N

SPEDURAT AVORUM

arts colleges

Ofsted

Outstanding
2006/2007

|FAIRTRADE -
h FAIRTRADE

Queen Elizabeth High School
Sixth Form Guid20®/2010

SpecialisPeforming Arts and Science Colle



Sixth Form Guide 2009/2010

Queen Elizabeth High School

Produced by Queen Elizabeth High School, August 2009

Ret SFG1 (version 1)

Further copies are available from:

Lower School Support @ e or Hydro Oc e
Queen Elizabeth High School

Whetstone Bridge Road

Hexham

Northumberland

NE46 3JB

Or in PDF format downloadable from the QEHS websitesamgehs.net



Sixth Form Guide 2009/2010

Queen Elizabeth High School

Contents

AIMS i Emergency Contact...........cccevvvvvviiiiiniiinnnnn. 14...
COMACTS ...vvveiieeeeiiiiii e 4 Sixth Form Cafl..........occoiiiiii 14..
TheYear Team.........ooooviiiiiiiiiiiiie e 5 Travelling to/from School .................cccoe. 14.
CONCEIMS ... S Road Safety..........uvvviiiiiiiiiiiiiiiiiies 15
The Role of theTutor...........ccccvviiiiiiiie, S...] Dress Code.......ccoommiimiiiiiiiiiiiiiiiiiaaiees 15
AcademiC TULONNG ....evvvriiiiiiiiiiieiieeeeeeeee e 6...]. Personal Belongings & Lost Poperty ............. 15
Student Guidance..............ccoeevvvvvveveeiiiiin 6...} Parent Partnership Group.........cccceeeeviveeeeenn.. 16.
Transition and Progression..........ccccccceeeeeeeeeee o] Extended Services.......ooevvvveiiiiiiiieeieeienee, 16...
Curriculum Expectations.........ccccccceeeeeiiiiiinnnns 7...] Making Payments............cccccvvvvviiiiiiiiiiieeeenn. 17...
Learning in the Sixth Form +The Step Up........7 Publications ..o 17
Curmriculum Enrichment and Enhancement......8 PONCIES. ... 17
Student VOICE .........vvvevieiiiiiieiecc e 8 Senor Members of Sta"..........ccoccviveieeinninnn 18.
Performing ArtS ..o 9..] TheGovernors.......ccccoooeeiiiiiiiieeeieiiie e 19
Timing of the School Day..............cccccvvvvviinnne. 9...] Methods of Communicating with the School.20
Term Dates and HOlidg/S .......vvveeeeiieeeeeeeennnn, 10. Consent and Information Sheets................... 20
Attendance and Absence...............cccoeeinneen. 10.

Regstration .......ccccovvveeeieeiiiiiiiee 10

Educational Maintenance Allowance (EM).... 11

The Learning Resource Centre..................... 11

eSafety.......cco i 12

Conmnexions and Careers Advice.................... 12

School Health AdVISOr ..., 13..

CONAUCT ..o 13 | Appendices

BUIYING ©evviiiiiieieeee e 13 | Sixth Form Agreement........................ Appendix (i)
Special Educational Needs...........ccccuvvveeeeeiiiinnnnn. | Absence Management Procedure...Appendix (ii)
PaentMail ..., 14 | Option Change RocCeSS..................... Appendix (iii)




Sixth Form Guide 2009/2010

Queen Elizabeth High School

Aims

Weaim to ensure that:

Through e"ective guidance:
- all students begn Year 12 on approprite courses
- all students are able and encouraged to enrich their doulum through taking additional courses
and other study opportunities
- all students haethe opportunity and are encouraged to take part irk&a curricular activities
- all students make iformed and appropriate progession choices for their net step ater the Sixth
Fom

Through e"ective teaching:
- students ful# their potential

Through regular monitoring, review and itervention:
- students are aware of their pragss and attainment
- students are advised on how to reach their potential
- students receive support in managing any problems they are encountering

Above all we want all students to have a positive and ep@ble experience in the Sixth Form at Queen
Elizabeth High School.

For student and parent aims see appendix (i) - Sixth Fornme&gnent.

