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PRINCIPAL'S WELCOME
Dear Student

Welcome to a new year of study. Whether you are joining us for
the first time or returning to complete your second year, we hope
that you have an enjoyable and rewarding year. Everyone at the
College wants you to be successful, and we will do all we can to
help you to achieve personal growth and happiness and to realise
your ambitions.

For new students, the Student Planner provides important
information to help you settle into College life more quickly. Your
Tutor will discuss the contents of the Planner with you during the
induction period.

The Planner also contains information to which both new and
returning students may need to refer at different stages of the
year; for example, the Coursework Policy.

The Planner, if used properly, will help you to organise your time,
to work productively and to make the most of your time at the
College.

Do try to involve yourself fully in the life of the College and take
advantage of the many enrichment and social activities that are
provided. | wish you every success in the next stage of your
studies.

f’j () '

Mrs Linda Sinclair
Principal
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STUDENT COUNCIL

Welcome to Hills Road from the Student Council. The Council is a
group of people who have been elected by the students at College
to represent you. An executive committee is voted for every year,
whose members are responsible for voicing the students’ views.
Our aim is to serve the student body in a variety of ways but all
with the focus of supporting the interests and beliefs of those at
Hills Road. In order to make everyone’s time at Hills Road as
enjoyable as possible, we keep in touch with student issues and
listen to what you have to say.

At the beginning of your two years at College students contribute
£10 to the Student Fund. The Student Council uses this to
enhance social areas, run various events and support the
activities of different student run clubs, societies and sports teams.
Grant request forms are available by emailing the Treasurer.

Social Events: The Student Council organises social events.
These events are hugely successful and a great opportunity to
meet your peers. They are not to be missed! For more information
on social events, please contact the Social Events Officer, Sarah
Rosen.

Welfare : Our active welfare team is dedicated to the
maintenance and improvement of the general well-being of the
students; for more information contact the Welfare Officer,
Russell Harding.

NUS Cards: The Student Council will let you know how you may
get the NUS discount card and access to other services. If you
would like the Council to get involved with a particular NUS
campaign, or simply to find out for information about the NUS
discount cards, you can email the NUS officer, Daniel Parkes.

Charity Events: Throughout the year there will be a range of
events supporting both local and national charities, identified by
the Charities Officer, Cornelius Harding, and then chosen by a
vote of the student body. On event days there will be opportunities
to sponsor staff and students doing a variety of activities. There
will also be ways in which you can get involved and help raise
money for good causes.



Meetings: We hold weekly meetings in our office at the end of the
Hub to discuss smaller College issues, with meetings every half-
term for larger matters. This general meeting involves all tutor
representatives (although anyone is welcome) and is an ideal
opportunity for feedback either way, with reports from various
members of the Council. You will receive an agenda prior to the
meeting and there will be an opportunity to contact the secretary,
Maltilda Reith, should you wish for any items to be added.

How to Contact Us: Communicating with the Student Council is
easy and can be done by emailing Student Council 11 on the
email system, phoning us on 01223 247251 ext. 1320, coming to
see us in our office in the Hub or by emailing an individual officer.
We communicate with you in a range of ways: the News Channel
and the Student Council intranet site and TV screens around

College.

If you have any concerns or wish to express any ideas to the
Council, feel free to contact the committee or its members, and we
hope you enjoy your time here. Stay classy Hills Road.

Council Members:
Chair

Vice Chair

Treasurer

Secretary

Charities Officer

Social Events Officer
NUS Officer

Societies Officer
Welfare and Equalities Officer
Environment Officer
Communications Officer

Christian Brighty
Claire Holzer Fleming
Izzy Kirk

Matilda Reith
Cornelius Harding
Sarah Rosen
Daniel Parkes
Maryska Grant
Russell Harding
Richard Lawler
Sam Allen



Useful websites and telephone numbers
General Information and Support

www.studentsupportdirect.co.uk; www.education.gov.uk
www.lifelonglearning.co.uk/cdl; www.ucas.com;

Safeguarding: this link is to the County Council’'s website
www.cambslscb.org.uk/children.html

Bullying

Beat Bullying Clic : www.bbclic.com

Childline: www.childline.org.uk; 0800 1111
Connexions: www.youthoria.org 080 800 13219

General Health Matters

SHAC: www.addenbrookes.org.uk; 01223 217774

Cambridge walk-in centre for emergency, pregnancy testing,
sexual health advice

Contraception & Sexual Health Charity FPA:  www.fpa.org.uk
Eating Disorders Association ; www.b-eat.co.uk; 0845 634
1414

National Self-Harm Network: www.nshn.co.uk

Brook Advisory service (confidential advice for und er 25s)
www.brook.org.uk 0808 8021234

Drugs and Alcohol

Cambridge Drugs and Alcohol Action Team:
www.cambsdaat.org Tel No: 01223 699680
Drinksense: www.drinksense.org; 01733 555532

Local support

Centre 33: www.centre33.org.uk; 01223 316488
Samaritans : www.samaritans.org; 08457 909090
Cambridge Citizen’s Advice Bureau
www.cambridgecab.org.uk 0844 848 7979 advice line
Cambridge Women’s Resources Centre : Www.Cwrc.co.uk
01223 321148

Lesbian and Gay Anglia Helpline : 08451 23 2388

Young person’s helpline run by young people:
www.youth2youth.co.uk 020 8896 3675




STUDENT SUPPORT AND GUIDANCE

Your Tutor: Throughout your time in the College, your tutor is the
person who has direct responsibility for your welfare and progress,
and will normally be the person to whom you will turn for guidance,
advice and support. She or he will discuss your career with you,
and where necessary, arrange for you to see one of the careers
staff. She or he will discuss your Progress Review with you, and
will write your reference when you apply for a job or for a course in
higher education. All tutors have an office on the first floor of The
Margaret Ingram Guidance Centre and may be contacted by e-malil
if they are not available to see you in person.

