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Aims

We aim to ensure that:

Through e" ective guidance:
all students begin Year 12 on appropriate courses
all students are able and encouraged to enrich their curriculum through taking additional courses 
and other study opportunities
all students have the opportunity and are encouraged to take part in extra curricular activities
all students make informed and appropriate progression choices for their next step after the Sixth 
Form

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

Through regular monitoring, review and intervention:
students are aware of their progress 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 enjoyable experience in the Sixth Form at Queen 
Elizabeth High School.  

For student and parent aims see appendix (i) - Sixth Form Agreement.

Contacts

Sixth Form Enquiries
Queen Elizabeth High School, Whetstone Bridge Road, Hexham, Northumberland, NE46 3JB
Sarah Bates - Sixth Form O!  c e Manager: 01434 610317 (email: sbates@qehs.net)
Please direct all email enquiries through Sarah Bates.

Absence Line
01434 610317

Learning and Guidance Co-ordinators
Yr 12 - Gordon Whit# eld: 01434 610317 (email: gwhit# eld@qehs.net)
Yr 13 - Sheila Turnbull: 01434 610317 (email: sturnbull@qehs.net)

Learning Mentor s
Yr 12 - Rebecca Ruddick: 01434 610317 (email: rruddick@qehs.net)
Yr 13 - Michelle van den Berg: 01434 610317 (email: mvandenberg@qehs.net)

Key Stage 5 Co-ordi nator / Head of Sixth Form
John Hill: 01434 610317 (email: jhill@qehs.net)

·
·

·
·

·

·
·
·
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Exams O!  ce
Liz Grant: 01434 610353 (email: egrant@qehs.net)

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

The Year Team

The Year Team consists of a Learning and Guidance Co-ordinator, a Learning Mentor and form tutors.  
Your son or daughter will have the same Year Team during Years 12 and 13.

Concerns

If you have any concerns about your son/daughter or their progress during their time with us, then 
please let us know.  You can contact the Year Team with any concerns - see contacts section.

The Role of the Tutor

Every student in the Sixth Form has a form tutor. 

Tutors o" 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 progression routes and are responsible, with senior sta" , for 
completing references for university and employment.
The tutor manages absences which have not been accounted for.

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

In short, the tutor has an overview 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 registration and for one hour every 
Wednesday morning for student guidance period (see page 6).

·
·
·

·



Queen Elizabeth High School
Sixth Form Guide 2009/2010

6

Academic Tutoring

On three occasions in the year students will meet with their tutor for academic tutoring.  Data about each 
student's progress is collected from their subject teachers; the student will then discuss their strengths 
and their areas for development with their tutor.  Together speci# c targets will be identi# ed for the 
student which will be reviewed at their next 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
Year 13 Monday 23 November 2009

Year 12 Monday 30 November 2009

Reports
Year Group Date Report Published
Year 12/13 Monday 29 March 2010*

   * date report available online or posted home

Data
Date Published Data Written Report
23 November 2009 X

26 January 2010 X

29 March 2010

Student Guidance

The student guidance period (Wednesday period 1) is a compulsory part of the curriculum for students.  
All students have a guidance session with their form tutor on Wednesday period 1.  The guidance 
programme is intended to provide students with:

Support with their studies
Advice on progression ±  what to do after the Sixth Form
Opportunities for curriculum 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 volunteering
Termly interviews with tutors to review progress and discussing areas for improvement (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 showcase 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 personal statement)
Progression opportunities other than university

Transition and Progression

Transition refers to the movement of students from Year 11 into Year 12 and from Year 12 into Year 13.

Progression is the movement from students out of the Sixth Form - for a few students this will be at the 
end of Year 12 and for the majority at the end of Year 13.

At each of these stages it is vital that students make appropriate choices and all of our support is geared 
to ensuring that both students and parents are well informed and have the opportunity for individual 
support and advice.

Curriculum Expectations

We expect all students to follow a full programme of study in Year 12.  All students will start with the 
equivalent of 4 AS levels; after the # rst half term those students with mainly C grades at GCSE may 
be able to reduce their programme of study to three subjects.  This will be agreed through individual 
discussion with the Learning and Guidance Co-ordinator and the Learning Mentor.  Students who have 
not achieved English Language or Mathematics GCSE grade C will be expected to re-sit.

