SIXTH FORM WELCOME HANDBOOK

LGGS SIXTH FORM

2020-2021

CHALLENGE … CARE … CONTRIBUTE

HANDBOOK AT A GLANCE

PAGE

4

THE SCHOOL DAY
The school day starts at 8.40am by which time you should be in
your Form Room for registration with your tutor group.

PAGE

9

ABSENCE
What you should do if you are unwell
The key is that your parents/carers keep us informed if you are unwell:
Email: sixthformattendance@lggs.lancs.sch.uk
Telephone: 01524 581660
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DRESS CODE
It is a very relaxed dress code and for that reason we expect all
students to adhere to it throughout their time in Sixth Form.
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SAFEGUARDING
It is a very relaxed dress code and for that reason we expect all
students to adhere to it throughout their time in Sixth Form.
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PRIVATE STUDY
A-level students quickly get into a private study routine.
If you are given permission to leave the site you must sign out
at the Sixth Form office. All signing in and out of school
for Sixth Form students takes place here.

HEADTEACHER’S WELCOME
Dear Students and Parents

popular with our students and even if you have
not had the opportunity to take part to date,
you are still able to join the LGGS programme.

Thank you for choosing LGGS Sixth Form for
your A-level studies. Whether you are an
existing LGGS student or new to the school, I
hope you find this handbook useful in
providing you with key information about the
Sixth Form at LGGS.

If parents have any concerns about wellbeing or
progress, your main contact will be the Head of
Year, Miss Allen Year 12 or Ms Dobson Year 13.
Please do not hesitate to contact them if you
have any queries concerning the Sixth Form at
LGGS. Of course I am also available for parents
to contact.

A Sixth Form within the context of an 11 to 18
school has many advantages, not least the
opportunity to develop leadership potential and
work with younger students. As Sixth Formers
you are role models for the younger students
and play a vital role in the life of the school. This
also enables you to develop important skills,
whether these are mentoring a student who is
struggling in an academic subject, organising
large scale events such as our music festival or
running a sporting extra curricular activity.

Our referral system, which we use if there are
any concerns in school about a student’s
academic progress, is covered in detail in the
handbook. You will also find a copy of the Sixth
Form contract. We believe in continuing to work
in partnership with parents and will do our best
to ensure that parents receive as much
information as possible. We hope to be able to
welcome you soon to the Year 12 Welcome
Evening,

A strength of the LGGS Sixth Form is the high
quality teaching and learning. There is also a
great deal of additional support available from
staff, with help outside of lessons easily
available. Make sure you take full advantage of
this support. This high quality teaching
contributes to the outstanding achievement of
our Sixth Form, with the percentage of A-level
grades at A*-B consistently above 70%.

I hope you are beginning to gain a feel for the
ethos of LGGS Sixth Form which is to stretch and
challenge you to gain your very best within a
supportive and friendly environment. Our Sixth
Form Centre is a great asset and the dedicated
working area, the Green Room, provides sixth
formers with the ideal working place to help
them make the transition from school to
university and working life.

I am sure you will also want to involve yourself
in the range of extra curricular and enrichment
activities available to students at LGGS. Students
run many Societies in a whole range of interests
and subjects. It is no wonder that LGGS students
are able to impress university tutors with their
love of their subject and gain places at the very
best universities.

We look forward to working with all the Year 12
students and helping them settle in quickly to
their A-level studies and Sixth Form life.

Yours faithfully

For those of you who are new to LGGS I hope
you will settle in quickly and make new friends.
Our mixed form groups, a well developed
transition programme and the additional
opportunities outside of the classroom will help
you. The Duke of Edinburgh Award Scheme is

Mrs Cahalin
Headteacher
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HEAD GIRL
WELCOME TO YEAR 12 AT LGGS
Welcome to our Sixth Form!
I am sure you are excited to start a new chapter here at LGGS. Our situation is unique to other
years and it is good to be back at school together.
Of all the pieces of advice I could give you as you start this year, balancing your time is one of the
most valuable. It’s important that you take the time to do the things you enjoy and to do your very
best with your work too! At LGGS we are extremely lucky to have all the extracurricular
opportunities that we do and I really would recommend taking full advantage of these. Clubs,
societies and competitions are a great way to both de-stress and meet like-minded people you may
not have known so well before.
This last year has been one of my favourites at school because of events like PAF, Bar Mock Trial
and the whole year debate. Immersing yourself in other aspects of school life is not only fun, but
key to developing the skills that will help you stand out in the future. In addition to the countless
leadership opportunities our Sixth Form also promotes subject specific-opportunities that allow you
to challenge yourself academically and find your niche.
I hope this has put your mind at ease and you are as excited to join LGGS Sixth Form as we are to
welcome you! It flies by, so remember to keep an open mind, don’t be too hard on yourselves and
enjoy every second!
We will see you soon! From Kate Bowskill, Head Girl
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SIXTH FORM TEAM

MS J PARDOE

thinking of applying to university, you will become
very familiar with the LGGS Route Map that offers
exploratory talks from universities and degree
subject areas through the course of Year 12.