Tutor Groups: Every student is a member of a tutor group. There
are approximately 86 tutor groups, with about 23 upper or lower
sixth students in each group. Each tutor group meets weekly for a
timetabled tutorial period. In addition, tutors or tutees may request
individual meetings at other times of the week. Each tutor group
elects one member to the Student Council, and time is set aside
during tutorial time for discussion of Student Council business.

Tutorial Programme: As part of the weekly tutorial period, you
will have the opportunity to acquire information, develop skills and
engage in discussion about a wide range of issues such as
career planning, higher education applications, financial planning,
study skills and health issues. Tutors will also use this time to
review your absences on a weekly basis and deal with essential
administrative matters.

Individual interviews with your tutor will be part of each Progress
Review round.



Subject Tutorials — Supporting Learning: All departments will
arrange subject tutorials in addition to your normal timetabled
lessons. These will support students who, for example:
e are not yet achieving their potential
* need help to improve skills such as essay structure or
numerical work
e are having difficulties with understanding current or past
work.

Study Skills: A team of staff provide one-to-one help in skills
such as spelling, grammar, handwriting, algebraic manipulation,
graphical interpretation, and planning your time. The team can
assess you for things like dyslexia, dyspraxia and speed of
working. If you want an assessment speak to your tutor or subject
teacher and then go to the Study Skills Centre.

Students with learning difficulties and/or disabili ties: The
College welcomes all students who meet the normal admissions
criteria and for whom reasonable adjustments can be made,
regardless of disability or learning difficulty.

If you have already told us that you have a specific learning
difficulty or disability we will have discussed this with you, your
parents or guardians and, possibly, your previous school. We will
provide the resources and help appropriate to your needs.

If you have a learning difficulty or disability which has not
previously been discussed with the College’s learning support
staff please let the College know. Contact the Head of Study
Skills, in the Study Skills Centre, as soon as possible to arrange
for your needs to be assessed. You can do this by dropping in to
the centre or sending an email to Mr Glen Taylor.



Careers Decisions: You can visit the Careers Library at any time
when the main College Library is open. Here you can use
software or look at prospectuses and other publications.

An extensive programme of careers education begins in January
of the lower sixth for all students.

If you want a one-to-one careers interview, help with an
application or with work experience, you can book a time by
calling in to the Careers Office or through your tutor.

Personal Problems: Depression, loneliness, eating problems,
family difficulties or other problems may be affecting you and your
work. We want to help you, and your tutor will normally be the
first person to whom you turn. The Student Guidance Officer is
also available to offer initial, short-term counselling. We can also
help with longer term counselling or other support by providing
access to counsellors or agencies outside the College.

We will try to give advice which is in your best interest. It may be
necessary to share your problem with other staff in order to provide
you with the best possible help and to support the member of staff.
If this is the case it will be discussed with you first and your identity
can be protected.

Information about a range of personal issues which may be
affecting young people, and about services providing support, is
available from the Guidance Office.

Don't keep problems to yourself - sharing a problem is often the
best way of starting to solve it.



Safeguarding and child protection information: This
information is from Glen Taylor (Deputy to the Assistant Principal)
as the ‘designated person’ on the staff who oversees child
protection. There are two other people trained to be the
‘designated person’: Nigel Taylor (Assistant Principal) and
Maureen Murphy (Lead Tutor). All three are members of the
Guidance Team.

The College takes your safety very seriously and we work
towards the objective of helping to keep you safe by:

e providing a safe environment in which to learn and

« identifying students who are suffering or likely to suffer
significant harm, and taking appropriate action to help to
ensure they are kept safe both at home and in College.

If you feel you need to talk to a person about a matter concerning
your safety then there are a number of people you can turn to.
We hope you would be able to talk about this with your tutor. You
could approach Linda Pike who is the Student Guidance Officer
and a very experienced counsellor. You may want to talk with a
different member of staff. In all cases they will listen but there are
some things they will not be able to guarantee to keep to
themselves. If this is the case they will let you know that what you
are beginning to tell them cannot be held in confidence: if you are
at risk of harm or being harmed they must pass this on.

There are other channels of support: look at the helplines and
contacts near the start of this planner.



PROGRESS REVIEW - GUIDANCE TO STUDENTS

Progress Review: In order to help you to assess how your work
is going, your subject teachers will discuss your progress with
you regularly. Three times during the course a summary of your
progress, to which you will contribute, will be given to your tutor
who will discuss your progress with you. These Progress Review
documents are emailed to you and sent separately to your
parents by HillsMail. If your parents are not on HillsMail they are
posted home. The end of year subject summaries will form a
basis for any reference which needs to be written. Enrichment
activities, work experience and any other relevant activities
should be recorded in this Student Planner to provide a
comprehensive record of your experience at College.

You will be introduced to the College’s Progress Review process
through the tutorial programme.

On the following pages, you will find grids on which you can
record the assessments which will be given to you d uring
your Progress Reviews . There is also space on the grids for
you to record associated action points, if any. During each
‘round’, you will receive an electronic summary of the
assessments (excluding action points), as will your
parents/guardians, by emalil if they have signed up for HillsMail,
or else on paper by post.

