The Harefield Academy
Sixth Form Guide
2016—2017

Welcome to the Sixth Form!
Introduction
Whether you are a brand new student to the Harefield Academy or just new to the Sixth Form; the
Sixth Form Guide is designed to provide you with all the information that you need for the
forthcoming academic year…
Term/Important Dates
Monday 5th September 2016 to Wednesday 21st December 2016 —Autumn Term
Monday 5th September 2016 — Inset Day 1
Tuesday 6th September 2016 —Inset Day 2
Friday 9th September 2016 —Sixth Form ‘Welcome Assembly’ 9.15 am, lessons begin…
Friday 21st October 2016—Inset Day 3
Monday 24th October 2016 to Friday 28th October 2016—October Half Term
Tuesday 3rd January 2017 to Friday 31st March 2017—Spring Term
Tuesday 3rd January 2017—Inset Day 4
Monday 13th February 2017 to Friday 17th February 2017—February Half term
Tuesday 18th April 2017 to Friday 21st July 2017—Summer Term
Wednesday 26th April—Inset Day 5
Monday 1st May 2017—May Day Bank Holiday
Monday 29th May 2017—Spring Bank Holiday
Monday 29th May 2017 to Friday 2nd June 2017—May Half Term
Structure of the Day
New Structure of Day
Tutor time
Period 1
Period 2
Break
Period 3
Period 4
Lunch
Period 5
Period 6

Start
08.45
09.05
09.55
10.45
11.00
11.50
12.40
13.20
14.10

End
09.05
09.55
10.45
11.00
11.50
12.40
13.20
14.10
15.00

Uniform & Appearance
Uniform
The Academy’s Sixth Form uniform is based on clothing appropriate for ‘office wear’. We expect our Sixth
Form students to dress in business suits or in co-ordinating tailored skirt/trousers and jacket, and looking
smart.
Male students – either a business suit or a co-ordinating formal suit jacket and smart trousers, collared shirt
and tie. Black leather shoes are to be worn, not trainers or canvas shoes.
Female students – either a business suit or co-ordinating tailored skirt/trousers and jacket with a blouse/
tailored top (long/short/capped sleeve) which would be worn in a professional environment. Black leather
shoes are to be worn, not trainers or canvas shoes.
Those students participating in sporting activities, which require a change of clothes, should wear them for
the specified time only. Students must arrive and leave the Academy in business suits.
Skirt Length
Skirts, if worn, should be of an appropriate length (no shorter than 5 cm above the knee). Skirts must also be
made of appropriate material. (Skirts that are skin-tight are not allowed). See exemplar uniform page. If a
member of the Sixth Form Team have to speak to you more than once about your skirt; then you will not be
allowed to wear a skirt anymore.
Clothing, accessories and personal appearance which are considered inappropriate and unprofessional are:


Mini skirts/dresses



Shorts of any kind



Lycra cycling shorts or skin tight leggings or combat trousers



Three quarter length trousers



Transparent or see through blouses, dresses, shirts, skirts, trousers



Very tight clothing



Non-Academy Sporting Excellence Tracksuits



All denim clothing



Sweatshirts, hoodies, body-warmers or similar casual tops



Low-cut T shirts or blouses



Crop tops, vest tops or strappy tops



Flip flops or similar backless sandals



Large exposed tattoos (tattoos must remain covered at all times)



Facial piercings (nose, tongue, eyebrow, upper ear, etc.). Piercings that could be considered unsightly.

Uniform Exemplars

Sixth Form Formal Suit (with skirt)

Sporting Excellence Tracksuit
(Basketball & other sports)

Sixth Form Formal Suit (with trouser)

All Sporting Excellence Uniform
(Basketball tie available also)

Sixth Form Formal Suit (with WFC tie)

Sporting Excellence Tracksuit
(WFC Development Squad)