For guidance on changes to curriculum 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 have done in the past.  It is recommended 
that students should spend the same amount of time working outside lessons as they spend inside 
lessons; approximately # ve hours per subject per week.  This 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 # nd this change di!  cult and take a while to adjust.  It is really important to be prepared 
for this change.  To make this adjustment successfully 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 facilities available in school

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

Curriculum Enrichment and Enhancement

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

We o" er a range of additional courses including Open University short courses, the Extended Project 
and General Studies.  We o" er clubs and societies, such as the Human Rights Group, Christian Union and 
Fairtrade, as well as a wealth of music and theatre groups. 

Tim Burdon is the Sixth Form Enrichment Co-ordinator (email: tburdon@qehs.net).

Student Voice

The student body is represented by an elected executive committee, made up of a President, Vice-
President, Social Secretary, Treasurer, and Secretary.  This group has regular meetings to discuss issues of 
importance to the student body, represent their views to the sta"  and co-ordinate social events. 

There is also a Sixth Form Council made up of representatives from each tutor group.  This is run by the 
Sixth Form president.

As well as these two 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 the creative and performing arts are part of every student's 
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 programme of extra-
curricular activities.  Many sta"  are arts practitioners, as visual artists, writers and performers.  The school 
is applying to renew its Artsmark Gold status.

Specialist status has allowed us to:
  · employ more teaching and support sta" 
  · improve facilities and equipment in music, drama and dance
  · introduce new courses in dance and the performing arts
  · work in new ways with partnership schools and our community

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

Timing of the School Day

Registration 8.55am

Period 1 9.05am

Period 2 10.10am

Break 11.15am

Period 3 11.35am

Lunch 1 12.35pm

Period 4 1.15pm

OR

Period 4 12.35pm

Lunch 2 1.35pm

Period 5 2.15pm*

End of school day 3.20pm

* School # nishes at 2.15pm on a Tuesday every fortnight for sta"  training.

Break and Lunch time
Students are not allowed o"  premises at break time but are at lunch time.  Food is available from the 
Sixth Form Caf% and from the lower school canteen but we strongly encourage students to use their caf%.
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Term Dates and Holidays

Start of Autumn term Tuesday 8 September 2009 Teacher Training Days

Last day of half-term Thursday 22 October 2009 Monday 7 September 2009

Return to school Monday 2 November 2009 Friday 23 October 2009

Last day of term Fri 18 December 2009 Friday 12 February 2010

Start of Spring term Monday 4 January 2010

Last day of half-term Thursday 11 February 2010 Public Holiday

Return to school Monday 22 February 2010 Monday 3 May 2010

Last day of term Thursday 1 April 2010

Start of Summer term Monday 19 April 2010

Last day of half-term Friday 28 May 2010

Return to school Monday 7 June 2010

Last day of term Friday 23 July 2010

Attendance and Absence

Planned absence (e.g. university open days, medical appointments).  Please inform the Sixth Form O!  c e 
in advance.  Students should also inform their teachers and collect work.  

Holidays should be taken during school holidays.  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 O!  c e as soon as possible, preferably before 
9.30am on the # rst day of absence.  Telephone: 01434 610317.  There is an answer machine to leave a 
message if no one is available to answer the phone.

Good attendance is vital to student achievement and academic success.  For the Absence Management 
Procedure see appendix (ii).

Registration

This is from 8.55am to 9.05am in tutor rooms # ve mornings a week.  One of these will be in the lower 
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 compulsory.  Regular absence from 
registration will be followed up by the form tutor.

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

Educational Maintenance Allowance (EMA) application packs are available from the Sixth Form O!  ce.  
Information and details of eligibility can be found online at http://ema.direct.gov.uk.  It is advisable to 
send o"  applications as soon as possible as payment will start from the day the application is received.

Sarah Bates, Sixth Form O!  c e Manager, is the QEHS EMA co-ordinator.

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 school's rules regarding payment please see the school website or contact 
Sarah Bates on 01434 610317.

The Learning Resource Centre

The Learning Resource Centre (LRC) is situated on B Floor in the lower school building. 

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

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 LRC.  These are divided into # ction and non-
# ction.  The # ction books are shelved in alphabetical order of author's surname and the non-# ction books 
are arranged in subject order using the Dewey Decimal Classi# cation System.  The LRC also holds a range 
of magazines and newspapers, DVDs and Study Packs.  There are eighty study spaces in the LRC.

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

The Connexions Resource Centre 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" 
Sta"  are available to help at all times.  The LRC welcomes student volunteers and anyone who is 
interested should speak to the Librarian, Sarah Smith.