In order to understand the meaning of the assessments, please
refer to the following.

Assessment scale: For assessments relating to the following
three categories:

« effortin lessons
« effort outside lessons (i.e. homework and independent study)
e organisation and meeting deadlines



The assessment scale is as follows (with no split grades):

1* = outstanding (behaviour strongly beneficial to progress)
1 = good (behaviour beneficial to progress)

2 = inconsistent (behaviour may be detrimental to progress)
3 = inadequate (behaviour undermining progress)

It is important to emphasise that 1* is intended to apply to the
minority of students who demonstrate exceptional
effort/organisation . You should regard any grade 1 as
encouraging, as will your teachers.

Predicted grade: By predicted grade, we mean the examination
grade that you seem most likely to achieve next sum mer,
taking into account all the evidence from such as class work,
homework, independent study, participation, skills, attitude to
study and knowledge. It is not meant to be the grade that you
would achieve if you sat the exam now. For this assessment,
teachers have the option to use split grades such as B/C and
C/B.

Action points: When you have discussions with teachers, you
will be required to record appropriate action points in your planner
for any subject in which you have any grade 2 or 3 assessments.
Teachers will also encourage you to record action points even if
you do not have any grade 2s or 3s. You should take your
planner to your tutorial interview.



Subject:

Subject Record

You will use this table to record action points during your formal Progress Review
discussion with your teacher . However, you can also use it to record action points at other
times of the year, as you or your teacher(s) considers appropriate.

Date of Review

Action Points

Use this grid to record key data for formal Progress Review rounds:

Date
of
review

No of
late
arrivals

No. of
UN
absences

No. of
authorised
absences

Effort
in
lessons

Effort
outside
lessons

Organisation
and meeting
deadlines

Teacher(s)’ My
predicted target
exam grade | grade
AS A AS | A
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Overview

You will use this table to record action points during your formal Progress Review
discussion with your tutor . However, you can also use it to record action points at other
times of the year, as you or your tutor considers appropriate.

Date of Review

Action Points

Use this grid to record key data for overall attendance data in your formal Progress

Review rounds:

Date of Tutor Period Enrichment Term 1 Overall College Attendance
Review | Late absences Late absences Late absences
UN authorised UN authorised UN [ authorised

Enrichment Term 2




Extra Activities Record

Use this to record any activities that you undertake either in
College or outside of College. This will be very helpful for
personal statements, job applications, etc. This might include
skills developed and extra qualifications, as well as more
traditional *hobbies’.

In College (including enrichment, volunteering to help at events,
attendance at meetings/talks, and membership of societies, teams etc)

Activities within your community




Part-Time Work / Work Experience

Are you a Year 12 student? - use the box below for your action
plan

Plans for Year 13:

Plans post sixth form:

Research to be done and when:

Alternative plans:




Use this space in conjunction with teachers who may ask you to
reflect on your learning in their subject.




Use this space in conjunction with teachers who may ask you to
reflect on your learning in their subject.




OTHER USEFUL INFORMATION (the A-Z of HR)

Absence: If you are absent from College for any reason, you must
enter the appropriate absence code in the electronic register on
your return. An acceptable reason must be given for all absences,
otherwise the absence will be considered unauthorised.

Alumni Association:  Before leaving Hills Road, you will be
encouraged to keep in touch with each other and with the College
by joining the ‘Hills Roadies’. More information is available via
the ‘Alumni’ button on the Home Page of the College’s website.

Bicycles: should be locked securely in the cycle rack located next
to The Rob Wilkinson Building. Access to the cycle rack is via the
cycle path leading from Purbeck Road. Get off your bike on the site
and walk it to and from the racks. If the cycle rack is full, please use
Purbeck Road as an alternative. Both locations are covered by
CCTV. Bicycles are vulnerable to theft, so they should be
postcoded and you are advised not to bring expensive bicycles to
College. ltis strongly recommended that all cyclists wear cycle
helmets.

It is not permissible to lock bicycles to the raili ngs at the front
of the College along Hills Road. Any bicycles found here will

be removed by the caretakers which may necessitate cutting

the locks at the owners' expense.

Bursary: This is the main place to pay for anything in College. You
need your Hills Road College ID Card for all transactions. The
Bursary is open between 8.30 to 9.15 am and 11.15 am to 4.30 pm
Monday to Friday. It is in the main building at the front of the
College along the corridor from Reception.

Buses: Any problems concerning buses to College should be
referred to the Guidance Office.

Calendar: The College calendar will be available to students and
parents on the College website and intranet.

Cars: Students who travel to College by car must first fill in a form
which is available in the Guidance Office.



There is no parking for students on the College site (which includes
Purbeck Road and the Sports Centre), and students should only
travel to College in a car if absolutely necessary. An exception will
be made for students who are registered disabled; if this applies to
you, please contact your tutor to make the necessary
arrangements. If you park in nearby side roads please respect the
rights of residents.  Students are warned not to park in Elsworth
Place, opposite the College, since parking there is illegal.