Assistant Head with overall responsibility for
post-16 students and teaching & learning in the
Sixth Form
Our Sixth Form offers a vast array of opportunities
and I very much hope that you will make the most
of them during your two years with us. There are
many academic, extra curricular and leadership
activities that flourish with input from the Sixth
Form and we are always grateful for your support. I
look forward to you all making some lasting
memories and enjoying experiences that will
propel you forward into your adult life. A big
welcome to you all. Please get involved and make
your mark! If any student is interested in talking
about an apprenticeship you can also email me for
an appointment. Ms Pardoe is currently on
maternity leave.

MS V KIRKMAN
Sixth Form Learning Mentor
I am available to all Sixth Form students to help
you with your time management skills if you need
support in that area or with specific study related
issues. Sometimes it is just helpful to have
someone who can get alongside you and be
accountable for your work rate.

MRS J STABLES
Assistant to the Heads of Sixth Form
I am the Assistant to the Heads of Sixth Form and
you will find me in the Sixth Form Office. I take care
of all the day to day business of our busy Sixth
Form community. I am always available to answer
questions on anything from our daily routines and
how to find things out, to the more complex
questions about Student Finance for university.
When the Heads of Sixth Form are teaching I am
available for any help you might need or to pass
messages to them.

MISS K ALLEN
Head of Year 12
Welcome to the Sixth Form and what I hope will be
an exciting, enjoyable and rewarding two years.
My role is to make sure that Year 12 get the most
out of your time with us, both academically and in
the wider sense. I will monitor your progress,
liaising with your subject teachers and Form Tutors
to make sure that everything is as it should be. I
will also be looking after the pastoral side of things
and encouraging you to make the most of our
many extra-curricular opportunities. My door is
always open if you want to talk about anything.

MRS T HOPKINS,
Sixth Form Admin Assistant Attendance & Reception
I am the Sixth Form Attendance Officer and I look
after your attendance to ensure your records are
up-to-date for references and your daily wellbeing.
I also look after the Sixth Form Reception and help
you with all your signing in and out needs.

MS J DOBSON
Head of Year 13
I would also like to extend my welcome to you as
you start your two years in our Sixth Form
community. I am the Head of Year 13 and I too can
be found in the Sixth Form Office. For those of you
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GENERAL INFORMATION
CONTACT INFORMATION

PASTORAL

LGGS, Regent Street, Lancaster, LA1 1SF

A commitment to pastoral care is
implicit in the general aims of the
school. It is our belief that a happy
working atmosphere for both
students and staff provides the
basis for the achievement of these
aims. Our pastoral organisation is
designed to create and maintain
such an atmosphere.

Tel:
Email:
Website:

01524 581661
lggs@lggs.lancs.sch.uk
www.lggs.org.uk

Headteacher

Mrs Jackie Cahalin

Assistant Head

Ms Jen Pardoe (maternity leave)
j.pardoe@lggs.lancs.sch.uk

Head of Year 12

Miss Katy Allen
k.allen@lggs.lancs.sch.uk

Head of Year 13

Ms Julie Dobson
j.dobson@lggs.lancs.sch.uk

Learning support

Ms Victoria Kirkman

The Assistant to the Heads of Sixth
Form, Mrs Stables, is always
available to support students.

v.kirkman@lggs.lancs.sch.uk
Assistant to the
Mrs Julia Stables
Heads of Sixth Form j.stables@lggs.lancs.sch.uk
Admin Assistant (Attendance & Reception)
Mrs Tracy Hopkins t.hopkins@lggs.lancs.sch.uk

THE SCHOOL DAY
8.40am

Registration

8.55am

Lessons 1-2

9.55am

[Changeover]

10.00am

Lessons 3-4

11.00am

BREAK (20 minutes)

11.20am

Lessons 5-6

12.20pm

Parents are encouraged to contact
the Heads of Year if they wish to
discuss progress or welfare, or if
they have any queries or concerns.

YEAR 12 FORM TUTORS 2020-1
12 PC

Dr Cook

12 JH

Mr Haslam

12 MS

Ms Sheen

12 EV

Mrs Verney

12 SWPS

Mrs Williams
Mr Swannell

12AW

Mrs A. Wilcock

YEAR 13 FORM TUTORS 2020-1
13CS

Mrs Singleton

LUNCH

13FA

Ms Aldcroft

1.20pm

Registration & Lessons 7-8

13KW

Ms Whitehouse

2.25pm

[Changeover]

2.30pm

Lessons 9-10

13CR

Dr Rees

3.30pm

End of school day

13KSBY

Mrs Shaw, Mrs Yates
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WELCOME
The Sixth Form is a very exciting place to be.
The subjects being studied at A-level are the
ones chosen by the students, the ones in
which they are most interested. Moreover,
these subjects are studied in depth and so
even greater enjoyment can be gained.
Discussion work and full participation in
lessons are vital to success at A-level.

with many of them being discussion based.
Sixth Form lessons are therefore not easy, and
sometimes impossible, to “copy up”. It is
important not to miss any lessons.
SUPERVISED STUDY will be used for students
who persistently fail to meet deadlines,
produce work of an unacceptable standard or
work in an unacceptable manner in class. The
Heads of Sixth Form supervise this session
every Thursday after school.
Students are encouraged to make use of the
many resources in the Library to widen their
knowledge of literature and to extend their
knowledge of subjects studied in school.
Commitment to returning resources on time
and in good condition is essential.