The Academy Building
Signing In/Out
All Sixth Form students must sign in/out at Reception when they enter and exit the building. Sixth
Formers are allowed to go into the village during some of their private study lessons and at
lunchtime, as long as they sign in and out. However, if a student is found to be misusing this
privilege; it will be taken away. When students are in the village they must behave in an appropriate
and respectful manner as they are representing The Academy.
The Post 16 Areas
The Post 16 Areas are to be used as a study area only. This decision was made because as The
Academy continues to grow, the classrooms within the second floor area will be used more, the first
floor room is flanked by staff offices and therefore the noise level must be kept to a minimum. If
students want to socialise during their study periods they must go to the cafe or go off-site. The Post
16 Areas are a privilege, misuse of these areas will result in them being closed.
The LRC
The LRC is open Monday to Friday from 8.15 am to 4.00 pm. Sixth Formers can use the LRC as
another place to work in silence during their study sessions. However, please be aware that the LRC is
busy during break and at lunchtime.
The Cafe
The Cafe is open Monday to Friday from 6.30 am to 8.30 pm. Students can purchase food by topping
up their finger on the machines near the cafe, or by topping them up online (see THA website). Every
student will have their finger scanned once they have started in September. Students can use the
cafe as another place to work or socialise during their study sessions. However, it is important to set
a good example when using the cafe; please keep the noise down, so you don’t disturb classes in the
cafe area.
The Gym

The Academy’s Gym facilities are available to all of The Harefield Academy Sixth Form students,
provided that they have completed the induction programme and that the Gym is not being used for
lessons.

Sixth Form Life
Car Parking
Sixth Form students are not allowed to park in the staff and visitor’s car park. Any student that wishes
to bring their car to The Academy must park in the village. Please be considerate of the residents
when parking your car, by not blocking drives etc.
Tutor Time
Sixth Formers are expected to attend 3 meetings per half term with their assigned Mentor during this
time.
Assemblies
Sixth Formers are expected to go to their Sixth Form Assembly every week (you will be informed of
when this is as it will form part of your timetable.).
Student Support Programme (SSP)
All Sixth Form students are expected to use one of their study sessions per week to assist a teacher in
their classroom. Students are allowed to pick which subject, which teacher and which year group
they work with.
Work Experience
All Sixth Formers complete up to 10 days of work experience as part of their course. Year 12 A-level
students complete their placement at the end of their first year. Students are expected to find their
own placements.
Community Work
Sixth Formers are expected to assist the staff of The Academy as best they can, by giving tours,
assisting at TT/Assembly and volunteering for school events, such as the Year 6 Prospective Parents’
evening. Sixth Formers should be role models to the younger students.

Attendance & Punctuality
Attendance & Punctuality
Students are expected to attend every timetabled lesson. If you are going to be absent, you must call
Ms Fitzgerald on 01895 827 937 to let her know. Students are expected to have an overall attendance
of 95% or above. If your attendance is below this, then your parents may be asked to come in for a
meeting with you and the Director of Sixth Form. If you are going to be late, you are also advised to
call Ms Fitzgerald on 01895 827 937 to let her know. Persistent lateness will not be tolerated.
Attendance & Punctuality Review
Every Sixth Former’s attendance will be reviewed on a half termly basis, details are shown below:
99-100%
Excellent. This will be included in all references requested about you.
95%+
Very good attendance. This will be included in all references requested about you.
90+%

Satisfactory attendance, but be careful not to let it slip. This will be included in all references
requested about you.
Below 90%
Attendance is a concern. You are beginning to endanger your reference and academic success. Unless
your Student Manager has clear evidence of medical issues, your parents will be contacted and deep
concerns expressed.
Below 80%
Unless there is clear medical evidence to explain this very low level of attendance, the Director of
Sixth Form will contact parents to arrange a formal interview with them. You may have to pay for all
examination entries privately. A contract will be put into place to help you improve. Continued half
termly issues with attendance, will lead to your continuation with courses being called into question!
Holidays
Sixth Formers who take holidays during term time, will not have their absence authorised by The
Academy. As a matter of protocol, you should inform your Student Manager if a family holiday has
been booked during term time.