Generally, the use of private cars to carry students on College
business is not allowed. However, there may be extenuating
circumstances in which it is sensible to use a private car to carry
fellow students, in which case the following rules apply:

e Students who drive fellow students in their own car are
responsible for ensuring their passengers' safety, that their
vehicle is roadworthy, that they have an appropriate licence and
that insurance cover for carrying the students is in place

e The type of journeys envisaged includes taking fellow students
to sports fixtures or on educational visits. (Any casualties
requiring hospital treatment should be taken to hospital by taxi
or ambulance, not by private vehicle)

e If a student is to transport fellow students in their private
vehicle they must complete and sign a certificate (available in
the Bursary) before the journey can be undertaken

Complaints: We hope that you will be happy and successful at
College. Nevertheless we wish to listen carefully to any criticisms
or complaints which you may have about your experience at
College.

We aim to create an atmosphere in which any complaint which
may arise is resolved informally to the satisfaction of all parties.
All complaints will be treated seriously and confidentially, and
formal complaints will be treated in accordance with the College’s
Complaints Procedure (available from the Guidance Office and
Reception).

Digital screens : At several key locations around College there
are digital screens showing BBC 24 hour news alongside College



news. Please check the screens for important notices of
forthcoming events and opportunities.

Eating and drinking: Water may be consumed anywhere in the
College except in areas where there are computers and in
language laboratories.

Some teaching rooms are available for you to use during morning
and lunch breaks. Signs are on the doors of these rooms
indicating that they can be used as spaces to eat and drink at
lunch or break time but not to eat hot food. It is your
responsibility to keep these areas clean, tidy and free of litter. If
you are not able to do this, then the rooms will no longer be made
available for this purpose.

Café Direct: Open from 8.30 am to 8.30 pm (Fridays until
3pm) selling chips, curly fries, Pasta King, variety of snacks,
cakes and pastries, cold and hot drinks

The Hub: Open from 8.30 am until 3.00 pm selling baguettes,
jacket potatoes, boxed salads, Costa coffee/speciality teas and
snacks.

Social Area: Available for the consumption of meals brought onto
site. Open from 8 am to 6.00 pm.

Email : You will have your own Hills Road email account. This will
be used by staff and students alike to contact you directly and
you them. You are expected to check your email account at least
once a day in term time. You should respond to urgent College
emails immediately, if possible, and always within 24 hours.
Responses to non-urgent College emails should be completed
within 48 hours. Staff will also check their email regularly during
term time, but there can be no expectation of email responses
from staff during evenings, weekends and holiday periods.

Examination Study Leave: The study leave arrangements for
examinations that are scheduled outside the main summer
examination period (e.g. November, January and early May) are
as follows:



For A/AS/GCSE examinations, the leave entitlement is: on the
day of the examination, the time before the examination starts,
except for:

» Drama & Theatre Studies and Performance Studies
examinations, for which the entitlement will include the
previous day

* Modern Languages oral examinations and Music practical
examinations, for which the entitlement will be the single
period (whether a teaching period or a study period)
immediately before the time allocated for the examination.

There is no entitlement to study leave for university admissions
tests.

In all cases, students should return to their lessons at the end of
the examination.

The study leave arrangements for examinations that are
scheduled during the main summer examination period (mid May
to June) will be notified to students during the Spring Term.

Fees and expenses: You will not have to pay any tuition fees if
you are under 19 and have been resident within the European
Union for the three years before your course. Different rules
apply to students from outside the EU and students who are 19 or
over at the start of their course. Full details are available from the
Admissions Office.

Essential textbooks and materials are provided free of charge,
unless they are kept by the student after the course. Students
are expected to pay towards the cost of field trips and visits,
although the charges for these are kept to a minimum.
Examination fees, with the exception of re-sits, are normally paid
by the College.

Financial Help: For the academic year 2011-2012, the only
students eligible for the government’s Educational Maintenance
Allowance (EMA) in its last year of operation will be Year 13
students who were receiving £30 per week under this scheme in
2010-2011. The government is setting up a new 16-18 Bursary
Scheme from September 2011 for Year 12 students, which could
also be used to support some Year 13 students. The amount of



money available under this scheme and the criteria for allocation
are not known at the time of writing. Full details will be provided
for students at enrolment in September 2011.

Fire evacuation: Make sure you know how to get out of the
building in the event of an emergency. This will be explained to
you during your induction period by your tutor. Information
notices are displayed in all rooms and corridors and other public
places. If the alarm sounds you must obey instructions from staff,
evacuate the building and assemble in the designated area.

First Aid: There are about twenty members of staff qualified in
First Aid. To contact a first aider, see Ms Linda Pike in the
Guidance Office or contact Reception. There is a medical room on
the site: go to the Guidance Office to use the medical room.

Gap Year Grants: Each year The Association of Parents and
Friends will provide funds to support College students who
undertake a gap-year project following their final year at the
College. Details of application procedures will be sent out to Year
13 students in the Spring Term.

Holidays and Planned Absences: If your parents wish you to go
on an annual family holiday which can only be taken during term-
time, you will need to ask your tutor at least a month in advance.
They will give you the Planned Absence Request Form and
explain what to do. Such arrangements should not be made
unless it is completely unavoidable. Parents and students who
ignore this reasonable request may be asked to see the Principal.
Permission will not be granted to students requesting personal
holidays during term.

For other planned absences not organised by the College you will
also need to use the Planned Absence Request Form.

lliness: If you are taken ill during the day go to the Guidance Office
where staff will help you if first aid is needed; check you can get
home; fill in your absence on the register and hear from you or your
parent/guardian when you get home. You may use the medical



room to rest and recover until you can be collected, or you feel well
enough to get yourself home or return to lessons.