Contacts

Sixth Form Enquiries

Queen Elizabeth High Schodlyhetstone Bridge Road, Hexham, Northumberland, NE46 3JB
Samh Bdes - Sixth Form @c e Manager: 01434 610317 (email: $is@qehs.net)

Please direct all email enquiries through Saraht@&a

Absence Line
01434 610317

Learning and Guidance Co-ordinators
Yr12 - Godon Whit#eld: 01434 610317 (email: gwhit#eld@qgehs.net)
Yr13 - Sheil@umbull: 01434 610317 (email: sturnbull@qgehs.net)

Learning Mentors
Yr12 - Rebecca Ruddick: 01434 610317 (email: rruddick@qgehs.net)
Yr13 - Michelle van den Berg: 01434 610317 (emailandenberg@qehs.net)

Key Stage 5 ©-ordinator / Head of Sixth Form
John Hill: 01434 610317 (email: jhill@qgehs.net)
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Exams O! ce
Liz Grant: 01434 610353 (email: egrant@gehs.net)

Special Educational Needs
Jane Dunne: 01434 610329 (email: jdunne@qehs.net)

The Year Team

TheYear eam consists of a Learning and Guidance-@dinator, a Learning Mentor and form tutors.
Your son or daughter will have the sam¥éea Team duringYeas 12 and 13.

Concerns

If you have any concerns about your son/dautgr or their progress during their time with us, then
please let us knw. Yau can contact thevea Team with any concerns - see contacts section.

The Role of theTutor

Evey student in the Sixth Form has a form tutor.

- Tutors 0"er students support and advice outside of their academic subjects.

- Tutors are integral to the termly academic tutoring processes we have in place (see page 6).

- Tutors advise students on appropriate progssion routes and are responsible, with senior sta", for
completing references for university and employment.

- Thetutor manages absences which have not been accteohfor.

In addition to the above, the tutor is the primary means of communicating all school information to
students.

In short, the tutor has anwerview of his or her tutees' activities in all areas of their experience in the
Sixth Form.

Tutors meet with their students (tutor group) every day for reggtion and for one hour every
Wednesday morning for student guidance period (see page 6).
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Academic Tutoring

On three occasions in the year students will meet with their tutor for academic tutoring. Data about each
student's progress is colleted from their subject teachers; the student will then discuss their strengths
and their areas for development with their tutoifogether speci#c targets will be identi#ed for the

student which will be reviewed at their ndg academic tutoring. Details of the targets set, the target
reviews and also predicted grades will be recorded in student planners. Parents will receive an annual
full written report.

Parents' Evenings

Year Group Date
Yea 13 Monday 23 Neember 2009
Yea 12 Monday 30 Neember 2009
Reports
Year Group Date Report Published
Yea 12/13 Monday 29 March 2010*

* date report available online or posted home

Data
Date Published Data Written Report
23 November 2009
26 January 2010
29 March 2010

NN

X
X
i

Student Guidance

Thestudent guidarce period (Wednesday period 1) is a compulsory part of the daulum for students.
All students hare a guidance session with their form tutor dWednesday period 1.Theguidance
programme is intended to povide students with:

. Support with their studies

- Advice on progression + what to do after the Sixth Form

. Opportunities for curiculum enrichment and enhancement (additional courses and activities)

. Guidance on wider personal and social issues

This year, some of the activities will include:
- Outside speakers on topics including university entry, taking a gap year and \eknng
- Temly interviews with tutors to review progess and discussing areas for inguement (see
academic tutoring)
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- Preparation for AS level General Studies

- Enterprise % including the opportunity to set up their own business

- Freshers Fair £ an opportunity to skacase the opportunities for students to enhance and enrich
their time and studies at QEHS

- How to use the UCAS (university entry) website and how to choose a university course. (A number
of tutorial sessions are devoted to building on these talks so that students are in a position to make
appropriate university choices and write an e"ective personaltstaent)

- Pragression opportunities other than university

Transition and Progression

Transition refers to the movement of studentsdm Year 11 inb Year 12 and fom Year 12 inb Year 13.

Progression is the mgement from students out of the Sixth Form - for a few students this will be at the
end ofYea 12 and for the majority at the end &ea 13.

At each of these stages it is vital that students make approfaiehoices and all of our support is geared

to ensuring that both students and parents are well informed andveghe opportunity for individual
support and advie.

