
Parents’ Handbook 
2023 - 2024



AU T U M N  T E R M  2023

1st Years: Monday 4th September - Friday 27th October 2023
2nd Years : Monday 11th September - Friday 27th October 2023

Half Term: Monday 30th October - Friday 3rd November 2023

Monday 6th November - Friday 22nd December 2023

Staff Development Days: 

Monday 16th October 2023,  Friday 24th November 2023, Tuesday 5th December 2023

S P R I N G  T E R M  2024

Monday 8th January - Friday 9th February 2024

Half Term: Monday 12th February - Friday 16th February 2024

Monday 19th February - Friday 22nd March 2024

Staff Development Day: Tuesday 12th March 2024

S U M M E R  T E R M  2024

Monday 8th April - Friday 24th May 2024

Bank Holiday: Monday 6th May 2024
Half Term: Monday 27th May - Friday 31st May 2024

Monday 3rd June - Friday 12th July 2024

Please note, first year students on two year courses have lessons after the May 
examinations in June and July. Attendance at all lessons is vital. Leave of absense for 
students is only granted under exceptional circumstances and holidays with family or 
friends should not be arranged during term time. 

Term and Holiday Dates
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Introduction

T H E  CO L L E G E  W E LCO M E S  T H E 
I N V O LV E M E N T  O F  A L L  PA R E N T S 
A N D  G UA R D I A N S  A N D  W E 
H O P E  T H AT  W E  W I L L  H AV E  A 
S U CC E S S F U L  PA R T N E R S H I P 
W I T H  YO U,  W O R K I N G  TO G E T H E R 
I N  E N CO U R AG I N G  YO U R  S O N , 
D AU G H T E R  O R  WA R D  TO  AC H I E V E 
T H E I R  P OT E N T I A L .
We ask that parents and guardians read this 
handbook so that you know and understand 
what we expect of students in terms of 
behaviour and approach to work, as well as 
what students themselves can expect from 
the College. The College Prospectus and 
website also provide useful information.
The College expects that students will accept 
responsibility for their own learning and 
academic progress. Nevertheless, there is a 
continuing role for parents  and guardians to 
play in that process and the College will liaise 
with parents accordingly, taking into account 
the needs of individual students.

T H E  CO L L E G E ’S  CO M M I T M E N T  TO 
PA R E N T S  A N D  G UA R D I A N S 

YO U  C A N  E X P E C T  T H E  CO L L E G E  TO 
P R O V I D E :
 » a personal link with the College via your 

son’s, daughter’s or ward’s Personal Tutor 
or Lead Tutor;

 » an opportunity to meet the Principal 
and Deputy Principal at the Virtual 
Information Evening for Parents and 
Guardians of New Students early in the 
autumn term;

 » Parents’ Evenings with the opportunity 
to discuss your son’s, daughter’s or 
ward’s progress with Subject Tutors and 
their Personal Tutor;

 » a prompt response to any query or 
concern;

 » contact from the College should we 
become concerned about your son’s, 
daughter’s or ward’s attendance or 
progress;

 » an appointment with the Personal 
Tutor or Lead Tutor if either you or we 
need to discuss an aspect of your son’s , 
daughter’s or ward’s progress;

 » representation on the College’s 
Governing Body through the Parent 
Governors;

 » a copy of the College’s complaints 
procedure, on request (see summary on 
pages 4-5).

YO U R  CO N T R I B U T I O N  TO  YO U R 
S O N ’S /  D AU G H T E R ’S /  WA R D ’S  L I F E 
AT  CO L L E G E

W E  A S K  PA R E N T S  A N D  G UA R D I A N S 
TO :
 » encourage your son, daughter or ward 

to understand and meet the obligations 
outlined in this handbook;

 » inform us if you become concerned 
about any aspect of your son’s, 
daughter’s or ward’s progress;

 » discuss reports with your son, daughter 
or ward;

 » inform us of any changes in personal 
circumstances, for example change of 
address, telephone number or domestic 
situation;

 » notify us via the Parent Portal or e-mail 
absence@hereford.ac.uk when your son, 
daughter or ward is too unwell to come 
to College;

 » avoid taking holidays in term-time, or 
to request leave of absence in writing 
from the Principal as far in advance 
as possible if such arrangements are 
absolutely unavoidable;

 » continue to support your son, daughter 
or ward in the work they do outside 
lessons - this should be at least 15 hours 
of study per week;

 » provide, as far as possible, a suitable 
environment for studying at home. 