Sixth Form students who think about what it
means to be in the Sixth Form and who throw
themselves into all aspects of Sixth Form life
usually find the experience a stimulating and
rewarding one.
The Sixth Form is a community made up of
students and staff. It is taken for granted that
at all times courtesy and consideration are
shown towards everyone in this community.
Moreover, most students realise that to fulfil
all their academic commitments and to get the
most out of school life, they must take
responsibility for the management of their
school days.
There are daily study periods and students can
study in the Library, the Green Room or the
Dining Room.
Sixth Form students are expected to work
differently to the way they did lower down in
their schools. Homework may tend not to be
set for a particular evening, rather, students
may be given a certain time limit in which to do
it - perhaps two or three weeks. When
students are not working on homework tasks
they should be engaging with ongoing revision.
Guidance will always be given, but students are
expected to plan and manage their time, so
that deadlines, including those that happen to
have been set for the same day, can be met.
Each student will require an academic diary to
help them plan their time. The lessons
themselves will often be very different too,

TIME MANAGEMENT is one of the keys to
success at A Level. In their desire to have a
good social life and to earn money, students
often squeeze their school work into
insufficient time slots. A-level work is
interesting, stimulating, but above all else it is
demanding. It requires students to devote at
least five hours of their own time per subject
per week at ‘normal’ times, and much more
during exam times. A-level students have
continuous deadlines, it is therefore unlikely
that they will have nothing to do. A Sixth Form
student can always find extra reading and
research to do! Moreover, it is very important
that accurate revision notes are kept and
tested, throughout the two years of Sixth
Form.
We view Year 12 very much as the start of the
transition from the highly structured
environment of the GCSE curriculum to what is
often a very unstructured higher education
environment. During this year we want our
Year 12 students to develop sound study skills.
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WELCOME
FORBIDDEN ITEMS
The following must NOT be brought
into school:
 drugs*
 matches, lighters , vaping equipment
 alcohol
 chewing gum
 any forms of mains electrical
equipment
 knives or offensive weapons,
fireworks
 bottles of correction fluid

Form are given greater freedoms and expected
to take more and more responsibility for their
own learning and their own behaviour. The
Sixth Form is very much a transition between
the world of school and the next step – a job, a
year out of education, a place in Higher
Education or an apprenticeship.
Being in the Sixth Form is both a lot of fun and
very demanding. It may seem, from the
following, that there are a lot of rules and
regulations to be followed. In particular, the
Sixth Form Agreement may seem a daunting
one. However, it has the personal, social and
academic well-being of the student as its
motivation. You will find no “rules for rules
sake”, but you will find plenty of privileges and
opportunities in the Sixth Form.

*Drugs includes all mood and
performance changing substances, both
legal and illegal, and includes alcohol,
tobacco, illegal drugs, psychoactive
substances (“legal highs”) and volatile
substances.

REMAINING ON SITE
Unless a student has brought a letter from
home
to
corroborate
a
necessary
appointment, they may not leave the school
premises between 8.40am and 12.20pm or
between 1.20pm and 3.30pm. However, as a
member of the Sixth Form, Year 12 students
may leave the school premises at lunchtime.

PARTNERSHIP
The process of learning always works best
when there is an active partnership between
the school, the student and the student’s
home. Understanding and communication
between these three are important. Students
have already had the Agreement, its aims and
processes explained to them. Once you have
read it, please sign the appropriate return
slip, which can be found at the end of the
booklet. After the student and Head of Year
have each signed this slip, it will be stored in
the student’s school file. Please keep your
copy of the Agreement to hand, in case it
needs to be referred to during he school year.

BULLYING
No form of verbal or physical bullying will be
tolerated. If you feel you are being bullied, or
if you feel that someone else is being bullied,
please talk to your Form Tutor and / or Ms
Pardoe, Ms Dobson, Miss Allen or Mrs Stables.
Being in the Sixth Form is not the same as
being in Years 7 to 11. While the Sixth Form is
most certainly a part of the whole of Lancaster
Girls’ Grammar School, it is also a separate
‘section’ of the school. Members of the Sixth
6

HOME SCHOOL AGREEMENT
To achieve the school aims there is a need for
an effective partnership between the student,
their parents and the school.