Curriculum Expectations

Weexpect all students to follow a full progamme of study inYea 12. All students will start with the
equivalent of 4 AS levels;taf the #rst half term those students with mainly C grades at GCSE may
be able to reduce their programme of study to three subjeci®&his will be agreed through individual
discussion with the Learning and Guidance-<©rdinator and the Learning Metor. Students who have
not achieved English Language ordthematics GCSErgde C will be expected toer-st.

For guidance on changes to cuculum see appendix (iii) - Option Change Process.

Learning in the Sixth Form £The Step Up

Students in the Sixth Form will be studying fewer subjects than they did in the lower school, but the
workload and academic level at which they will be working will be signi#cantly higher. Students will be
expected to do a lot more independent learning than they fiadone in the past. It is recommended

that students should spend the same amount of time vikiing outside lessons as they spend inside
lessons; approximatelyve hours per subject per weekThis time should be used for completing speci#c
homework tasks set by subject teachers, as well unprompted independent study such as wider-reading,
research and revision of lesson notes.
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Many students #d this change di! cult and take a while to adjust. It is really important to be prepared
for this change.Tomake this adjustment sumessfully it is important to:
- Quickly establish a routine of time set aside in the evenings for school work
- Make sure that the space for work at home is quiet and free from distractions
- Make e"ective use of the student planner to record homework tasks, coursework deadlines, etc.
- Limit paid employment to a maximum of ten hours per week; evidence has shown that anything
more than this has a signi#cant impact on academic performance
- Make e"ective use of study periods and the study facilitiegadable in school

There is an expetation that homework will be set at the end of most Sixth Form lessons. Sixth Form
students have alwaysgot work they could be doing$

Curriculum Enrichment and Enhancement

One of the great strengths of QEHS is the range of opportunities open to studentstenexheir
academic studiesWestrongly advise students to take advantage of what is on 0"er, both for their
personal development and to exend the range of activities they can include on application forms for
employment or higher education.

Weo"er a range of additional courses including Open University short courses, the Extended Project
and General StudiesWeo"er clubs and societies, such as the Human Rights Group, Christian Union and
Fartrade, as well as a wealth of music and theatreups.

Tim Burdon is the Sixth Form Enrichment ©aodinator (email: tburdon@qgehs.net).

Student Voice

The student body is represeted by an eleted executive committee, made up of a Presidence-
President, Social Secretarfreasurer, and Secretaryl'his group has regular meetings to discuss issues of
importance to the student body, represent their views to the sta" and-oadinate social events.

Thereis also a Sixth Form Council made up of representatives from each tutor gréag.is run by the
Sixth Form president.

Aswell as thesewo bodies, sixth formers play a valuable role in forming student panels which
contribute to important processes such as curriculum reviews and the appointment of new members of

sta”.
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Performing Arts

QEHS is a performing arts college and theative and peforming arts are part of every studes
entitlement up to the age of 16 The school works closely with arts organisations locally, nationally
and internationally, hosts artists in residence and has a substantial and vibrant fanoge of extra-
curricular activities. Many sta" are arts practitioners, as visual artists, writers arfidrpears. The school
is applying to renew its Artsmark Gold status.

Specialist status has allowed us to:
- employ mae teaching and support sta"
- improve facilities and equipment in music, drama and dance
- introduce new courses in dance and the f@emming arts
-work in new vayswith partnership schools and our community

More information about performing arts at QEHS can be found on the website.

Timing of the School Day

Regstration 8.55am
Peiiod 1 9.05am
Peliod 2 10.10am
Break 11.15am
Petiod 3 11.35am
Lunch 1 12.35pm
Peiiod 4 1.15pm
OR

Peliod 4 12.35pm
Lunch 2 1.35pm
Peliod 5 2.15pm*
End of school day 3.20pm
* School #hishes at 2.15pm on @wesday every fortnight for statraining.

Break and Lunch time
Students are not allaved 0" premises at break time but are at lunch time. Food is available from the
Sixth Form Caf% anbi the lower school canteen but we strongly encourage students to use their caf%.
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Start of Autumn term

Tuesday 8 September 2009

Last day of half-term

Thursday 22 @tober 2009

Teacher Training Days

Retrn to school

Monday 2 Navember 2009

Monday 7 September 2009

Last day of term

Fri 18 December 2009

Friday 23 @tober 2009

Start of Spring term

Monday 4 January 2010

Friday 12 February 2010

Last day of half-term

Thursday 11 February 2010

Reurn to school

Monday 22 February 2010

Public Holiday

Last day of term

Thursday 1 April 2010

Monday 3 May 2010

Start of Summer term

Monday 19 April 2010

Last day of half-term

Friday 28 My 2010

Retrn to school

Monday 7 June 2010

Last day of term

Friday 23 July 2010

Attendance and Absence

Planned absence (e.g. university open daymedical appointments). Please inform the Sixth Foric@

in advan®. Students should also inform their teachers and collect work.