4

A - Z of Key Information

AT T E N D A N C E / P U N C T UA L I T Y

Excellent attendance and punctuality are 
important factors in any student’s success 
and we are very anxious that no work is 
missed. Students are expected to aim for 
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the student for treatment. We ask that students 
who are unwell do not attend College.

When urgent action is required students will 
be taken to hospital by staff or ambulance and 
parents or guardians contacted.

The College Well-Being Centre also provides 
general health guidance and information.

F I T N E S S  TO  S T U DY

Hereford Sixth Form College is committed 
to supporting students and recognises the 
importance of a student’s health and well-
being in relation to his or her academic 
progression. The College has a Health, Well-
Being and Fitness to Study protocol which 
outlines the process and procedures which 
will be followed when a student’s health, 
wellbeing and/or behaviour affects their ability 
to cope at College, to study or progress on 
their course or when their health, well-being or 
behaviour poses a risk to the health and safety 
of themselves and/or others. This protocol can 
be accessed on the College website.

F O O D

Our cafeteria, The Bridge, serves snacks and 
light meals throughout the day and is a social/
study space. A range of snacks is also served 
in the PAC foyer and the area outside of 
Thornbury building.

H E A LT H  & S A F E T Y

The Principal, Deputy Principal, Estates 
Manager and all members of staff are 
responsible to the Governing Body for the 
enforcement of the College’s Health & Safety 
Policy. Students are required to exercise 
personal responsibility for the safety of 
themselves and others, to observe standards 
of dress consistent with safety and hygiene 
and to use, and not wilfully misuse, neglect 
or interfere with, all items provided for safety 
reasons. Students must familiarise themselves 
with and observe those parts of the Health and 
Safety Policy[(beha)nd is a 8W sib
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A - Z of Key Information

of the Impact Programme activities are posted 
on the Impact section on the Student Portal. 
Parents  and guardians are asked to make a 
financial contribution to the College for certain 
activities which are not funded.

Alongside their academic course, your son/ 
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home, they will need to speak to their Personal 
Tutor.

L E A R N I N G  S U P P O R T

The College welcomes students with a learning 
difficulty or disability. We offer learning support 
for students with a wide range of needs. We 
also carry out assessments for examination 
access arrangements such as extra time. 
Further details of what is available can be 
found in Supporting Your Learning. If you 
would like a copy, please ring the College, ask 
for Pippa Denman in Learning Support and 
request one to be sent.

M O B I L E  T E L E P H O N E S

Students must ensure that their mobile 
telephones are switched off during lessons 
unless instructed otherwise.

N E W S

The News page of the College website is 
regularly updated and contains articles and 
features written by both staff and students.

PA R E N T  G O V E R N O R S

Two Parent Governors provide a parental 
perspective on the College’s Governing Body.

PA R E N T  P O R TA L

The Parent Portal allows you to access 
information about your son’s, daughter’s or 
ward’s progress throughout the year. You 
will receive an e-mail with instructions for 
accessing the Portal following enrolment.

PA R T - T I M E  E M P LOYM E N T

Part-time work can provide a useful 
educational experience in addition to the 
obvious financial gain, but the hours must 
not interfere with College work. We strongly 
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P H YS I C A L  W E L L - B E I N G  M A N AG E R

The Physical Well-Being Manager can help 
students find ways of improving overall 
wellbeing through physical activity.

P L AG I A R I S M

Students are advised on how to avoid 
plagiarism in assignments and coursework.

Deliberate plagiarism is treated as a serious 
disciplinary issue and, in coursework, can lead 
to disqualification.

The use of Artificial Intelligence (AI), if not 
appropriately sourced, will also be viewed as 
plagiarism. Students are given advice in lesson 
as to how to use AI appropriately.

P R E V E N T

The Counter Terrorist Act 2015 requires us all 
to be aware of the signs of people being drawn 
in extremist or terrorist activity. Signs might 
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time, unless specific permission is given for an 
alternative arrangement. Students who “hear” 
a Subject Tutor is absent should not assume 
lessons are cancelled but should always attend.