Opening Times
The LRC is open from 8.30am ± 4.30pm on Monday ± Thursday and 8.30am ± 3.30pm on Friday.
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eSafety

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

We aim to educate everyone connected with our school community.  In order to maximise the extent 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 (KnowITAll for Parents)
have a dedicated section on the school website, which includes the ability to report suspicious 
online behaviour direct to CEOPs (Child Exploitation and Online Protection Centre)

All internet access is logged.  Filtering occurs at two levels, # rstly by the county-provided ISP 
(DurhamNet) and secondly within school, maintained by our Network 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 the Acceptable Use Policy.  This covers things such as 
internet use and equipment use within the school.  There is a copy of the Acceptable 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 have guidance notes on eSafety in their planners which they are required to sign.  This 
contains information on the Acceptable Use Policy, mobile phones and laptops.  If you have any 
questions, please do not hesitate to contact the school.

Connexions and Careers Advice

Our Connexions Advisors work closely with sta"  and students to ensure quality provision for all students.

Advisors can help with:
advice on routes into employment, training and higher education
making choices about the future
exploring new ways of developing talents and interests 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"  on Taster Day (Year 11), Next Step Day (Year 13) and also help with 
the use of computer-aided career programmes such as Kudos, Careerscape and Higher Ideas.

·
·
·
·

·
·
·
·



13

Queen Elizabeth High School
Sixth Form Guide 2009/2010

The Connexions Advisors are Kathleen Brown and Helen Durose.  They are based in the LRC on Mondays, 
Tuesdays and Thursdays for students to make appointments.  Advisors can be contacted on 01434 
610307 (in school) or 01434 607097 (Connexions o!  ce).
Or by email:
Kathleen.brown@connexions-northumberland.org.uk
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 every Wednesday.  If students are worried about their own physical, 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 behave appropriately and set a good example to other students especially 
those younger than themselves.  Smoking is not allowed on site.

The full Behaviour Policy is available on the QEHS website - www.qehs.net.

Bullying

We have an Anti-Bullying Policy that provides e" ective procedures for dealing with problems.  The 
full Anti-Bullying Policy is available on the QEHS website - www.qehs.net.  Students also have more 
information and advice regarding bullying in their student planners.  Please inform the Year Team if you 
have any concerns regarding bullying.

Special Educational Needs

The school Special Educational Needs Co-ordinator (SENCo) is Jane Dunne (email: jdunne@qehs.net).  
Students who have had special exam arrangements up to the end of Key Stage 4 need to bring these to 
the attention of Jane Dunne in the # rst instance and then to the attention of the Exam's O!  cer, Liz Grant.
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ParentMail

The school is registered to use ParentMail, which enables us to communicate electronically with home. 
This facility allows you to receive letters and reminders from school direct into your home email account 
and we hope it will be a signi# cant improvement in communication between school and home.

We are currently 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 con# rmation 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-time/part-time) employment information, 
apprenticeship and gap year opportunities.

Emergency Contact

It is vital that we have an up to date 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 building o" ering breakfast, a range of 
sandwiches, paninis, salads, pasta and a daily choice of two hot dishes.  It is open from 8.30am - 2.15pm 
(closed for registration and student guidance period).  Students may take food from the caf% into the 
Winter Gardens social area.  We encourage students to use the Sixth Form Caf% rather 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 located in the lower school or by cash/cheque directly to the kitchen.

Travelling to/from School

School Buses
All students travelling to school by bus organised by the Integrated Transport Section of 
Northumberland County Council will receive a bus pass.  The bus pass must be shown to the driver.
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Currently buses drop o"  and pick up from both Whetstone Bridge Road and the Hydro Drive.  You will be 
informed by the Integrated Transport 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 allowed to park within the school grounds due to limited parking space.

Other Modes of Transport
Students can cycle to school.  A covered bike shelter is available.  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 the start and 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/daughter 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 environment.  ̀ Suitably dressed' is at the discretion of the headteacher/chair of governors.   Bare 
shoulders, midri" , o" ensive slogans and sports shorts are not appropriate.  Hats and caps should only be 
worn outside.

Personal Belongings & Lost Property

Personal belongings are the responsibility of students.  Outdoor clothing should be removed in all 
lessons and hats should be removed before entering school.  Students should not bring items of value, 
large amounts of money, etc. to school.  Mobile phones are allowed in school, but should be switched o"  
and out of sight, they should not be used on the school site.  Mobile phones and MP3 players, etc. may 
be con# scated if they are used in school.  They can be collected from the main o!  ce at the end of the day 
and parents will be informed by letter.

Lost property can be collected from the main school o!  ce, it is easier to trace the owner of lost property 
if it is clearly labelled.  We are not responsible for items that are lost, stolen or damaged on the school 
premises.
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Parent Partnership Group

We value the quality of the relationships between sta" , parents and students.  The 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.  Dates of future meetings can be found on the ̀ Parents' section of the school 
website.