InnerTube: This is the College’s own social learning network. It is
a Facebook-like resource that is private to the College community
(staff and students) of Hills Road. InnerTube will be the main
communication channel for all student clubs and societies in the
College in 2011-12.

IT —unacceptable use: Through signing the Acceptable Use of IT
agreement, you have done your part in ensuring that those
students who want to learn using the College’s network are
enabled to do so.

Please be aware that activities, such as those listed below, will
bring about a two week ban from the College’s network.
Please do not:
* send general emails to mass mailing lists
e play, store or distribute games (The Hub is designated as
the only area to play games on computers, should you
wish)
e access inappropriate materials such as pornographic,
racist or offensive material
e eat or drink near computers
e install software on College computers
e use someone else’s computer account or allow access to
your account by others (including by leaving yourself
logged on)
* move, tamper with or open computer equipment.

If caught in breach of the Acceptable Use of IT agreement, you
and your tutor will receive an email giving a day’s notification of
the two week ban from the College network. If you try to log on
when you are banned, you will receive a pop up message that

says: “Your account has time restrictions that prevent you from
logging in at this time. Please try again later”

Library and Resources Centre:  Opening hours during term time
are listed below; holiday opening hours will be advertised through



the News Channel, electronic signage, email and the Library

intranet.
Monday 08.30 - 17.30
Tuesday 08.30 — 19.00
Wednesday 08.30-17.30
Thursday 08.30 —19.00
Friday 08.30-17.00

Your College card is your Library card. You will always need this
to borrow items, including departmental textbooks. Full details of
all Library services including the Library catalogue and all
electronic subscription resources, can be found on the Library
pages of the Intranet.

The Library is not a social area. It provides space for individual
private study. To ensure the quality of the working environment is
maintained students are expected to adhere to the Library code
of conduct which includes:

= Respect the rights of others to work without disturbance

= No eating or drinking in the Library

= Electronic devices can be used in silent mode only in the
Library and must not be the cause of disturbance to
others.

= Phones which disturb other people are liable to be
confiscated until the end of the College day

= Leave no litter

Lockers: A small number of lockers will be available in the Hub
and are allocated each year through the Guidance Office.

Lost Property and Personal Possessions: You should look
after your own property, for which the College can accept no
responsibility. Please do not leave valuable articles unattended.
The Bursary will provide a place of safe-keeping. The Music
Department has special arrangements for the safe-keeping of
musical instruments. Lockers are available for the storage of
personal belongings when using the Sports Centre.



Any lost property which is found should be handed in to, and
claimed from, the Resources Office near the Bursary.

Medical Appointments:  Unless you are attending a specialist
clinic with restricted appointment times, you should make
appointments with the doctor or dentist outside timetabled College
commitments.

Mobile Phones: You should ensure that mobile phones or other
electronic devices are switched off in all timetabled periods
unless permission has been given by an individual staff member
for their use in specific teaching and learning activities.
Electronic devices can be used in silent mode only in the
Library and must not be the cause of disturbance to others.
Mobile phones may be used, with appropriate consideration to
others, in social areas, dining areas and corridors. The Hub, The
Atrium and the Library are wi-fi enabled.

Motorcycles:  Students are allowed to park motorcycles/scooters
in the lay-by on Purbeck Road. Students who travel to College by
motorcycle must first fill in a form which is available in the Guidance
Office.

News Channel: You will receive news via your personalised
portal page. In your IT induction, you will have been shown how
to customise the news you receive to target it to your needs and
interests.

Opening Hours:  You may use the College premises between
8.00 am and 6.00 pm, Monday-Friday during term-time. Where
appropriate you should follow safety instructions relating to
specialist areas. If you are on College premises outside these
hours you must be under the guidance of a member of staff who
has agreed to be responsible and is present.



During half term and holiday periods the College is normally closed
to students.

Parents’ Consultations:  Your parents are invited to meet your
tutor and senior staff early in the autumn term of Year 12. They will
have the opportunity to meet subject teachers in the Spring Term of
Year 12 and the autumn term of Year 13.

Part-time Employment: We recognise that part-time employment
can be beneficial for experience of work and also it can help
financially. You should tell your tutor about part-time jobs and make
sure that College work takes priority. Research has demonstrated
that too much paid employment (e.g. more than around eight hours
per week) is detrimental to academic achievement.

Photograph: An annual College photograph of the U6 is taken,
which can then be purchased as a memento.

Posters and Notices: you may only display posters and notices
on the student notice boards and should ask permission from the
Student Guidance Officer to do so. You must not display
unauthorised posters on internal or external walls in College.

Printing: You will receive an account for printing which you need
to keep topped up to ensure you have sufficient printer credit. To
top up your printer credit, please go to the Printing Credit link on
the homepage of the student portal. Colour printing charges

are significantly more than black and white printin g charges .
Please be aware that printing any pages, whether colour or black
and white, from a colour printer (printers with a suffix of -COL1 or
-COL2) will be charged at the colour printing rate.

Organising Events: If you wish to organise an event (for
example to promote a charity or in connection with a Student
Society), please submit a request in writing to the Guidance
Office; your request will be passed to the appropriate member of
staff who will respond to you.

Quiet Room: The College has a room that may be used by
students for prayer or quiet contemplation. Students wishing to



use this facility should go to Reception where the Receptionist
will explain how to use the room.

Silent Study Area: is used for individual private study and is the
only area of the College where total silence is required at all
times. The rules concerning food & drink, mobile phones and litter
apply equally here.