Parents  and guardians are always informed 
if a member of staff is likely to be away for a 
prolonged period and are made aware of the 
arrangements which the College is making to 
provide a replacement.

S T U D E N T  R E P R E S E N TAT I O N

In order that students may share in the 
administration of student affairs, the Student 
Council has been formed, with a Student 
Executive being elected by the student body 
as a whole. Every student on entry to the 
College automatically becomes a member of 
the student body and so has an opportunity to 
influence the conduct of matters to do with the 
student community. Two student governors are 
elected by the students and serve throughout 
their time at College.

S T U DY  A N D  S O C I A L  S PAC E

The College provides a number of areas in 
which students can study or socialise. The 
Library offers a range of study environments 
to choose from. Students may need the 
complete silence of The Cloisters or the Silent 
Study Room or they may prefer the calming 
atmosphere of the quiet Reading Room or 
Study Space. The Library provides space to 
work with friends.

The Bridge Cafe and Student Pavilion can be 
used as social and study space.

S T U DY  S K I L L S  -  H O W  YO U  C A N  H E L P

We realise that you already have years of 
experience supporting your son or daughter 
through school. However, we recognise that it 
is often difficult, as a parent or guardian, to help 
16-18 year olds without being made to feel you 
are interfering. This said, there are certain things 
which you can do to help your son, daughter or 
ward with their studies at the College:

A - Z of Key Information

 » talk to them about progress and College 
life;

 » help them to find a quiet place to work at 
home where they will not be frequently 
disturbed;

 » be sensitive to periods of examinations 
when stress levels can rise and tensions 
mount - be as sympathetic as possible;

 » discourage excessive part-time work and 
talk about how your son or daughter 
plans to study outside College.

Your support in this way would complement 
the College’s programme of study skills which 
includes learning styles, time management, 
note taking and revision strategies.

T E R M  A N D  H O L I D AY  D AT E S

Please see the inside front cover of this 
handbook. Dates are also available to 
download on the College website.

T I M E TA B L E

A timetable blank is included on page 18. Each 
first-year student will have about 16 periods 
on their timetable, but the exact pattern is 
determined by subject choices at enrolment. 
The remaining blocks are intended for private 
study. Students can choose to study at home 
if such blocks are at the beginning or end of 
the day, but many students choose to work in 
the Library and IT Centres or study areas. The 
Library is open from 8.15am-6.00pm, Monday 
Tuesday and Thursday, and 8.15am-5.00pm, 
Wednesday and Friday.

College hours are from 9.00am to 4.00pm and 
lesson times are shown on the timetable grid. 
Students may be able to use some facilities 
before 9.00am or after 4.00pm and such 
opportunities are advertised from time to time 
in the internal College bulletin.

Please note that all College facilities are only 
open to students when staff are available to 
supervise. Sports clubs and drama rehearsals 
regularly take place after teaching hours and 
on Wednesday afternoons.
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T R AV E L L I N G  TO  CO L L E G E

All students are entitled to apply for a travel 
pass, online through Herefordshire Council, 
if they live more than three miles from 
the College, regardless of where they live.  
However, you may find it more cost effective to 
buy your own travel pass if you live within 15 
miles of the College.

To purchase a train or a bus pass, the link 
through the Council website is as follows: 
https://hcc.flexiroute.net/app_form_paid_
transport.html

The parental contribution towards travel for the 
academic year 2023/24 is £960. This is payable 
in one amount in September 2023 or by ten 
direct debit payments of £96 from September, 
2023 to June, 2024 inclusive.

If you are applying through the Bursary Fund, 
you will need to complete the application form 
(as above) but not the direct debit mandate.

Please contact the Transport Officer, Lyn Gage, 
by emailing lg@hereford.ac.uk if you have any 
questions.

T U TO R I A L  S U P P O R T

Each student is allocated to a Personal Tutor 
who is responsible for monitoring students’ 
academic progress and welfare. The Personal 
Tutors work with Lead Tutors who coordinate 
the activities of the pastoral support offered 
within the College and the Tutorial Programme.

If your son, daughter or ward is experiencing 
a significant health, mental health or personal 
issue that may be having an impact on their 
academic and College life, please do not 
hesitate to contact the allocated Personal 
Tutor. This allows the College to make 
adjustments and offer support to the student 
as appropriate. Any such information is treated 
sensitively and confidentially.

