
1. 96% attendance at least. Absences should be notified 

by parent/carer before 8.30am 

2. Punctuality.  

3. All homework should be completed on time. Students 

without homework will not be permitted into the 

lesson 

4. Adhere to the dress code. No hats, coats or scarves to 

be worn indoors. Always wear your lanyard 

5. No mobile phones out around the school site 

6. Respect the Study Zones at all times 

7. No smoking or vaping anywhere near the school site 

8. No medical appointments or driving lessons to be 

made in the school day 

9. No holidays to be taken during term time 

10. Always act as a mature role model  

 

Our 10 Key Expectations 

 

Colonel Frank 

Seely Academy 
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Student Guidelines  



Life as a Sixth Form student 
 

Introduction 

 

Welcome to Sixth Form life at Colonel Frank Seely Academy Sixth Form, part of the 
Redhill Academy Trust.  We wish you a very successful academic year ahead. In order to 
make sure that everything runs smoothly, it is important that everyone has a clear idea 
of our expectations for Sixth Form students. 

 

Students must acknowledge that they are the most senior student members of the 
school.  With this in mind, Sixth Form students will be expected to uphold the highest 
standards, both in the manner in which they conduct themselves and in their approach 
to study. It is important to act with the right level of maturity at all times, making sure 
that younger (sometimes easily-influenced) members of Colonel Frank Seely Academy 
can look to the Sixth Form for positive role models. 
 

A student’s primary objective of being in the Sixth Form is to gain experience and 
qualifications that will set them up for a successful future ahead. They must work 
consistently, conscientiously and industriously from the start.   A responsible attitude 
towards attendance at lessons is essential, as is a reliable attitude to the completion of 
work on time. 
 

There are many advantages to being a Sixth Form student at Colonel Frank Seely 
Academy. Classes will be smaller than in Year 11 and more individual attention can be 
given by the classroom teacher. Students are treated as young adults who have a vested 
interest in their own futures, taking part in the educational process as active partners.   
 

Finally, please do make sure you enjoy your time here. As well as working hard in your 
chosen subjects, it is important to embrace opportunities to be part of the wider life of 
the Sixth Form. Look out for other opportunities on offer to further your learning in a 
range of different ways. Think about how positions of responsibility will help to build up 
an impressive CV. Above all, get involved.  

 

Mr S. Fay   
Head of Sixth Form 

 

Lanyards 

As an important safeguarding requirement, students must wear 
their lanyards at all times whilst on-site. This is essential in order 
for students to be able to access the site and attend their 
lessons. Students arriving without lanyards will be sent home to 
collect their lanyards. 

 

Mobile Phones 

Students are asked not to use mobile phones in main school in order 
to be consistent with the rules for Years 7 to 11. Please refrain from 
using a mobile phone in assembly, tutor periods and lessons. The 
Academy retains the right to confiscate mobile phones should a 
student fail to comply with this policy. 

 

Senior Students 

Year 13 affords students the opportunity to undertake student leadership roles. These 
prestigious positions include the roles of Head Boy and Head Girl, which are interviewed for 
in the Summer Term. Duties include representing the school 
at high-profile events as well as taking a lead in the running 
of Sixth Form committees. 
 

Student Voice 

Student Voice is central to the way we work in Colonel Frank 
Seely Academy Sixth Form and students are encouraged to 
become involved in a number of ways: 

1. Student Ambassadors for each subject represent the 
views of their peers in our annual interviews centred on 
Teaching & Learning. Questions also focus on the input of 
the students in terms of contributions to discussions as 
well as independent learning. 

2. Students complete an annual ‘Student Course Evaluation 
Questionnaire’ based on the Sixth Form webpage for 
each subject studied. Data from this is then fed back to faculties. 

3. A student committee which helps to decide how the Sixth Form is run. Typical issues 
include the day-to-day running of the centre as well as the organisation of charity, 
sporting and social events. 



Dress Code 

Students are expected to follow a dress code which can be described as ‘smart casual’. Make 
sure that you adhere to the requirements below: 

 

1. Students must wear their lanyards at 
all times whilst on the premises 

2. Shorts must be smart and worn just 
above the knee. (No hotpants or 
denim shorts) 

3. No strappy vests / dresses or tops 
that reveal underwear or midriffs 

4. No baseball caps 

5. No outdoor clothes are to be worn 
when in a lesson, particularly coats, 
hats and scarves 

6. No excessive piercings 

As an academy we reserve the right to decide what constitutes reasonable limits in this 
matter. You may be asked to return home to change if it is deemed necessary. 

 

Use of the Sixth Form Centre 

William Lee classrooms are  devoted exclusively to the teaching of A-level subjects.  They should 
be kept clean, tidy and free of rubbish at all times for the benefit of all. 