THE SCHOOL AGREES
 To provide a high standard of teaching and
learning experiences for all students
 To provide good quality pastoral support for
all students
 To work closely with parents through
information evenings, parents’ evenings
and interviews by appointment
 To report on students’ progress at least
once a year
 To monitor student performance against
their target grades, proving subject support
and intervention as necessary
 To provide high quality feedback which
enables students to make good progress
 To provide appropriate leadership and extra
-curricular activities
 To advise and guide the student in choosing
higher education and career opportunities













THE STUDENT AGREES
 To devote a significant amount of time each
week to independent study. This will
include consolidation of work done in class
and wider reading or research
 For example, at least 5 hours independent
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study should be devoted to each single
advanced level subject per week
To have a 100% attendance record at
lessons unless prevented from doing so due
to medical reasons, injury or other reason
agreed by the school in advance
To have a 100% attendance at registration
unless for reasons cited above
To have 100% punctuality
To meet all deadlines for work
To make productive use of private study
time
To restrict the amount of paid employment
during term time to no more than 10 hours
a week outside of the school day
To arrange medical and dental
appointments and driving lessons outside of
school time
To involve themselves in the life of the
school, accept responsibility and the make
use of opportunities to develop leadership
skills
To comply with the guidance in the Sixth
Form handbook including school policies on
Sixth Form dress code and leaving the
school site
To respect school property, pay a resources
deposit of £10 and make sure they have
access to the resources they need for their
course

ATTENDANCE AND PUNCTUALITY
THE PARENT / CARER AGREES
 To work in partnership with the school in
ensuring that the student achieves her
potential
 To avoid taking the student out of school
during term time, unless it is unavoidable or
in exceptional circumstances, and to
provide at least one month’s advanced
notice of any unavoidable absences
 To email or telephone in the case of student
absence as instructed in the Sixth Form
Attendance Policy

student. Once we have processed the first
Expected Report of the year, prior to October
half term, the decision will be made about
allowing individual students permission to work
at home.
MISSED LESSONS/ TRUANCY
Truancy at LGGS is very rare. Should it happen
then the student will be placed in after school
study and parents informed. Students will be
expected to complete the work of the lesson
that they missed at this time. Should there be
a second offence parents will be invited
into school.

ATTENDANCE & PUNCTUALITY
We expect full attendance and excellent
punctuality in the Sixth Form. These are two of
the most significant factors in a student’s
progress and achievement and we have clear
systems to monitor them. We expect students,
parents and staff to adhere to these systems as
missing lessons can put a student at a serious
disadvantage.
Students are expected to:
 Achieve high levels of attendance and
punctuality through not missing lessons or
arriving late
 Follow the Sixth Form procedures for
dealing with attendance and punctuality
 Take responsibility for catching up on any
missed work as a result of absence

LATENESS
Should a student be late to morning
registration or fail to register or scan in on time
for period 7, this will be recorded as a late. If a
student receives three lates in a half term
period they are placed in an after school study
session.
Each student must be at registration, in person.
They may not ask a friend to tell their Form
Tutor they are in school but ‘too busy’ to attend
registration. Students often cite traffic
difficulties as the reason they are late to school.
They should be advised, however, before
committing themselves to Sixth Form study,
that they need to be prepared to leave home in
sufficient time to arrive at school on time.

PROCEDURES FOR ENSURING HIGH
ATTENDANCE AND EXCELLENT
PUNCTUALITY
In Year 12 students remain on the school
premises throughout the school day, the only
exception being at lunchtime when they may
sign out providing they are back in school for
period 7. Year 13 students may at times be
given permission to work at home in the
afternoon. This privilege is granted according to
the attendance and progress of the individual

ELECTRONIC SCANNING
This system acknowledges each student’s
presence on site, it is for health and safety
reasons, it is not registration. Students signing
in and out of school must take place via the
electronic scanning system.
The main scanning screen for Year 12 and 13
students is in the Sixth Form Centre. Students
can use this for all scanning in and out of school
but sometimes there are long queues so there
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ATTENDANCE AND PUNCTUALITY
are other stations for routine scanning, see
below. Students leaving school for a non
routine reason, such as an appointment, must
use the Sixth Form Centre screen as it has the
facility to give a reason for the departure.

sixthformattendance@lggs.lancs.sch.uk
The student must talk to their subject teachers
to find out what work will be missed and efforts
should be made to complete tasks. It is the
student’s responsibility to catch up with all
work. If the appointment requires a sixth
former to leave during the school day, the
routine is to scan out electronically at the Sixth
Form Centre and then back in on return.

ELECTRONIC SCANNING CONTINUED
The mini signing stations can be used for
routine signings e.g.
 Start of the day.
 Out for lunch time.
 In for lunch time return.
 Out for the end of the day at 3.30pm.
Mini scanners are located:
 By the Drama Studio outside door.
 By the Bottom Gate into school next to the
Sixth Form Centre.
 In J Block.
 Once you have a bar code then these
stations may be used.