Holidays should be taken during school holides. The headteacher may authorise a holiday in term time
only in exceptional circumstances. Holiday forms should be collected from the Sixth Form in advance

of any holiday being booked.

Unplanned absences. Please telephone the Sixth Form ©e as soon as possible, preferably before
9.30am on the #rst day of absencéekephone: 01434 61031 7Thereis an answer machine to leave a

message if no one isvailable to answer the phone.

Good attendance is vital to student achievement and academic seiss. For the Absence Management

Procedure see appendix (ii).

Regstration

This is from 8.55am to 9.05am in tutor roomseimornings a week. One of these will be in thener
school hall for assembly. Registration is a vital part of the school day where notices are read out and
information passed on. Attendance at registration and assembly is compyls®egular absence from

registration will be follaved up by the form tutor.

Students are expected to be in their tutor rooms by 8.55am.
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Educational Maintenance Allowance (EM\)

Educational Mairtenance Allowance (EM)application packs are\ailable from the Sixth Form Olce
Information and details of eligibility can be found online at http://ema.direct.gov.uk. It is advisable to
send 0" applications as soon as possible as payment will start from the day the application is received.

Samh Bdes, Sixth Form @c e Manager, is the QEHS EMAardinator.
EMA is paid weekly and in addition there are twice yearly bonuses paid in January and July. For details

on how EMA works and the schdstules regarding payment please see the school website or contact
Saah Baeson 01434 610317.

The Learning Resource Centre

The Learning Resowe Certre (LFC)is situated on B Floor in the weer school building.

The LRC supports teaching and learning within the school by o"eringess to a range of relevant
printed and electronic resourcesThe LRC encourages the development of independent learning as well
as promoting reading for pleaser.

All students at QEHS can use the LRC. Sixth formers can use it in their study periods.

Resources and Facilities

There are approximately twelve thousand books in the LRIhese are divided ito #dion and non-

#dion. The#ction books are shelved in alphabeticalaer of authors surnameand the non-#ction books
are aranged in subject order using the Dewey Decimal Clagston System.The LRC also holds a range
of magazines and newspapers, DVDs and Study Patkee are eighy study spaces in the LRC.

There are sixeen PCs in the LRC which are available to bobkere is a black and white printer, a colour
printer and a photocopier in the LRC.

The Connexions Resouae Certre is held in the LRC with information on opportunities for employment,
training and further education. Personal advisors are available to help students plan their career choices.

Sta"
Std' are available to help at all timesThe LRC welcomes student volteers and alyone who is
interested should speak to the Librarian, Sarah Smith.

Opening Times
The LRC is open from 8.30am * 4.30pm on Monddaytrsday and 8.30am + 3.30pm on Friday.

11
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eSafety

QEHS takes eSafety very serioudhehave a detailed eSafety policy (available via the school website)
that covers all aspects of electronic safety and it is reviewed at least annually.

Weaim to educde everyone conneded with our school community. In order to maximise thetent of
this education, we:
- have annual training for all sta"
- deliver education to the students through the tutorial/assembly programme
- provide a DVD for all new parents (KnowlTfor Parents)
- have a dedicted section on the school websit which includes the ability to report suspicious
online behaviour direct to CEOPs (Child Exploitation and Online Protection Centre)

Allinternet access is logged. Filtering occurs awo levels, #rstly by the cougtprovided ISP
(DurhamNet) and secondly within school, maintained by our Netk Manager.We#nd that with this
dual layer of #ltering we are better placed to respond to unsuitable online sites.

All students/parents and sta" are required to sign thecéeptable Use PolicyThis covers things such as
internet use and equipment use within the school’here is a copy of the Ageptable Use Policy attached
with this guide for students and parents/carers to sign and return.

Students can bring laptops into school provided parental permission is given. Personal laptops can only
be used in lessons with permission from the subject teacher.