The Study areas and classrooms are to be 
used for work during study periods and 
contains both work tables and computers 
for this purpose only. Students are 
expected to maintain a working 
atmosphere, using study time effectively.  

Likewise, students using the Study Centre 
during break and lunch are responsible for 
making sure that high standards are 
maintained. This includes making sure that 
furniture and the area around the water 
cooler are kept clean and tidy. Always use 
the appropriate bins for recycling and general waste. 



Tutor Groups 

Tutor time is 10:50am—11.10am. The Sixth Form tutorial week is outlined below: 

 

 

 

 

 

 

Administration  
For administrative help and assistance please come to the Sixth Form reception.  
 

Assembly and Tutor Time 

Attendance to all tutorials and assemblies is compulsory. This forms part of the guided 
learning hours. You are expected to attend everyone. A register will be taken also this time 
and the data will form part of regular student attendance reviews. There is also an 
expectation that during the year all students will be involved in  the delivery of an assembly  
and the mentoring  of students in years 7, 8 and 9. 

Study Periods 

Students who make best use of their study time are the ones  who achieve their potential.  

Therefore study periods will be supervised when possible and students will be directed to 

study in certain rooms or areas. 

  Monday Tuesday Wednesday Thursday Friday 

Year 12 
Tutor Time /News 

Quiz 

Tutor 

Time/ 

sKILLS 

Tutor 

Time/clubs 
Assembly 

Mentoring  

Year 7 

students 

Year 13 
Tutor Time/ News 

Quiz 

Tutor 

Time/

sKILLS 

Tutor 

Time/clubs 
Assembly 

Mentoring 

Year 8 or 9 

students 

Year 12 

12.1 12.2 

Tutor Tutor  

Room  WL3 IT4 

Year 13 

13.1  13.2 

Mrs  Sloan Miss Rezaei 

Room WL1 wl2a 

 

Reports 

Students will receive three Progress Reports during the academic year, along with a more    
This data will help form the basis of mentoring discussions with Sixth Form tutors. 

 

Parents’ Evenings 

Year 12 and 13 Parents’ Evenings provide a valuable chance to meet face-to-face with 
subject teachers and the Sixth Form Team. Appointments with staff can be made by using 
the online Parents’ Evening booking system. 

 

Communication 

Regular communication between Sixth Form staff and students is essential. Please note the 
following methods and check regularly: 

 Sixth Form noticeboard — Updated daily and located in the foyer 

 E-mail—Students are expected to provide a current e-mail when enrolling in September 

 Sixth Form webpage—Updated with news, contact details and information on university 
and careers 

 Instagram—@cfsasixthform 

 Show My Homework—Also available via the CFSA website 

https://showmyhomework.co.uk 

 

Employment 

Research has found that paid part-time employment can have a significantly negative impact 
on examination results if a student works too many hours. This could amount to as much as 
one grade if a Year 12 were to work over 12 hours a week and 6 hours a week for a student 
in Year 13. With this in mind, we ask students not to exceed this in order to give them the 
best chance of success. 

 

Work Experience 

Gaining valuable work experience is essential for students’ progression, therefore students 
are given a week off timetable to pursue a work experience placement of their choice near 
the end of Year 12. Students will be guided through this opportunity. 



Common Deadline 

All Sixth Form students work towards the Common Deadline in September in order to 
demonstrate suitability for A-level studies. Students will receive a piece of work from all 
subjects / teachers which needs to be completed by a date agreed by teaching staff. Data is 
then collected centrally and used to help identify students who are settling well, but equally 
those for whom Sixth Form is not the right place of study. Teachers will also discuss Common 
Deadline performance with students in lessons. 

Support and academic underachievement, 

We are sure that most students will work to the best of their ability and conduct themselves in 
a mature and sensible manner. If a student fails to meet the required  academic standards in 
the Sixth Form, however, sanctions and extra support is sometimes necessary in order to help 
them achieve The Academy’s structure operates a staged response which is outlined in the 
table below: All disciplinary matters follow the colleges procedures.  

 

Level Trigger Response 

Mentor 
Sessions 

Tracking shows students 

are underachieving sig-

nificantly  in one or more 

subjects.  Or a number of 

concerns  3  or more are  

recorded on Simms  

Tutor will conduct a mentor session and complete a back  on 

track form. This will  help establish the cause of the concern 

and appropriate actions are put in place.  

 

LEVEL 1 

Tagetted 

report 

(2 WEEKS) 

As above but no pro-

gress or little progress 

has been made on 

grades or  no action has 

been taken from the 

initial mentor session 

Tutor a will issue a report  in which pupils will be given fort-

nightly targets to  achieve.  

Tutor will monitor student  during the course of the week 

A letter will be sent home to parents.  

LEVEL 2 

RED 

REPORT 

(2 WEEKS) 

As above but no progress 

or little progress has 

been made on grades or  

no action has been taken 

to readdress issues 

raised .   