UNFORESEEN ABSENCES
These absences might include ill health or
family bereavement.
Under these circumstances we ask parents to
contact the Sixth Form Attendance Officer, via
telephone or email, as soon as possible and no
later than 10.00am to inform us of the absence.
It is also helpful if parents can keep us informed
of the progress made by the student so that we
know when to expect their return.

FORSEEN ABSENCES
These are absences such as:
 Hospital and dental appointments that
cannot be scheduled for out-of-school
hours. Every effort should please be made
to schedule such appointments for
out-of-school hours.
 Family marriage, bereavement and
graduation ceremonies.
 Attendance at interview.
 Absence relating to religious observance.
 Participation in a sporting, drama or musical
event of a high level.
 Attendance at Open Days is limited to 3
visits. Instead students should plan their
visits during weekends and in the summer
holidays whenever possible.
Prior to the foreseen absence, a telephone call
or email should be addressed to the Sixth Form
Attendance Officer (01524) 581660 or email to

FIRST DAY CONTACT
The Sixth Form Attendance Officer will attempt
to contact any parent/carer on the first day of
absence if there has been no previous contact
and establish the reason for absence. If
parents/carers are not available then an email
or ParentPay (this may be in the form of an
email or text message) will be sent to ask for
information about the absence.
LONGER TERM ABSENCE
Where students are likely to have a period of
long absence, for example from a period of
illness, then the Head of Year will liaise with
parents and make arrangements for work to be
made available. Where there is a significant
pattern of absence, the student’s Head of Year
will identify with the student the reasons for
poor attendance and devise a strategy to
address the underlying issues. This will include
9

ATTENDANCE AND PUNCTUALITY
ACHIEVEMENT
Students are encouraged to discuss any worries
about their progress in a subject with their
individual teachers so that appropriate support
can be put in place to help their learning. Many
subjects run additional support sessions or have
mentoring schemes to help students who may
be finding the level of work difficult at times.
Student progress is monitored every term
through Expected Grades and Attitude to
Learning Grades. Where a student may be at
risk of not achieving their target grades in the
majority of their subjects, they will be placed on
a personalised mentoring programme with a
senior teacher. This provides them with help in
meeting some short term targets and is usually
sufficient to get them back on track.

establishing targets for attendance and
punctuality along with strategies for support in
successfully reintegrating students back into the
Sixth Form If this is ineffective, further action
will be taken.
Students who have less than 90% attendance
with any period of unauthorised absence within
a 6 week period will receive a warning letter
from the Sixth Form. This letter will state the
student’s overall attendance percentage and
that if there is no improvement in attendance,
normally within the subsequent 3 week period
then parents will be invited to an attendance
meeting in school.
RE-INTEGRATION PROGRAMMES
If a student has had a period of absence for 3 or
more consecutive days, then the Head of Year
will instigate the reintegration programme. This
will involve the teacher supporting their
students in reintegrating back into Sixth Form
life. It will involve a series of support meetings
initiated by a first meeting that ensures the
student feels welcome, discusses subject issues
and sets agreed targets. This is then developed
through further support meetings over a period
of two weeks after the date of return.

FAILURE TO PROVIDE WORK OF
A GOOD STANDARD OR NOT HANDING
IN WORK ON TIME
In the first instance, the subject teacher will
see the student to discuss their concerns
and offer advice, including additional support
if necessary, as to how they can improve.
Unsatisfactory work should be redone.
Supervised Study or a departmental study
session can be used as a way of ensuring the
work is redone.
Should there be a second instance, the subject
teacher will again talk to the student and make
it clear a referral is being made to supported
study or a departmental study session. The
Head of Department will also be informed and
further strategies discussed. The Head of
Department may see the student to outline
consequences, which could include subject
detention, subject report/monitoring. The Head
of Department will inform Assistant
Headteacher, Ms Pardoe, so that she is
informed of what action is taken.

INDUCTION
In the first half term of Year 12 , all students
have a progress review to check whether they
are coping with the demands of Sixth Form. All
subject teachers report whether a student is
attending and completing all work set. This is a
useful opportunity to help identify whether
extra support is needed. If a student has
experienced difficulties during the induction
period, the student will be seen by the Head
of Year 12 and set appropriate targets for
improvements in work completion and
attendance.
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GENERAL INFORMATION
If the Assistant Headteacher receives more
than 3 written concerns within a half term, she
will see the student and inform parents. A plan
will be drawn up with the student and parents
for a 4 week period, targeting subjects where
there are concerns. This will also be triggered if
a student receives grade 3s from 3 or more
subjects at each reporting event.

THE REFERRAL SYSTEM
The vast majority of students at LGGS take
responsibility for their own learning and are
able to organise their work as well as
contributing fully to school life. On rare
occasions, where students do not meet
expectations, the referral system outlined
below is used.

PLAGIARISM
It is the student’s responsibility to ensure that
plagiarism does not take place.
 If a student is suspected of plagiarism; they
will have the offending work removed from
their coursework. Parents will be informed
of the consequences of the plagiarism and
of the consequences of any further
plagiarism.
 If a student continues to plagiarise, the
exam entry for the subject will be
cancelled.
 If the school incurs a cost for the
cancellation of entry this will be chargeable
to the candidate and their parents.