Students also hae guidance notes on eSafety in their planners which they are required to sigms

contains information on the Aceptable Use Policy, mobile phones and laptops. If you have any
guestions, please do not hesita to cortact the school.

Connexions and Careers Advice

Our Connexions Advisors work closely with stahd students to ensure quality provision for all students.

Advisors can help with:
- advice on routes itb employmert, training and higher education
- making choices about the future
- exploring new waysof developing talents and iterests e.g. volunteering
- making employment applications and CV writing

The Connexions Advisors are also present during Parents' Evenings and Post-16 and -18 Choices

evenings. They work with school sta" orTager Day {fea 11), Next Step Dayéa 13) and also help with
the use of computer-aided career programmes such as Kudos, Careerscape and Higher Ideas.

12
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The Connexions Advisors are Kathleen Brown and Helen Durd$ey are based in the LRC on Monda
Tuesdays andrhursdays for students to make appointments. Advisors can be cotgdon 01434
610307 (in school) or 01434 60709afnexions o! ce.

Or by email:

Kathleen.brown@connexions-northumberland.gruk
Helen.durose@connexions-northumberland.org.uk

School Health Advisor

Our School Health Advisor, Sarah Lambton, provides an additional support service for students in
school. Sarah is in school evaijednesday. If students are worried about their own ysical, mental or
emotional health, or about someone else, or would like information about any aspect of health then they
can book an appointment with Sarah.

Conduct

Students are expected to behae appropriately and set a good example to other students especially
those younger than themselves. Smoking is not aled on site.

Thefull Behaviour Policy is available on the QEHS website - www.gehs.net.

Bullying

Wehave an Anti-Bullying Policy that prides e"ective procedures for dealing with problem3.he

full Anti-Bullying Policy is available on the QEHS website - www.gehs.net. Students alesmioae
information and advice regarding bullying in their student planners. Please informYea Team if you
have any concerns regarding bullying.

Special Educational Needs

The school Special Educational Needs-Galinator (SENCO0) is Jane Dunne (email: jdunne@qehs.net).
Students who hare had special exam arrangements up to the end of Key Stage 4 need to bring these to
the attention of Jane Dunne in therd instance and then to the attention of the Exam's Qde, Liz Gram

13
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ParentMalil

Theschool is registered to use ParentMail, which enables us to communicate electronically with home.
This facility allavsyou to receive letters and reminders from school direct into your home emaglcamt
and we hope it will be a signigant improvement in communiation between school and home.

Weare curently in a period of dual running, whereby both postal and electronic messages will be used.
If you have not registered for ParentMail and would like to do so, you can download the registration form
from our website or request a form from the school, there should also be a form attached with this guide
Once registered, you will be sent a corffation email and login details so you to keep your account
updated with any changes in email address. Most weeks we try to send home, through ParentMail, a
Sixth Form Bulletin which contains higher education, (full-timefpdime) employment information,
apprenticeship and gap year opportunities.

Emergency Contact

Itis vital that we hae an up to dde contact number for parents/carers and an emergency contact for
those occasions when a parent/carer can not be reached.

There is an emergency contact information form with this guide in case you are yet to provide the school
with this information.

Sixth Form Caf!

Sixth Form students have their own caf% situated in the Hydro buildingnoiy breakfast, a range of
sandwiches, paninis, salads, pasta and a daily choice of two hot dishes. Itis open from 8.30am - 2.15pm
(closed for registtion and student guidance period). Students may take foodrh the caf% o the

Winter Gardens social aredVeencourage students to use the Sixth Form Cadaer than the lower

school canteen.

All students will be issued with a school meal card in September. Money can be added to the card either
with cash using the machine lod¢ad in the lower school or by cash/cheque directly to the kitchen.

Travelling to/from School

School Buses
All students traveling to school by bus organised by the tegrated Transport Section of
Northumberland Courty Council will receive a bus pas3hebus pass must be shown to the driver.

14
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Currently buses drop o"and pick up from bothWhetstone Bridge Road and the Hydro DrivEou will be
informed by the htegrated Tiansport Unit of your child's pick up point for the beginning and the end of
the school day.

Sixth Form Cars on Site
Students are not allaved to park within the school grounds due to limited pking space.

Other Modes of Transport

Students can cycle to school. Awered bike shelter is@ailable. Students are responsible for their bike
security and it is left at their own risk.

