also applies to assemblies and meetings that you are required to attend — even
Parents Evenings. Developing outstanding punctuality is an essential attribute for life after Sixth Form.

Standard 3 — Academic Studies

One of your main priorities at school is your studies. This means attendance at and participation in
lessons, being fit for school, being properly prepared, completing homework assignments, pursuing
independent study and revision, using study periods wisely, meeting coursework deadlines, and revising for
exams. The school expects you actively to contribute to your own success and not simply come into school
and be spoon-fed by teachers. In our experience successful Sixth Form students:

Are well prepared for class (this means going over material from the previous lesson the night before,
knowing what needs to be known, and feeling confident with skills that have been taught, being one step
ahead in the textbook).

Participate actively in lessons (ask questions, volunteer answers, listen to what others have to say,
contribute to debate).


mailto:attendance@oxted.thpt.org.uk

Take good notes (well organised by headings and subheadings according to the course syllabus, with
enough detail to make sense when revising many months later, with cross references to textbooks and
hand-outs).

Have well organised folders (including your own notes and hand-outs from teachers).
Use your homework diary to plan your work and know when deadlines are.

Have a copy of the course/exam syllabus (kept in the front of the subject folder), know what needs to be
covered and check-off topics as they are completed in class.

Do 5 hours of independent study for each subject each week.

Use the study room time well (know what work you want to do each time you are in the study room and
stay focused so you achieve it) and use the study room beyond your required hours for additional
independent study.

Complete homework assignments properly and on time (having a clear schedule for work at home).
Meet coursework deadlines

Revise for tests and exams (knowing when they are and planning a proper revision schedule, creating
revision cards or notes, obtaining and doing past paper questions, specifically seeking the teacher’s help
with areas of weakness, attending optional revision classes)

Take an interest in their chosen subjects beyond what is required (which in practice means reading a
book or two or following up some topics out of interest — this is particularly important when it comes to
writing your UCAS personal statement).

Know your target grades, understand what you need to do to achieve your target grades (make sure you
have the grade criteria) and regularly review how you are doing.

You should also consider buying a few suitable books or journals in your subjects, guided by your teachers.

Continuation into Year 13
To continue into Year 13 and continue your A- level courses, you are required to have achieved ideally at
least a grade D or a pass at BTEC in each of the subjects you are studying.

Standard 4 — Behaviour

Our aim in the Sixth Form is to promote a high degree of autonomy, self-discipline and responsibility. If you
meet the Sixth Form Standards, you will find you are given more autonomy and freedom to arrange your
studies and school life. Sixth Form is halfway between school and university or work and we aim to treat
you as a young adult. In most things we deal with you directly rather than with your Parents — you are given
the opportunity to take responsibility for your own actions and decisions. In particular, we expect you:

To be fit for study. This means looking after yourself so that you have the energy and health, both mental
and physical, for school. You need to achieve a sensible balance between school life and your social life,
any part-time work you undertake, family commitments and any activities you do. You cannot party late on
a Sunday night and expect Monday lessons to be worthwhile. If your teachers notice that you are not fit for
school, the Head of Sixth Form will discuss the situation with you and may monitor progress — if you are
frequently unfit for school there will be little point in you continuing.

To have a positive and purposeful attitude to your studies and school life.

You have chosen to join the Sixth Form knowing that you will have greater freedom than younger pupils but
not as much freedom as you might have at a college of further education. There will, of course, be some
aspects of the school you do not particularly like but we expect you to go along with them for the
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common good in order to benefit from the things you value. This is how a community works. There has to
be give and take and we invite you to have a constructive attitude that is supportive of Sixth Form
standards and expectations.

To negotiate situations not avoid them. This is what maturity as a Sixth Form

student is about. If situations arise, or demands are made of you which you do not like, do not run away
from them — speak to the people concerned and see if a compromise can be reached. If necessary raise
the problem with your Tutor or Head of Sixth Form. The worst thing you can do is not show up when you
are supposed to do so. Act responsibly and you will find that staff will respond positively.

To be courteous and considerate to those around you. This includes teaching and support staff, your
fellow Sixth Formers, younger pupils, and visitors to the school. Good manners cost nothing and make all
of our daily lives so much more pleasant.

To notice when things are not the way they should be. You are now a senior member of the school
community, your community. Notice when things are not right and take the initiative to put them right
(whether this means picking up a piece of litter or intervening when younger pupils misbehave).

To have high standards of behaviour outside school. Oxted School has a very good reputation.
However, people judge that reputation easily on the behaviour of our students outside school. One or two
thoughtless or irresponsible acts by a minority can cause real difficulties. As a Sixth Former your behaviour
should be exemplary. You are an ambassador for the school.

To take on a service or leadership role in the school. A key characteristic of our Sixth Form is serving
the school community. As part of the responsibility you take on as a member of Sixth Form, we hope you
will offer your time and energy to some area of school life. This might be an ongoing activity or it might suit
you better to offer help from time to time with particular events.

Misbehaviour

The behaviour of Sixth Formers is generally excellent. Most problems are dealt with by a quiet word and
explanation of what is expected. However, if you behave in an unacceptable way that is harmful or
offensive to others, or disrupts the good order and discipline of the school, you must expect disciplinary
action to be taken against you. Sanctions include study support after school, withdrawal of study periods,
report, internal seclusion and even exclusion.

Smoking

You are not permitted to smoke as a student at this school. This rule applies when you are in school, or
travelling to and from school, or involved in school trips or events. By being seen smoking in public you do
serious damage to the reputation of the school.

Mobile phones

You may bring your mobile phone to school. However, you must ensure it is switched off or silent during
lessons, assemblies and at other similar times. You may use your mobile in the common room or
immediately outside the Sixth Form area but must not use it classrooms (unless with support of your
teachers and for educational reasons), or inside or around the school buildings in front of younger pupils.

Disrespect for school property / vandalism. This also includes:

Lack of care for department resources & lack of care for the common room

and student facilities. In some circumstances students will be given the opportunity to rectify / pay for
damage caused. In more serious circumstances, parents will be informed and students may receive a
fixed-term or permanent exclusion.

Violence, bullying — verbally or physically threatening behaviour towards

other students or staff or endangering the health or safety of other students

or staff in any way.

Depending on the seriousness of the incident, students may be involved in a discussion with their parents,
tutor and Head of Sixth Form and possibly the police. In more serious incidents, or after an accumulation of
incidents, students may be given a fixed-term or permanent exclusion.
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‘Cyber-bullying’

Students are advised to be aware that inappropriate text messages, use of emails, ‘Instagram’, ‘Facebook’,
‘Youtube’ and so on will be construed as bullying and will be dealt with in exactly the same way as any
other form of bullying or threatening behaviour. Students’ ICT usage will be monitored and any form of
misuse or breaches of conduct will be dealt with in accordance with the school’s ICT cyber-bullying policy.

Racist, sexist, homophobic behaviour of any kind

Depending on the seriousness of the incident, students may be involved in a discussion with their parents,
tutor and Head of Sixth Form. In more serious incidents, or after an accumulation of incidents, students
may be given a fixed term or permanent exclusion. Students must also be aware that their choice of
language, even when joking, may be considered offensive or upsetting to others and may be construed as
racist, sexist or homophaobic.

Sixth Form Dress Code

School and education is a serious business and although you do not wear school uniform — you still have a
Sixth Form Dress code that requires you to dress appropriately while in school and this includes wearing
your identification lanyard that is essential for our safe guarding arrangements at the school. You can
expect to be strongly challenged if you fall below the standards that we set out.