1. Where any of the normal strategies outlined
above have not resulted in an improvement in
a student’s progress or attitude to learning
within a determined time limit, there will be a
formal interview and recorded verbal warning
with the Head of Year. The verbal warning is
recorded in the student’s file and a letter
sent home.
2. It is very rare but occasionally a more formal
interview will take place with the Assistant
Headteacher (Sixth Form) at which parents will
be represented, and a written warning will be
issued. The written warning is recorded in the
student’s file.

COURSEWORK
Coursework plays an important part in some A-level subjects.
In order to ensure students achieve to their full potential in their coursework, departments issue
guidance and a calendar of key dates in advance.


Teachers will monitor student progress in their coursework.



Any concerns will be raised with the Head of Department who will put in place any additional
measures necessary, for example compulsory attendance in lunchtime sessions or supervised
study periods in the Green Room.



The Head of Department will inform the Head of Year of what action is being taken.



The Head of Year will contact parents if the student continues to be at risk of not completing
their coursework to a good standard.



Failure to meet the final deadline is likely to lead to the student being withdrawn from a
subject. In such a case, the school will recover from the student the cost of any
examination fee.
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3. In the case of serious misconduct or if a
student fails to meet the targets set in the
written warning, then a final written warning
will normally be issued by the Assistant
Headteacher. Only one Final Warning can be
issued whilst a student is at LGGS. An interview
is held to discuss the necessary changes that
are to be made by the student with parents.
When a student fails to meet the terms of a
Final Warning, the Assistant Headteacher will
offer the student the opportunity to leave
LGGS voluntarily, or recommend permanent
exclusion to the Headteacher.
It is understood that the failure to keep this
agreement may result in the student being
withdrawn from examinations, for which the
school should be reimbursed. The student may
also be asked to leave school before the
completion of the course.

SENDING STUDENTS HOME FROM
SCHOOL DUE TO ILLNESS
If a student becomes ill while at school they will
seek permission to go home from a senior
member of staff and will sign out at the Sixth
Form Reception. We shall try to contact you to
advise you of the student’s ill health. If they are
not able to travel home alone, we shall ask you
to make arrangements for them to be
collected. Once at home, they must then
contact the Sixth Form Reception so that we
know they have safely reached home.
HOLIDAYS DURING TERM TIME
As from 1st September 2013, new regulations
came into force which state that headteachers
may not grant any leave of absence during
term time unless there are exceptional
circumstances. This means that no authorised
absence will be granted for family holidays.

TERM & HOLIDAY DATES
Term and holiday dates for 2020-21 are on the school website under the:
About Us section.
Term dates for 2020-21 will be published online during the Autumn Term.
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SIXTH FORM DRESS CODE
An example of an area of Sixth Form life that encompasses both responsibilities and privileges
is the Sixth Form Dress Code. While it gives you the opportunity to leave your school uniform
‘behind’, it requires you, as a senior member of the school, to show restraint and to set a good
example.
We recognise that Sixth Form students have special privileges and should be able to wear their
own choice of clothes rather than school uniform. However, Sixth Form students should dress
appropriately for school. The following items should not be worn:














No spaghetti straps or low cut tops
Midriffs should not be visible; no cropped tops
No offensive slogans
No shorts
No frayed or torn jeans
No stilettos or flip flops
No underwear on display
No unnatural hair colours
No hats
Mini-skirts should be mid-thigh in length.
One, small discreet nose stud may be worn. Other facial piercings are not permitted.
Faces should be uncovered
No visible tattoos
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SAFEGUARDING
At LGGS we are committed to delivering the highest standard of education and the
highest possible standard of pastoral care and support to our pupils and students. The
school safeguarding policy is designed to support those aims.

LGGS fully recognises the contribution it can make to protect children and support
pupils in school. There are three main elements to our Child Protection and
Safeguarding Policy.
PREVENTION

LGGS aims to provide a positive school atmosphere with high quality
teaching and pastoral support to pupils.

PROTECTION At LGGS this is enabled through following agreed procedures, while
ensuring staff are trained and supported to respond appropriately
and sensitively to Child Protection concerns.
SUPPORT

LGGS will provide support to pupils, school staff and to children who
may have been abused.

SAFEGUARDING
Lancaster Girls' Grammar School is fully committed to Safeguarding and promoting the
welfare of all our students. The health, safety and well-being of every student is our
paramount concern. We ensure continuous development and improvement of robust
Safeguarding processes and procedures that promote a culture of Safeguarding
amongst our staff. Please see our Safeguarding and Child Protection Policy.
Sometimes we may need to share information and work in partnership with other
agencies when there are concerns about a student's welfare. We will usually ensure
that our concerns about our students are discussed with their parents/carers first
unless we have reason to believe that such a move would be contrary to the student's
welfare.
A copy of the school’s Safeguarding Policy is available on the school website.