Road Safety

Whetstone Bridge Road and Allendale Road can become very congested at theastd the end of the
school day. Please help us to ensure the safety of students entering and leaving school by dropping o"
or collecting your son/daugker a short distance from school.

Dress Code

Sixth Form students are not required to wear uniform but are expected to be suitably dressed for the
school environmen. “Siitably dressedis at the discretion of the headteacher/chair of gemors. Bare
shoulders, midri",0"ensive slogans and sports shorts are not appropgatHats and caps should only be
worn outside.

Personal Belongings & Lost Poperty

Peisonal belongings are the responsibility of students. Outdoor clothing should be removed in all
lessons and hats should be renied before entering school. Students should not bring items of value,
large amounts of money, €tto school. Mobile phones are alleed in school, but should be switched 0"
and out of sight, they should not be used on the schoolksitMobile phones and MP3 players,cetnay

be mn#scaed if they ae used in schoolThey can be ollected from the main o! ceat the end of the da
and parents will be informed by letter.

Lodg property can be collected from the main school ote it is easier to trace the owner of lost proper

if it is clearly labelledWeare not responsible for items thatralost, stolen or damaged on the school
premises.
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Parent Partnership Group

Wevalue the quality of the relationships beteen sta”, parents and studentsThe Parent Partnership
Group is an informal forum for parents to express their views on a wide range of issues linked to raising
achievement within school. Dtas of future meetings can be found on the "Parehdsction of the school
website.

Please contact Andrew Hedley (Key Stage 3 & 4a@tinator) ahedley@qgehs.net 01434 610356 if you are
interested in joining the goup.

Extended Services

Thecore 0"er of Extended Services, which all schools are expecteddwige by 2010, is made up ofwé
elements:

- childcare (in primary & special schools)

- a varied menu of activities including study support, sport and music clubs

- parenting support including family learning

- swift and easy amess to targeted and specialist services

- community access to facilities including adult and family learning, ICT and sports facilities

Sclhools are not expected to mvide these services alone, or necessarily to deliver them om giistead,
they should work in partnership with other schools and agencies, including voluntary and community
organisations, signposting existing seiceswhere appropriaé. Schools will consult widely with
students, families, their own sta" and the wider community to identify priorities and needs.

The Hexham Partnership of schools is also 0"ering the services of an Assisttarided Services
Co-ordinator who leads on family support.

This work includes:
- parenting/family support and information
- helping parents and carers with their son or dauggn's learning
- iImproving school attendance and reducingxelusions

If you are looking for support or advice or need someone to listen, our family support contacts are:

Christine Pearson (email: cpearson@gehs.net) and Joanne Lintin (email: jlintin@gehs.net)
Tet 01434 610357 / 07919396130
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Making Payments

Resources / Eduational Visits / School Uniform

All payments for resources, educational visits or school uniform should be placed in the box outside
the Finance O!ceon D +oor of the Hydro building. All payments should be in a sealed envelope with
student name, tutor group, and what the payment is for clearly marked. A receipt (if required) will be
passed to the student via their form tutor.

Show Tickets and Performances

Payments for show tickets and performances can be postetbithe box outside the Hydro ©c e on
D +oor of the Hydro BuildingTidkets can also be purchased in person at thmner School Oc e and
students will be iformed when this facility is available.

All payments should be made pable to: NCC - QEHS.

Publications

Newsletter

The school Newsletter is published once a term and sfeases the many and varied activities that
happen at QEHS. Students are encouraged to contribute articles and photographs themsdlkes.
Newsletter is distributed to every student to take home and is freelpible to the local community.
The Newsletter is alsoailable to download from the QEHS website ww.gehs.net

Prospectus
The school Prospectus isvailable from the school or can be downloaded from the QEHS website.

Other Publications
The school also produces a number of other publications including a Sixth Form Bulletin, Community
and Leisure Programme,r#s Publications and Subject Optiongégrammes.

Some of these publications will beailable to download from the QEHS website or by contacting the
school directly on 01434 610300.