Each Personal Tutor will will have tutorial 
consultation time on their timetable. These 
consultation times allows an opportunity for 
students to make an appointment to meet with 

their Personal Tutor to discuss any concerns or 
issues they may have. Personal Tutors will also 
use this time to make appointments to see 
their tutees if any areas of concerns arise and 
for scheduling one-on-one progress review 
interviews which will take place at key points 
throughout the academic year.

VA LU E - A D D E D

The College uses value-added data to monitor 
its own performance and to encourage 
individuals to achieve their own potential 
within each subject. Value-added analysis 
examines a student’s GCSE grades on entry 
to the College and, using national statistics, 
predicts future likely performance.

For example, a student with predominantly 
grade 5s at GCSE may have target grades of 
Ds at A Level (although clearly could do even 
better). A student with predominantly grade 7s 
or above, however, would have target grades 
for the same subjects of As or Bs at A Level. 

Minimum Target Grades and progress grades 
for all subjects are discussed with students on 
a regular basis. (Please also see the entry on 
Progress Reports.)

V I S I T S  O U T  O F  CO L L E G E

During class time it may be necessary for 
students to take part in day visits as part of 

their studies. Your permission will be sought in 
advance of any visit. For some subjects, visits 
are an essential part of the curriculum and all 

A - Z of Key Information
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Overview of Examination Year

N OT E :  I F  O N  T H E  D AY  O F  T H E  E X A M I N AT I O N  T H E  S T U D E N T S  F E E L S  T H AT 
T H E I R  W O R K  H A S  B E E N  A F F E C T E D  BY  I L L  H E A LT H  O R  A N Y  OT H E R  R E A S O N , 
S P E A K  TO  S O M E O N E  I N  T H E  E X A M I N AT I O N S  O F F I C E  I M M E D I AT E LY  A S  W E 
C A N  CO N TAC T  T H E  AWA R D I N G  B O DY.

September

October

November

December

Mid December

January

March

May/June

August

D AT E AC T I O N

Entries made for University Entrance Examinations and 
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Timetable
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1.45 2.55 4.003.00

2.00 3.00

1.45 2.55 3.00 4.00

4.003.002.551.45

12.30 1.30

W
o

rk
sh

o
p

W
o

rk
sh

o
p

W
o

rk
sh

o
p

W
o

rk
sh

o
p

M
o

n
d

ay
Tu

es
d

ay
W

ed
n

es
d

ay
Th

u
rs

d
ay

Fr
id

ay

12.45 - 1.15

Lunch

12.45 - 1.15

Lunch

12.45 - 1.15

Lunch

12.45 - 1.15

Lunch

Lunch
Impact Activities 

and 
Meetings

Impact Activities

D E

A D

B

B

C F

A

D



20

Guidelines to follow if you have a concern

Progress in a subject

Teaching methods

Marking of work

Need for individual advice, e.g. how to organise study 
time

Difficulties with another member of the College

Safeguarding - personal welfare issues, concerns about 
safety or concerns which may be impacting College life 
and student well-being

Subject or Personal Tutor

Head of Department

Lead Tutor

Academic Progress Manager

Safeguarding and Pastoral 
Manger

A personal problem requiring a confidential interview Well-Being Adviser, Chaplain 
or Counsellor, Personal Tutor

Change of subject or course Personal Tutor - who will 
probably involve the Careers 
Department and Lead Tutor 
if appropriate

Equality of  Opportunity - if you feel have been 
discrimintated against as REGARDS Race, Economic or 
social background, Gender, transgender, pregnancy, 
parenting, marital status, Age, Religion or belief, 
Disability, Sexual orientation

Elected student of Equality 
of Opportunity Officers (see 
details in the digital Student 
Handbook)

Personal Tutor/Lead Tutor

Any form of bullying or harrassment Personal Tutor

Lead Tutor

Safeguarding and Pastoral 
Manager

Learning difficulties and/or disabilities e.g. dyslexia, 
wheelchair access

Head of Learning Support

Referrals can also be made 
through discussion with the 
Personal Tutor

Difficulties in relating to a member of staff Subject or Personal Tutor

Head of Department

Lead Tutor

Academic Progress Manager





Folly Lane, Hereford, HR1 1LU
T: 01432 355166
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