THE LGGS SAFEGUARDING TEAM IS MADE UP OF THE FOLLOWING STAFF
Designated Safeguarding Lead

Mrs J Cahalin

Deputy Designated Safeguarding
Lead

Miss S Bellin, Mr D Green, Ms J Pardoe,
Mrs S Mason, Mrs M Roberts
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SAFEGUARDING
OPERATION ENCOMPASS
In conjunction with Lancashire Police, LGGS is involved in a national initiative called
“Operation Encompass”. The purpose of Operation Encompass is to safeguard and support
children and young people who have been involved in, heard or witnessed a domestic
abuse incident.
Following an incident, children will often arrive at school distressed, upset, worried and
unprepared. Operation Encompass aims to ensure that appropriate school staff are made
aware early enough to help and support children and young people in a way that means
they feel safe and included.
At LGGS our Operation Encompass lead in school is Miss Bellin, Deputy Headteacher. This is
a valuable initiative that means we can help and support students and their families within
our school when they need us most.
You can find out more information by visiting the Operation Encompass website:
www.operationencompass.org/
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THE SIXTH FORM CENTRE
There are forms based in the Sixth Form Centre
and many students will have lessons there too.
On the top floor is the dedicated Sixth Form
study space called the Green Room. On the
ground floor, students will find the sign-up
sheets for the Route Map events and the UCAS
noticeboard. The Assistant Headteacher, Head
of Year 13, Head of Year 12, Learning Support
Mentor, Assistant to the Heads of Sixth Form
and Sixth Form Reception are all based in the
Centre too.

or Common Room. Discussion and the sharing
of ideas is encouraged in those lively but
productive places.
PUNCTUALITY
As the Sixth Form Agreement makes clear, we
require and expect students to be punctual.
Students should register at both 8.40am and by
1.20pm each day.
It is very important that students are in school
at 8.40am every day, ready to go to morning
registration or assembly. The daily 15-minute
registration time is just as much a part of the
students’ day as are their lessons. Not only is
vital, and often not repeated, information given
out, but a sense of community is engendered by
these daily form or year-group gatherings.

THE GREEN ROOM
The Green Room is for private study solely for
Sixth Form use. It is a fantastic study space with
computers, and table and bench space. It is a
quiet working area where Sixth Form students
may use headphones. NO food or drink should
be consumed in the computer area of the
Green Room.
Students may choose to work in complete
silence, without discussion in the school Library.
Group work or work where snacking and
drinking is allowed can be done in the canteen

CHANGE IN CIRCUMSTANCES
Please inform the school about any change in
address, telephone number or emergency
contact so that we can amend our database.
Also, please advise us of any change to
circumstances at home which might be
affecting academic performance at school.
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INSURANCE
If any student brings into school valuable
personal property such as musical instruments,
would parents please note these must be
insured under their own policies. They are not
insured by the school’s policy. Purses and other
items of value should not be left in bags
unattended.

leave school looking at their phones. They
should take extra care when they leave the
school site.
For students who repeatedly have their phones
confiscated we may feel it necessary to review
when and how their phone is returned.
There are plenty of places Sixth Formers to use
their phone and if they are ever stuck and need
a private space to make a call they should come
down to the Sixth Form Office where we can
help them with a quiet room.

XXXXXXXXXXX

MOBILE PHONES
If a student uses their phone at any point during
the school day where use is not permitted, the
phone will be confiscated for the remainder of
the school day. The phone will be kept in the
school safe in the Main Office by Mrs Cahalin's
Office. It will be the student’s responsibility to
collect the phone at the end of the school day.
If a Sixth Form student is leaving for afternoon
study (Year 13) or for volunteering
commitments
or
other
pre-approved
Enrichment (Year 12) they may politely inform
the Office that they will be collecting the phone
early
and
explain
the
reason.
Students can check their phones in their form
rooms before the start of the school day,
making sure it has been put away and switched
off by 8.40am. They may not use their phone in
registration. They may only use their phones in
lessons if given express permission by their
subject teacher to do so.
Mrs Cahalin has given Sixth Formers permission
to listen to music on their phones if they are
working in the Library during a study period.
They may also use their phone at break and
lunch in the Sixth Form Centre, the Common
Room, or the Drama Studio because these
places are not in view of younger students.
They may not be used in the Atrium or Canteen.
Students can check their phones in their form
rooms at the end of the day but should not