Policies

Many of the school policies arevailable on the QEHS website - www.gehs.net
Alternatively please contact the school directly:

Susan Hope - Business Manager: 01434 610369 (email: shope@qehs.net)
Barbara Shevlin - HeadteachgePA:01434 610301 (email: bshevlin@qgehs.net)
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Neil Morrison (Headteacher)
- Overall Stategic Leadership and
Dewelopment
- Budget Planning and Monitoring
- Stan g

Helen Bailey (Deputy Head)
- Teaching and Learning
- CPD for teaching sta"
- E-Learning Sategy

Andy Byers (Deputy Head)
- Curriculum Development and Monitoring
- Monitoring and Evaluation of
Departmental Peformance
- Sef evaluation systems

Diane Harris (Deputy Head)
- Soaal Inclusion
- Behaviour and attendance monitoring and
policy
- Extended Services and multi agency
working

Les Palmer (Assistant Head)

- Co-ordinate the input and construction of
options systems (Yr 9 to 19r11 to 12)

- Corstruct and maintain the school
timetable - liaising with heads of
department as appropriate

- Ovesee the completion of school data
returns Cersus, LSC return)

John Hill (Head of Sixth Form)

- Overall responsibilityfor transition irnto and
progression from the Sixth Form and also
assessment and monitoring and learning
and guidance in the Sixth Form

Andy Hedley (Head of KS3 & KS4)
- Oversee transition from KS3 to KS4
- Co-ordinate KS4 induction
- Co-ordinate KS4 Wirk Related Learning

Susan Hope (School Business Manager)
- Monitor the e"ectiveness of support stal

systems and plan sttagic development

- Monitor the #nancial procedures and

systems in the school and liaise with the
headteacher and geemors on #nancial
matters

- Ensure health and safety requirements

with regard to people and propetly are
maintained

For more information on the roles and the responsibilities of the senior members of sta" please visit the

QEHS webst.
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Queen Elizabeth High School and Hexham Middle School Hard Federation Geerning Body

Chair of Governors - Mr Adrian Woolley

Name Governor Type Name Governor Type
Mr Simon Kitchman Community Governor Mr Adrian Woolley Paent - QEHS
Councillor J B Jonas Community Governor Mr Rolnd Beevor Paent - QEHS
Mr Peter Oliver Community Governor Mrs Annette Bedson Paent - QEHS

Mrs Sarah Buchan

Local Authority

Mrs Angela Mole

Support Sta" - HMS

Mrs JaneWrigley Local Authority Ms Sue Boath Support Sta" - QEHS
Mrs Kae Gesey Local Authority Mrs Rebecca Alderson Std' Teaching - HMS
Mrs Sanda Thompson Local Authority Mrs Christine Carruthers | Sta' Teaching - HMS
Mrs Rosemay Theobalds | Local Authority Mr Rohin Hodnett Std' Teaching - QEHS
Mr Neil Watson Paent - HMS Mr Andrew Hedley Std' Teaching - QEHS
Mr Alan Lynch Paent - HMS Dr Davidwatson Headteacher, Hexham
Mrs Alison Killen Paent - HMS Middle School

Dr Helen Gay Paent - HMS Mr Neil Morrison Headteacher, Queen
Mr Peter Maxvell Paent - QEHS Elizabeth High School

Paentsand others wishing ® communicate with the goveming body should addess orrespondenceto:

The Chairperson

Queen Elizabeth High School & Hexham Middle School

Gowerning Body
Whetstone Bridge Road
Hexham

NE46 3JB

or

The Chairperson

Queen Elizabeth High School & Hexham Middle School

Gowerning Body
Warless Lane
Hexham

NE46 1BU

or email admin@queenelizabeth.northumberland.sch.uk
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Methods of Communicating with the School

Appointments with Sta"

If you would like to meet with a member of sta" outside of the Parergening schedule please contact
the main o! ceon 01434 610300. Please beae that if you arrive at school without an appointment it
may not be possible to speak to the member of sta” you waaot t

Visitors to the School

All visitors to the school should sign in, either at Reception in theveo School or at the Hydro @ e.
Vigtors will be issued with a name badge to wear whilst oresitWhen leaving the school the visitor
should sign out and return the name badge.

Website
The school website can be found at www.gehs.net and contains information and news including:
- school policies
- school news
- department information
- calendar and term dates

Consent and Information Sheets

- Acceptable Internet & Netvork Use
- PaentMail Registration

- Sixth Form Areement

- Emergency Contact Information

- Additional Pastoral Data Collection
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Appendix (i)

Sixth Form Agreement

Inthe Aims section of our Sixth Form Guide we have outlined what we will provide for Sixth Form
students.