Smoking: The serious risks to life and health of smoking are
well-known, and the College urges any students who smoke to try
to stop. Information and advice is available at
www.nhsdirect.nhs.uk and searching for ‘smoking (quitting)’. In
the College, there is information from the Guidance Office.

For safety reasons related to potential congestion, students are
also asked not to smoke on the Hills Road pavement between
Homerton Street and Purbeck Road. The same restriction applies
to most of Purbeck Road (a private road owned by the College),
except for a designated area just beyond the College car park
entrance. Students are permitted to smoke in this area providing
that they do so without causing a nuisance. Please put stubs in the
bin.

Sports Facilities
The Sports & Tennis Centre offers the following facilities:

Multi-purpose Sports Hall Fithness Room
Four Indoor Tennis Courts  Squash Court Table Tennis Tables
Six Outdoor Tennis Courts  Projectile Hall (2 cricket lanes)

Students will be required to pay £10 each year (PE students pay
£5 for 2 years), as a contribution to their centre membership.
Having completed this annual payment, students will be able to
book facilities free of charge from Monday to Friday during term
time between the hours of 8.00 am — 5.30 pm. A student ID card
should be presented at the Sports Centre Reception when
completing a booking and must also be left at reception during
the period of the booked session . Outside of College hours
and during College holidays students pay members’ rates.



The student fee includes a free induction session  to use the
fitness room . This induction session is essential to ensure that
equipment is used correctly and safely. Induction sessions can be
booked at the Sports Centre Reception. Having completed the
induction session, students will be able to access the fitness
room (remember to hand your College ID card to the Sports
Centre Reception and collect it after use ).

Students are able to book the facilities seven days in advance.
Students are subject to the conditions of cancellation for the
facilities i.e. 48 hours notification of cancellation will not incur a
charge. If you do not use the booked court you will be charged
the booking fee as for fee-paying customers. Facilities can be
booked from 7.00 am each day in advance of use.

When using the Centre for any sporting activity you must wear
suitable sports kit, including non-marking footwear

Parking is not permitted in the Sports Centre car park during term
time.

Sports ground : Luard Road has rugby and football pitches, and
a cricket square. Access to the sports ground is under the
supervision of the College sport staff. If you wish to use the
sports field you must have permission from the Sports and Tennis
Centre staff.

Student Social Areas: All members of the College should keep the
Social Areas clean and tidy. Please put all litter in the bins and
treat the furniture and fittings with care. The Hub has seating for
social working or relaxation. It is open throughout the day. There is
WI-FI access and computers you can use for social websites.

Student Council Office is in the Hub.
There is outside seating in many areas of the College.
Students may sit on all grassed areas except in the Main Quad. If

doing so during lesson time, please do not disturb nearby classes.

Student Voice: It is important that you have the opportunity to
give us your views on all aspects of College life, and we hope that



you feel sufficiently confident to do so. There are several ways in
which your views can be heard:

« through your elected tutor group representative on the
Student Councll

e through elected members of the Student Council
Executive, who meet regularly with staff

« through the elected student governor

e through student questionnaires or surveys

< directly to staff, particularly your tutor or the Assistant
Principal (Support and Guidance), Mr. Nigel Taylor.

The findings from questionnaires and surveys and the action
which the College intends to take in response will be summarised
and published on the website.

Term Dates 2011-12

Autumn Term Tuesday 30" August — Friday 16™
December

Half-term Monday 24" — Friday 28" October

Spring Term Tuesday 3" January — Friday 30"
March

Half-term Monday 13" — Friday 17" February

Summer Term Monday 16th April to Tuesday 17th
July

Half-term Monday 4™ — Friday 8th June

Note these term dates may differ from younger family members’
holidays at primary and or secondary school.

Provisional Exam results dates (Summer 2012)
AIAS Levels 16™ August (A-Level)
GCSE 23" August (GCSE)

Thefts should be reported to the Guidance Office immediately.

Time Management: You are expected to be independent, to
organise your time yourself and to make good use of the Library



and Resources areas. You should aim to do about four hours
independent study per week for each of your AS level courses.
Subject teachers will set essays and various other tasks to

be completed outside lesson time, and there will be additional
reading, research and preparation in all subjects.

Set written work and coursework will be expected by certain
dates and you will have to plan your time carefully to meet the
deadlines. Use the diary section of the Student Planner to help
you with your planning. The transition from GCSE to advanced
level is not an easy one, and you should ask for help if you need
it. Departments hold lunchtime “surgeries” to help individual
students with problems.

Work Experience: The Careers Department can help students
organise a placement for themselves. The College will cover
students for insurance and check that each placement is safe and
suitable. Placements are normally for a week or fortnight and must
take place in College holidays. Students are asked to talk to the
Careers staff about their interests and plans. It is important to
realise that any placement which takes place without authorisation
from the College is likely to be uninsured and students may be at
risk.