LUNCHES
Our dining room is run by Lancashire County
Commercial Services, who make available a
range of quality food, both hot and cold. We
suggest you provide £3 for the first full day at
school. The amount needed thereafter will vary
according to where students choose to have
lunch. We run a Cashless Catering System and
would strongly encourage payment via
ParentPay at the start of term and top up the
card as necessary.
Students in Year 12 and Year 13 are allowed to
leave the premises at lunch time or bring a
packed lunch. Food is also available for Sixth
Formers throughout the morning and they
are welcome to work in the dining room if
they wish.
BURSARY AND FREE SCHOOL MEALS
The 16-19 bursary is available to all students
who are in receipt of free school meals. The
Sixth Form Office can supply the telephone
number to organise free school meals and, once
we have confirmation of this in school, we are
able to pay an amount to support the students’
studies. Students whose families are in receipt
of working tax credits, with an additional
household income as specified on our website,
17
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FREE SCHOOL MEALS
If you are unsure whether you are eligible for Free School Meals please go to the
LCC website where further information is available at:
www.lancashire.gov.uk/children-education-families/schools/free-school-meals/?page=1

There is also an online form which parents can submit to check their eligibility.
Please come to the Sixth Form Office if you need any guidance with this.

may also be eligible for a discretionary bursary.
Furthermore, we can also pay a bursary for
vulnerable students. Application details and
further information can be found on the
bursary tab of the Sixth Form website or
through Heads of Year.

We also advise that resources are stored
carefully textbooks should be seen as personal
property which should be looked after carefully
and not left lying around in school.

LOCKERS
Lockers are available to students in the Sixth
Form, but as not every sixth form student wants
a locker, there are not enough for one each.
If a student wants to rent a locker it costs £10
for two years (non-refundable). The Finance
Office will arrange to receive the deposit and
issue a locker key.
Locker keys must be returned at the end of Year
13. If a key is lost then the student renting the
locker is liable for a charge of £3 for replacing
the key. This will be deducted from the
resources deposit if necessary.

PRIVACY NOTICE / CONSENT FOR USE
OF IMAGES AND VIDEOS
A copy of our privacy notice for students and
parents is available on the school website.
Students will be asked to give their consent for
the school’s use of their image or videos
of them.
RESOURCES
We issue text books to students in some
subjects. We regard these as an important
source of information, but expect students to
take care of these expensive resources. We ask
each student to pay a deposit of £10 on joining
the Sixth Form to defer any possible expenses
due to loss or damage of resources. This money
will be refunded at the end of Year 13 provided
all the resources are returned, in good
condition.
The resources deposit also covers the cost of
providing a lunch card. This must be returned at
the end of Year 13 whether or not the student
has used the card.

USE OF COMPUTERS AT LGGS
(THINK BEFORE YOU PRINT!)
All students will have an amount of “printing
credit” at the start of the school year. This is
free of charge, and will allow them to monitor
how much printing they are doing. Once the
credit is spent, alternative arrangements may
need to be made, like printing at home.
Additional printing credit can be applied for if
there is a good reason for needing more. Sixth
Form students can also purchase further credit.
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INTERNET
We encourage all students to make use of the
high standard of ICT facilities at LGGS. Students
have access to the internet via the filtered
school internet link. Whilst we educate our
students to use the Web safely, we cannot
always supervise this activity.
All internet use is logged and can checked by
the ICT staff. If students misuse the internet
they will not be allowed in the computer rooms
without supervision.
Students are expected to check their school
email at least once a day as many important
messages and exciting opportunities are sent
out in this way. IT staff provide assistance for
students in linking school email to their mobile
phones to make this as easy for them as
possible.

The Green Room computers are available for
Sixth Formers to use from 8am to 5pm.
WIFI ACCESS
Sixth Form students can also access the School’s
WiFi. The code is available from IT Services (in
the office between Rooms 3 and 4) and
students sign an agreement to abide by the
Code of Conduct required with access to our
WiFi.
We are aware that some students bring a
laptop into school at times as well as their
mobile phone and if this is the case the IT staff
are able to issue a second WiFi code to the
student for their own personal use only.
KEEPING WORK SAFE
All students should make sure that they
carefully back up any work they do
electronically. Work should not just be saved
on an external pen drive but must also be saved
in their student area in the school system and/
or on OneDrive to ensure that work does
not get lost. It is also useful for students to
email work to themselves as a method of
keeping it safe.

EMAIL ADDRESSES
Each Sixth Form student has an email address
to use in school. They will be given their email
address and password at the start of the school
year. They will need to change their password
to one they won’t forget. They should treat
their password like a toothbrush, and not
share it!
Using the school email address allows us to
keep students safe and deal properly with any
incidents of misuse of email in school. You will
also need to use this email address to check the
progress of your UCAS application.

MOODLE
LGGS Moodle is a learning centre for the whole
school, including the Sixth Form. Sixth Form
students will find resources for lessons and
internet links here alongside areas where staff
may ask them to deposit their work.
The Sixth Form utilises UCAS application
material on Moodle which is published each
year to help students with their applications to
higher education. Sixth Form students will find
the Moodle very useful.

If students have any queries about their email
address or password please see IT Services in
the office between Rooms 3 and 4.
Guides on using the Microsoft Office etc are to
be found on Moodle under a course called
‘Student IT Guides and How-tos’.
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CHALLENGE … CARE … CONTRIBUTE

A wider world awaits us still …