Head of Sixth Form will meet with student to issue a class 
report as well as  fortnightly targets  

Head of Sixth Form will monitor student everyday each day . 

A letter will be sent home to parents. Other sanctions put in 
place may include compulsory subject intervention and com-
pulsory classes 

LEVEL 3 

CONTRACT 

 

As above but could also 

include failure of subject 

during end of year or 

mock exams.   

Parents will be invited in for a meeting 

Strict targets will be put in place  which must be adhered to  

Failure could lead to termination of courses. 

Attendance and Entry Policy 

Students are expected to achieve a minimum of 96% attendance in order to remain a  Sixth Form 
student. Holidays during term time are not permitted and will not be authorised. 

Mrs  Pears (Attendance) must be informed on the first day of any absence either by telephone or 
email. Parents/Carers need to contact the School before 8.30am. If a student needs to leave 
school for any reason then they must seek permission from the Head of Sixth Form. 

All medical and dental appointments should be made outside of the school day. If for any reason 
an appointment is made within school time, an appointment card or prescription must be 
produced otherwise the absence will be marked as unauthorised. The same policy is also extended 
to driving lessons, however, students who are taking their tests are recorded as an authorised 
absence as long as they inform The Head of Sixth Form beforehand. 

If a student has a planned absence then  please let  the tutor, Head of Sixth Form or Sixth Form 
Student Support know  as soon as possible 

Punctuality 

All students are expected to be punctual to every lesson. Lateness will be dealt with as a 
serious matter. 

Workload and Homework 

It is important to treat your A-level studies as a full-time occupation in order to keep on top 
of your workload. Students are encouraged to be proactive about their own time-
management right from the beginning of the academic year. If you are struggling to maintain 
good study habits at any time, make sure you bring this up during mentoring sessions with 
your Sixth Form tutor so that you can get the right support. 

Students are also expected to work hard outside of school hours and must remain organised 
in relation to homework and assignments set. Staff endeavour to space out work, but 
invariably students may feel overloaded at times and must approach staff before deadlines in 
order to iron out any issues. Students are expected to complete one hour of independent 
study for each hour of class study, which equates to four hours per subject per week as a 
minimum.  

Failure to complete homework could lead to teachers refusing student entry to lessons until 
it is done to the required standard. If there is a valid reason for non-completion of tasks, it is 
the student’s responsibility to communicate with the subject teacher before the lesson.  

Community hours 

All students are expected to become involved in some aspect of school life. Students will be 
expected to do two hours during a week which are compulsory and they will be registered 
for. This could be helping out in a lower school lesson or mentoring session after school. 
There are a range of opportunities on offer that will allow you to develop your own skills and 
character.  

 



Study Periods 

Students will receive a number of study periods (non-teacher contact periods) per week, during 
which they are expected to organise their time effectively. But students must use the registration 
system outside the Sixth Form Reception or Library to indicate where they are studying. Prefera-
bly however, students should use the following study zones: 

 

Green, Sixth Form Eco Room . Register at WL Student Reception. 

Amber, Sixth Form Study Centre and rooms. Register at WL Stu-

dent Reception. 

Red, Learning Resource Centre (Library). Register at Main School 

Library desk. 

 

 

 

ECO Room— WL 

 

 

 Silent Study 

 Food 

 Drinks in sealed 

containers  

 Wi-fi 

 iPods/mobile phones 

with headphones 

X No group chat 

X No mobile phone calls 

Study Centre — WL  Group work 

 Drinks in sealed 

containers 

 Wi-fi 

 iPods/mobile phones 

with headphones 

 

IT4 and Library sixth form 

study                   area in the 

Library 

 

 Quiet Study area 

 I pods/mobile phones 

      With headphones 

 

 No food and drink 

 No mobile phone use 

 

Getting Organised 

It is important that students start their A-level studies as they mean to go on. Below is a list of 
items Colonel Frank Academy deems to be essential in order for students to function 
effectively as successful learners. It is the student’s responsibility to ensure that they have 
purchased these items ready for the start of the school year, alongside any other items 
recommended by subject staff. 

 

General Equipment Checklist 

 Pencil case 

 Pens 

 Pencil 

 Pencil sharpener 

 Highlighters 

 Rubber 

 Ruler 

 A4 lined paper 

 Folder for each subject with dividers for each topic 

 Revision guide (where applicable) 

 

Students who are struggling with the cost of these resources may qualify for a 
bursary—please enquire at the Sixth Form Reception for further details. 

 

Planners and Show My Homework 

Students are also issued with a personal log-in to Show My 
Homework and are expected to use this system to check 
homework tasks.  Teachers post homework and deadlines on 
the system which students can then access on their mobile 
phones, tablets, laptops or PCs. Alerts are automatically sent to 
inform students of set tasks. 

 

 

 