CODE OF CONDUCT FOR FULL-TIME STUDENTS

The College is a caring learning community which respects the
right of each individual student to have a safe, enjoyable and
successful learning experience. As members of the College
community, all students are asked to abide by its code of conduct
which is outlined below:

All students are expected to:

Show consideration and respect for others and for t he
College environment:

talk to all students, staff, College visitors and members of
the local community with respect; and behave at all times
in an appropriate and courteous manner

avoid transmitting any communications or images (via
phones, IT or other means) which may cause distress
respect College property, buildings and grounds by not
dropping litter, posting notices without permission or
otherwise causing damage

use the designated eating areas when consuming food
and drink and avoid taking food or drink (other than
bottled water) into lessons or other timetabled activities
dispose of chewing gum (responsibly) before entering the
College site

avoid walking or sitting on the grass in the Main Quad
dress in a manner which is appropriate for a working
environment, avoiding clothing which is extreme, offensive
or distracting, or a potential risk to health or safety;
suitable clothing and footwear is expected for sporting
activities

ensure mobile phones or other electronic devices are
switched off in lessons and tutorial periods unless
permission has been given by an individual staff member
for their use in specific teaching and learning activities.
Electronic devices can be used in silent mode only in the
Library and must not be the cause of disturbance to
others.

mobile phones may be used, with appropriate
consideration to others in social areas, dining areas and
corridors



Help to ensure a safe and secure learning environme  nt:

carry your College ID card at all times and show this to
College staff when requested

seek permission if you wish to bring or invite any visitors
onto the College premises; report immediately the
presence of any unauthorised visitor to a member of staff
or to the College Reception

leave the College site by 6.00 pm, unless under the
supervision of a member of staff

avoid carrying an offensive weapon or anything which
could be mistaken for an offensive weapon

avoid consuming alcohol or any illegal substances on or
off the College premises during the College day or when
engaged in College activities; avoid bringing alcohol or
any illegal substances onto the College premises

help to keep the College a smoke-free zone by not
smoking anywhere on the College site, except in the
designated smoking area on Purbeck Road; the College
site includes the Sports and Tennis Centre and the Luard
Road playing fields.

avoid playing ball games or throwing frisbees or other
projectiles on the College site.

avoid causing an obstruction on the pavement outside the
College by gathering in groups or by locking bicycles to
the railings at the front of the College

avoid causing an obstruction inside the College by sitting
or leaving bags in corridors

behave at all times in accordance with the College’s
health and safety policy and, when appropriate, with the
College’s fire evacuation procedures.



Accept responsibility for your own learning:

e participate actively and to the best of your ability in
lessons and in the general life of the College

« attend punctually all required activities

* be prepared for all lessons by bringing relevant books,
materials, equipment and stationery

« complete assignments to the best of your ability and by
the stated deadlines

e avoid any behaviour which would cause a distraction to
others or disrupt the teaching and learning taking place

» prioritise College commitments over other activities during
the College day (9.00 am — 4.00 pm); personal
appointments with doctors, dentists, or for driving lessons
should, as far as possible, be made outside these times,
as should any paid work; if possible, avoid taking a
holiday during term time

e accompany your parent(s)/guardian(s) to the annual
subject consultations with your teachers.

Promote good communications:

* log on each day to your College IT account in order to
account for absences, read the News Channel and check
and respond to your email (especially messages from
staff)

* only send e-mails to multiple recipients if you have the
permission of a member of staff whose initials should
appear on the email; in such cases, the content must be
about College activities and care must be taken where the
content could be considered to be controversial; for
example, taking a particular political or religious stance

» avoid language in verbal or written communications which
could be considered to be disrespectful or offensive.



Promote the good reputation of the College:

* behave at all times in ways which will reflect creditably
upon the College; instances of inappropriate behaviour off
the College site which bring discredit upon the College
may be treated as if they had taken place on College
premises.

« seek the Principal's approval before broadcasting or
publishing information about the College or members of
the College community.

Abide by all College policies and expectations, inc luding
those relating to:

e equality and diversity

¢ health and safety

e bullying

e acceptable use of IT

« coursework and plagiarism.

Shortly after the start of term, your tutor will ask you to sign this
code of conduct as part of your learning agreement with the
College. By doing so, you will be indicating your acceptance of
the College’s expectations. You are welcome to raise any
concerns you may have before signing.

Failure to meet the expectations outlined in this code of conduct
may result in disciplinary action in accordance with the
‘Inappropriate and Serious Misconduct’ policy. Cases of serious
misconduct (this includes seriously disruptive or dangerous
behaviour, verbal or physical abuse, bullying, harassment, theft,
possession or use of illegal substances or alcohol, criminal
damage, serious IT misuse) could result in permanent exclusion
from the College.



COLLEGE POLICIES (Extracts):

The full text of College policies that have a direct impact on
students is available on the College website. You have also been
sent a copy of the College Policy on Acceptable Use by Students
of College IT Facilities and have signed an Acceptable Computer
Use Agreement.

Copyright Policy

All students should be aware that any photocopying or scanning
done within the College must comply with the terms of the 1988
Copyright Act & its amendments

The following limits should not be exceeded:

1. One copy of a single chapter or a maximum of 5% of a book
or literary work.

2. One copy of a poem or short story provided that this does
not exceed ten pages in length.

3. One copy of one article from any one issue of a magazine
or periodical.

Only single copies should be made, copies of copies are not
allowed, and every copy should be clearly marked with its source
details, both as acknowledgement and for future quotation, for
example

o BBC History Magazine Vol. 9 No. 4 April 2008 pp17-2 3
o CRILLY, Tony: 50 mathematical ideas you really need to
know (Quercus Publishing, 2007 ISBN 9781847240088)

Any audio/visual materials which students may borrow from the
College are also subject to a licence and must be for private use
only.



Scanning material into digital format is subject to the same limits as
shown in 1-3 above. Sources should always be appended as
shown above.

Photocopying of music is only permitted for examina tion
purposes, and all other copying is expressly forbid den.