Please contact Andrew Hedley (Key Stage 3 & 4 Co-ordinator) ahedley@qehs.net  01434 610356 if you are 
interested in joining the group.

Extended Services

The core o" er of Extended Services, which all schools are expected to provide by 2010, is made up of # ve 
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 access to targeted and specialist services
community access to facilities including adult and family learning, ICT and sports facilities

Schools are not expected to provide these services alone, or necessarily to deliver them on site.  Instead, 
they should work in partnership with other schools and agencies, including voluntary and community 
organisations, signposting existing services where appropriate.  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 o" ering the services of an Assistant Extended Services
Co-ordinator who leads on family support.

This work includes:
parenting/family support and information
helping parents and carers with their son or daughter's learning
improving school attendance and reducing exclusions

If you are looking for support or advice or need someone to listen, our family support contacts are:
Christine Pearson (email: cpearson@qehs.net) and Joanne Lintin (email: jlintin@qehs.net)
Tel: 01434 610357 / 07919396130

·
·
·
·
·

·
·
·
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Making Payments

Resources / Educational Visits / School Uniform
All payments for resources, educational visits or school uniform should be placed in the box outside 
the Finance O!  ce on 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 posted into the box outside the Hydro O!  c e on 
D + oor of the Hydro Building.  Tickets can also be purchased in person at the Lower School O!  c e and 
students will be informed when this facility is available.

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

Publications

Newsletter
The school Newsletter is published once a term and showcases the many and varied activities that 
happen at QEHS.  Students are encouraged to contribute articles and photographs themselves.  The 
Newsletter is distributed to every student to take home and is freely available to the local community.
The Newsletter is also available to download from the QEHS website - www.qehs.net

Prospectus
The school Prospectus is available 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, Arts Publications and Subject Options Programmes.

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

Policies

Many of the school policies  are available on the QEHS website - www.qehs.net
Alternatively please contact the school directly:
Susan Hope - Business Manager: 01434 610369 (email: shope@qehs.net)
Barbara Shevlin - Headteacher's PA: 01434 610301 (email: bshevlin@qehs.net)
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Senior Members of Sta" 

Neil Morrison (Headteacher)
Overall Strategic Leadership and 
Development 
Budget Planning and Monitoring 
Sta!  n g 

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

Andy Byers (Deputy Head) 
Curriculum Development and Monitoring 
Monitoring and Evaluation of 
Departmental Performance 
Self evaluation systems

Diane Harris (Deputy Head)
Social 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 10; Yr 11 to 12) 
Construct and maintain the school 
timetable - liaising with heads of 
department as appropriate 
Oversee the completion of school data 
returns (Census, LSC return)

·

·
·

·
·
·

·
·

·

·
·

·

·

·

·

John Hill (Head of Sixth Form) 
Overall responsibility for transition into 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 Work Related Learning

Susan Hope (School Business Manager)
Monitor the e" ectiveness of support sta" /
systems and plan strategic development 
Monitor the # nancial procedures and 
systems in the school and liaise with the 
headteacher and governors on # nancial 
matters 
Ensure health and safety requirements 
with regard to people and property are 
maintained

·

·
·
·

·

·

·

For more information on the roles and the responsibilities of the senior members of sta"  please visit the 
QEHS website.
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The Governors

Queen Elizabeth High School and Hexham Middle School Hard Federation Governing Body

Chair of Governors - Mr Adrian Woolley

Name Governor Type
Mr Simon Kitchman Community Governor

Councillor J B Jonas Community Governor

Mr Peter Oliver Community Governor

Mrs Sarah Buchan Local Authority

Mrs Jane Wrigley Local Authority

Mrs Kate Gessey Local Authority

Mrs Sandra Thompson Local Authority

Mrs Rosemary Theobalds Local Authority

Mr Neil Watson Parent - HMS

Mr Alan Lynch Parent - HMS

Mrs Alison Killen Parent - HMS

Dr Helen Gray Parent - HMS

Mr Peter Maxwell Parent - QEHS

Parents and others wishing to communicate with the governing body should address correspondence to:

The Chairperson 
Queen Elizabeth High School & Hexham Middle School
Governing Body 
Whetstone Bridge Road
Hexham
NE46 3JB 

or 

The Chairperson 
Queen Elizabeth High School & Hexham Middle School
Governing Body 
Wanless Lane 
Hexham
NE46 1BU 

or email admin@queenelizabeth.northumberland.sch.uk

Name Governor Type
Mr Adrian Woolley Parent - QEHS

Mr Roland Beevor Parent - QEHS

Mrs Annette Bedson Parent - QEHS

Mrs Angela Mole Support Sta"  - HMS

Ms Sue Boath Support Sta"  - QEHS

Mrs Rebecca Alderson Sta"  Teaching - HMS

Mrs Christine Carruthers Sta"  Teaching - HMS

Mr Robin Hodnett Sta"  Teaching - QEHS

Mr Andrew Hedley Sta"  Teaching - QEHS

Dr David Watson Headteacher, Hexham 
Middle School

Mr Neil Morrison Headteacher, Queen 
Elizabeth High School
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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 Parents' Evening schedule please contact 
the main o!  ce on 01434 610300.  Please be aware that if you arrive at school without an appointment it 
may not be possible to speak to the member of sta"  you want to.

Visitors to the School
All visitors to the school should sign in, either at Reception in the Lower School or at the Hydro O!  c e.  
Visitors will be issued with a name badge to wear whilst on site.  When leaving the school the visitor 
should sign out and return the name badge.

Website
The school website can be found at www.qehs.net and contains information and news including: 

school policies
school news
department information
calendar and term dates

Consent and Information Sheets

Acceptable Internet & Network Use
ParentMail Registration
Sixth Form Agreement
Emergency Contact Information
Additional Pastoral Data Collection

·
·
·
·

·
·
·
·
·
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Appendix (i)

Sixth Form Agreement

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

We also have expectations of Sixth Form students at QEHS and these are outlined below.  Meeting these 
expectations will enable students to reach their potential and the whole school community to operate 
e" ectively.

The transition into 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 from sta"  to make 
a success of this transition.

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

Students will aim to:

Achieve the best possible progress throughout 
their courses

Follow the procedures for absence reporting

Attend registration, tutorial and all lessons 
punctually

Take advantage of the opportunities for 
involvement within the school and the wider 
community

Use independent study time usefully and maintain 
good working conditions for other students

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

Parents will aim to:

Follow the absence reporting procedures  

Support students in achieving a positive work/life 
balance

Encourage students to keep their paid 
employment to a reasonable level 

Ensure students plan all their other commitments 
to be outside school hours

Advise the year o!  ce of any factors which may 
a" ect a student's well-being or progress at school

Academic and pastoral sta"  will give support as appropriate to students who do not meet these 
expectations.  If this support is not e" ective, we will involve parents.
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Absence Management Procedure

Absences which are reported to us in advance or on the day are recorded on our attendance system with 
an appropriate code.  Unreported absences are registered as an ªunknown reasonº (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.

The following staged process will be followed if either:
Absences remain unauthorised 

      or
The student's level of authorised absence (including illness, appointments etc.) results in them 
becoming an academic concern.

·

·

LEVEL 1 A letter will be sent home addressed to the student inviting him/her to an 
interview with the learning mentor.  This meeting allows the student to 
discuss any underlying issues.

If attendance does not improve a letter will be sent home addressed 
to parents.  The letter will invite both the parents and the student to 
a meeting to a meeting with the Head of Year.  At this meeting clear 
attendance targets will be set.

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

If the Head of Sixth Form intervention is unsuccessful the Headteacher will 
request a meeting with the student and parents.

LEVEL 4

LEVEL 3

LEVEL 2

 

 

 

 

Every morning form tutors are given a list of students in their forms who have ªunknown reasonº 
absences from the previous day.

The student is given the opportunity during registration to account for their unexplained absence.  
This allows any school related absences to be corrected immediately e.g. visits or # eld trips.  For other 
absences, the student will have one week to obtain authorisation from parents (a note or phone call).
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Option Change Process

Reason for Option change Process Key Date

Students unable to take option 
choices invited for interview

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-to-
one meeting between the student 
and the learning guidance mentor.  
Two dates have been scheduled for 
these meetings

Thursday 24 September 2009

Thursday 8 October 2009 (this will 
be the # nal date for requesting a 
change of option)

Our experience is that changing options more than four weeks into the course puts students at too much 
of a disadvantage.

We ask students to follow their Year 12 courses for a minimum of two weeks to ensure that they have a 
proper appreciation of the structure and content 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 mentor:

Talk to their existing subject teachers to discuss the concerns that they have with the course
See the Head of Department of the subject they would like to take to discuss the possibility of doing 
this (students need to be aware that the HoD cannot make the # nal decision)
If their 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 aware 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 immediately.  

·
·

·

·