Wealso hare expectations of Sixth Form students at QEHS and these are outlinedvhelMeeting these
expectations will enable students to reach their potential and the whole school community to opera
e"ectively.

Thetransition irto the Sixth Form, with a more demanding level of study and a more independent form
of study, is a challenge for all students. Students require support from home as well as frontostséke
a success of this transition.

Wehave outlined below what we would expect of students and what we would ask of parents.

Students will aim to: Parents will aim to:

Achieve the best possible progress throughout | Folow the absence reporting procedures
their courses
Support students in achieving a positive work/life

Folow the procedures for absence reporting balance

Attend registration, tutorial and all lessons Encourage students to keep their paid
punctually employment to a reasonable level

Tale advantage of the opportunities for Ensure students plan all their other commitmentg
involvement within the school and the wider to be outside school hours

community

Advise the year o! ceof any fators which may
Useindependent study time usefully and maintaipa“ect a student's well-being or progress at school
good working conditions for other students

Behave responsibly, providing an example of
appropriate behaviour for younger students

Academic and pastoral sta" will give support as approptéato students who do not meet these
expectations. If this support is not eedive, we will involve parents.

Appendix (i
pp 21()



Sixth Form Guide 2009/2010

Queen Elizabeth High School

Appendix (i)

Absence Management Procedure

Absences which are repded to us in advance or on the day are recorded on our attendance system with
an appropriate code. Unrepted absences are registered as amknown reasor (code N). The process
below summarises the steps we take in dealing with unknown absences, or where the frequency of
noti#ed absences becomes a serious concern.

Evey morning form tutors are given a list of students in their forms who ledunknown reasofl
absences from the previous ga

The student is given the opportunity during regisaition to acount for their unexplained absence.
This allows any school related absences to bereated immediately e.g. visits oreid trips. For other
absences, the student will hee one week to obtain authorisation from parents (a note or phone call).

Thefollowing staged process will be folleed if either:
- Absences remain unauthorised
or
- The studentslevel of authorised absence (including iliness, appointments.gtesults in them
becoming an academic concern.

LEVEL L—> A letter will be sent home addressed to the student inviting him/her to an
interview with the learning menor. This meeting allows the student to
discuss any underlying issues.

LEVEL :2-} If attendance does not impove a letter will be sent home addressed
to parents. Theletter will invite both the parents and the student to
a meeting to a meeting with the Head ofea. At this meeting clear
attendance targets will be set.

LEVEL 3» If the attendance targets are not met a further letter will be sent to pargnts
inviting them and the student to a meeting with Head of Sixth Form.
Appropriate next steps will be discussed.

LEVEL ]1» If the Head of Sixth Form tervention is unsuccessful the Headteacher vill
request a meeting with the student and parents.
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Queen Elizabeth High School

Option Change Rocess

Reason for Option change

Process

Key Date

Students unable to take option
choices invited for iterview

Students in this position will be
invited by letter

Thursday 3 September 2009
and Friday 4 September 2009

Students wishing to discuss option
choice changes following GCSE
results

Open appointment system

Monday 7 September 2009

Students wishing to discuss
changing options once courses
have begun

This can only happen after a one-ta
one meeting betveen the student
and the learning guidance mentor.
Two dates have been scheduled fo
these meetings

-Thursday 24 September 2009

Thursday 8 @tober 2009 (this will
be the #nal dée for requesting a
change of option)

Our experience is that changing options more than four weekgarthe course puts students at too much

of a disadvantage.

Weask students to follow theiYea 12 courses for a minimum of two weeks to ensure that they have a
proper appreciation of the structure and cdant of each of their courses.

If students are considering changing an option subject we expect them to have taken the following steps
before meeting their learning guidance meor:

- Tak to their existing subject teachers to discuss the concerns that theyehaith the course

- Seethe Head of Department of the subject they would like to take to discuss the possibility of doing
this (students need to beware that the HoD cannot make the #nal decision)

- Iftheir timetable allows and the teacher agrees, to try and attend a sample lesson of the subject

they would like to take

- Continue attending all their timetabled subjects as normal

Please be avare that it may not be possible for students to change to the subject they would like to do
and we will not be able to make a decision immetiédy.
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