Disciplinary Action
Disciplinary Action
If a Sixth Form student has an attendance/punctuality/behaviour problem or is not performing well
academically; the Sixth Form team will commence disciplinary action against them.
Stage 1

Once a student and their problem/s are identified by the Sixth Form team, a meeting will be arranged
between that student and Ms Fitzgerald. This first stage allows the student to recognise that there is
a problem and to set them achievable targets in order to improve.
Stage 2
If these problems persist following the first meeting; the student and their parents will be invited to
meet the Director of Sixth Form. More targets will be set and some of the privileges that are
awarded to Sixth Formers, such as the flexible timetable, being allowed out during the day etc. will be
removed to encourage the student to focus on solving the problem.
Stage 3
If there are still issues following the meeting with the Director of Sixth Form, the student and their
parents will next be invited to attend a final meeting with the Sixth Form Team. At this meeting it will
be decided whether the student continues on their chosen course.
If by the final stage the suggested improvements have not been made; a student may well be asked
to leave The Academy.
Serious Incidents
If a student has been involved in an incident which is deemed ‘serious’ by the Sixth Form Team;
they will be sent home immediately, put straight on to a stage 3 disciplinary and their future as a
Sixth Former in The Academy will be decided at the 3rd stage meeting.
Achievement & Behaviour Points

All Harefield Academy students’ behaviour is monitored by our points system. Students can be
awarded achievement points for good behaviour and work. They can also be given behaviour
sanctions for lateness, truancy, lack of equipment, poor behaviour, lack of effort etc. Sixth Formers’
points are monitored, so if a student is performing well or poorly these points can help to pinpoint
the problem.

How To Be A Successful Sixth Former


Staff Responsibility
A copy of course specifications
or course descriptor.



Student Responsibility
Excellent attendance and
punctuality for lessons.



Assessment procedures and
coursework dates.



Maximum effort in lesson and on
home study.



Coursework guidance with
regular monitoring and
feedback.



Taking responsibility for your
studies, responding positively to
staff feedback.



Access to copies of past
examination papers.



Practice doing past exam papers.



Take advantage of all
assessment opportunities and
complete to the best of your
ability.



Provide regular assessment
opportunities. Mark, give
feedback on student work.



One-to-one reviews of progress.



Asking for help when needed.



A projected grade.





Work set to cover staff absence.

Discuss problems with staff
before deadline dates for work.



An academic dairy to help you
plan/record deadlines.



Seeking help and advice from
your tutor/ Head of Year.



Parental and tutor discussion of
coursework.





To provide a high quality of
teaching, using a variety of
techniques.

Using the academic diary to
record homework, coursework
dates etc.



Using the school library, Frog,
textbooks, newspapers etc. to
widen your knowledge and
understanding.



Attend pre-arranged meetings.
These may be in ‘free-time’ on
occasions.



Follow The Academy’s Code of
Conduct at all times.





Where possible, complete your
course early in order to allow for
revision time.
Identify students that need
careful monitoring and be
pro-active in giving them further

Sixth Form Perks
16+ Oyster Photocard Forms
Sixth Formers that are aged between 16—18 before the start of the academic year, live within a
London borough and are in full-time education are eligible for a 16+ Oyster card. You can apply online
at the TFL website . The oyster card gives free travel on buses and trams. The photocard also allows
you to travel at half-rate on Tube, tram, DLR, London overground and some National Rail Services and
buy half-rate Travelcard season tickets.
NUS Extra Card
All Sixth Formers are entitled to apply for a NUS Extra card which gives students discounts in shops,
restaurants etc. The NUS Extra Card costs around £12 and therefore it is worth checking the website
before you buy the card, to see if the discounts it offers are ones that you would use. To apply go to:
www.nus.org.uk
Click on NUS Extra link (left-hand side)
Click on Schools and Professional Organisations
Click on Download an Application Form
Click Print
The form then needs to be completed (ask Ms Fitzgerald for help if you need it) and send it to NUS
with the photo and payment (the address is on the form). You can also apply online/collect a form
from Miss Fitzgerald
16-19 Bursary
Applications are available from Miss Fitzgerald from September onwards and should be submitted
with proof of the family’s income. You should apply as early as possible to avoid the fund running out
of money.

Staff Contact Details
Sixth Form Contact Details:
Claire Fitzgerald — Student Support Manager, Sixth Form
Tel: 01895 827 937
cfitzgerald@theharefieldacademy.org

Carmel Brady—Head of Sixth Form
Tel: 01895 827 923
cbrady@theharefieldacademy.org

The Academy’s Contact Details:
The Harefield Academy

Northwood Way
Harefield
Uxbridge
Middlesex
UB9 6ET
Tel: 01895 822 108
Fax: 01895 822 414