Coursework Palicy

Coursework refers to work that you complete independently and not
under examination conditions; coursework marks contribute
towards the final grade of the subject.

Each department will ensure that you are aware at the beginning of
each academic year of major coursework requirements, including
dates, deadlines and the JCQ guidelines. The regulations are
accessible from the examinations section of the intranet.

Coursework must be your independent work.

You must meet coursework deadlines.

Where a coursework deadline will clash with another College
academic activity (eg a foreign language exchange visit), a head of
department alone may decide to adjust the final coursework
deadline for you.
Interim deadlines will be used to monitor progress for coursework
as needed.
Signatures will be obtained from both you and a member of staff
when a completed piece of coursework is handed in, providing
evidence of:

o the date the coursework was handed in

o0 the identity of the designated member of staff who

received the work

Submission of coursework by email or by post is unacceptable.

It is not acceptable for you to miss lessons in order to meet a
coursework deadline; such absences are unauthorised.



If you anticipate a difficulty in meeting a deadline you should
discuss the difficulty as soon as it is identified  with the subject
teacher or the head of department.

Any request for an extension must be in writing and will be a level
1 referral. The head of department may grant an extension if the
circumstances are exceptional and beyond your control. The
granting of an extension will be recorded in the e-log.

If you have an unforeseen difficulty near the deadline you will be
required to bring proof of the difficulty; in the case of iliness, this
should be a doctor’s certificate. Problems with information
technology will not be accepted as a reason for granting an
extension; students must ensure they back up their work regularly

and keep a back-up copy on their College user area.

If you look likely to fail to meet a final coursework deadline and
there are no grounds for granting an extension a level 1 referral will
be completed. The head of department will then check with the
tutor whether there are any extenuating circumstances before
sending the standard letter to inform parents of the missed
deadline. A copy of this letter should be sent to the tutor.

Failure to meet the final coursework deadline setb  ythe
department will mean that the coursework will not b e marked
or submitted to the awarding body for assessment or

moderation. This may mean that you will be unable to complete
your course in the current academic year. A level 2 referral will be
completed and parents informed in writing by the tutor using the
standard letter. Parents will be invited to discuss the situation with
the tutor and departmental staff.



Plagiarism Policy:

Plagiarism is when you use other people’s thoughts, writing or
creative work and present them as your own without clearly
acknowledging the source of the information. It can take several
forms, including:

directly copying another person’s work, for example
from the internet, a book, another student’s
assignment; the work may include text, statistics,
figures, photographs, pictures, diagrams etc
paraphrasing another person’s work

cutting and pasting together sections of the work of
others into a new whole

receiving material help from other people while
producing an assignment, without express permission
or instruction from a teacher

Plagiarism is a serious breach of discipline and you are
responsible for knowing about College policy.

If you lend another student your work and the work is
subsequently copied, you will be deemed to have contributed to
the malpractice. This may be true even if the copying is
completed without your permission or knowledge.

To make sure you don’t plagiarise you should:

quote the source when using others’ work

place any word-for-word, literal quotation in quotation
marks

acknowledge specific help received while producing
an assignment, even when this help is gained by
simply discussing ideas with a friend or relative; this
acknowledgement should be produced in writing either
as part of the assignment or, in the case of
coursework, on the awarding body’s ‘candidate
authentication statement’

quote the source even when the originator’'s words
have been paraphrased rather than directly copied
not allow other students to borrow your work unless a
teacher gives explicit permission for this to happen



If you are in any doubt about what is acceptable or not, you
should consult a teacher.

Progression Policy for 16-19 Students:

16-19 students are enrolled at Hills Road to follow a full-time
advanced level course. Students would normally complete AS
level courses in Year 12, progressing to A2 courses in Year 13.

The College will offer guidance to all students before and after
the publication of AS level results in August, in order to enable
them to review their Year 13 programme of study in the light of
their progression plans.

Students have a right to enrol on the second year of their courses
provided they meet all the following criteria:

* they have demonstrated satisfactory attendance,
punctuality, effort and behaviour during their first year at
the College;

» they have passed the AS level in the subjects they wish to
continue;

« they have the support of the relevant subject departments.

If a student does not meet all the above criteria, the College
reserves absolute discretion to decide whether or not a student
may progress to the second year, taking into account all relevant
circumstances.

Quality Assurance Policy:

‘The College promotes its commitment to achieving high
standards in all its activities with a comprehensive annual cycle of
quality assurance processes. These processes culminate in a
series of linked reports, in particular Departmental Self-
assessments and the College Self-assessment Report.’



Single Equality Scheme:

‘At Hills Road Sixth Form College we are committed to ensuring
that all members of and visitors to the College enjoy equality of
opportunity within our community. All students, staff and visitors are
to be respected and valued equally. Factors such as gender, race,
disability, class, culture, religion and sexuality should not limit
equality of access to the opportunities offered by the College. Any
form of harassment or bullying, sexual, racial or otherwise, is totally
unacceptable in the College community.’

The College will take action, in accordance with the College's
grievance procedure (staff) or discipline policy (students) against
anyone found guilty of abuse, harassment or intimidation.

If you feel that you have been harassed or discriminated against,
whether by the College, other students or staff, you should raise
the matter with your tutor. If the matter is not easily or quickly
resolved, or you do not wish to discuss it with your tutor, you
should contact the Chair of the Student Council or the Assistant
Principal (Support and Guidance), Mr. Nigel Taylor.

If necessary, you can make a formal complaint (see “what to do if
things go wrong”)



