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INTRODUCTION:

This handbook has been designed to help guide you through your time in Ysgol Bryn Elian’s Sixth Form.
You need to read it!

Some sections of the handbook contain practical information about the routines of life in the Sixth Form,
covering, for example, signing in and out procedures. Other sections give more general guidance about
study and revision, for example.

I hope that this document is useful to you. Good luck in your studies.

Mr Punshon
Director of Sixth Form Studies

2|Page

Study
How to Make a Success of Sixth Form
Sixth Form study is demanding and challenging, but it is also very rewarding, both in terms of the personal
satisfaction you will gain from achieving qualifications, and because those qualifications will significantly
improve your work prospects for the rest of your life.
So, how can you improve your chances of success? It is not enough to simply work in lessons; students
need to ensure that they spend at least two hours per subject, every week, studying outside of the
classroom. Considerably more time is required during revision periods.
Universities suggest that students should work a 9 to 5 day in preparation for the demands of work, and
we ensure that this is possible in Ysgol Bryn Elian. You are given a limited number of Private Study Periods
per week. The Sixth form Centre is open until at least 5pm every night. If you use Private Study Periods
and the facilities available in the Sixth Form Centre carefully, you can contain all study, including
assignments, within school. This frees up your time outside of school for relaxation, work and socialising.

So, private, independent study is critical to success:

¾ Students who use Private Study Periods and the Sixth Form Centre efficiently are able to meet
deadlines without stress. More importantly, by meeting deadlines they are often able to re‐draft
and polish work to improve its grade.
¾ By working well during Private Study Periods, you can also ensure that they have more free time
outside of school for vital relaxation!
¾ We recommend that at least 2 hours per subject, every week, of independent study is necessary.
We will give you guidance on how to best to achieve this.

Subject tutors will ensure that you understand what work is required outside of the classroom. However,
if you need help, please ask! Private study is critical to success, and needs to become a habit early in Sixth
Form. Together, we can make this happen!
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Guidance
We realise that the move from GCSE to AS Level, BTEC (level 2 and 3) and OCR National qualifications is a
big step. In general there is an increase in the amount and variety of work required. There is also a greater
requirement for independent study outside of the classroom. The move from Year 12 to Year 13 is also a
big step. That’s why we ensure you have access to a great deal of help during your time in Sixth Form.
Please ask if you are unsure about anything. You can get advice and help from:

¾ Me! The door to my office is always open if you need to chat.
¾ The Sixth Form Learning Mentor (Gail Hughes): based in the Sixth Form Centre to answer your
queries.
¾ Your Form Tutors. They will see you every day, and will always be happy to advise you.
¾ Your subject tutors. They will continue to advise you, just as they did during Years 10 and 11.
¾ The Senior Leadership Team. Our Senior Leadership Team has a wealth of teaching experience, all
are Sixth Form teachers, and will be happy to guide you.
¾ Your individual mentor.
¾ The Careers Guidance Service, including on‐line and phone support.

Missed Deadlines
You must meet all deadlines set by your subject tutors. Falling behind with your work has a number of
negative effects:

¾ Failing to hand work in on time often means you cannot re‐draft the work to improve the grade.
¾ Failing to hand work in on time often means that you will end up working on multiple assignments
at once, so you will not be able to give your best effort in each assignment. As a result, your grades
suffer in all of the assignments.
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¾ Failing to hand work in on time often leads to students feeling ‘swamped’. This can lead to stress,
and a failure to achieve your potential.
Time management is an important skill, and helps to ensure that all work is completed well. To ensure that
deadlines are met, we have the Deadline Clinic. Subject tutors will let the Sixth Form team know when a
student is falling behind, that student will then have to attend after‐school sessions to catch up on late
work. The sessions will be supported by Mr Punshon and your Learning Mentor.

Revision Tips
Revision is essential! You need to speak to individual subject tutors about specific techniques that work for
each subject. However, here are some universal tips:
¾ DO ‐ revise for periods of 40 ‐60 minutes at a time. You should take 5 minute breaks every half
hour or so.
¾ DO ‐ give yourself rewards for revision, even if it’s just a cup of tea and a biscuit!
¾ DO ‐ vary the type of revision you do, this avoids boredom. Find out your preferred learning
method and see what revision technique suits you.
¾ DO ‐ summarise notes. As you summarise notes you learn them, but you also reduce the amount
you need to look at during your next revision session. You should also use our new Thinking Maps.
¾ DO ‐ think ‘outside’ of the text book. How else could you revise? For example, if you’re studying a
book, why not watch the film? Record your notes and listen to them while you walk the dog, or
brush your teeth. Create revision posters and cover your wall.
¾ DO ‐ work in a quiet place where you won’t be disturbed.
¾ DO ‐ eat well and exercise. Exercise is especially important, as it releases endorphins (a natural
chemical in the body) that make you feel happy and well.
¾ DON’T ‐ revise a subject if you don’t understand it. This is a waste of time, ASK your subject tutor
instead!
¾ DON’T ‐ put it off. The longer you wait to start the more you have to do!
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The Sixth Form Centre

The Sixth Form Centre is a space for you. It has several functions: it is a place to study, it is a place to get
advice and it is a place to relax with friends. The room has a lot of facilities, including a bank of computers
for the sole use of the Sixth Form, seating areas and lockers for your valuables.

You can also seek guidance and support from Mr. Punshon (Director of Sixth Form) and the Sixth Form
Learning Mentor in the Sixth Form Centre, as they both have office areas here.

There is also a kitchen available for student use. Before using the kitchen you will need Health and Safety
training.

We also have text books, student guides and university prospectuses available to borrow.

So, as you can imagine, the Sixth Form Centre is a busy place. To ensure that it runs smoothly we have
Code of Conduct for the room, it is explained in the next section of the handbook.

If the code is broken we will do one of the following:

¾ Ban an individual or group from the room – after a warning.
¾ In extreme cases, where the code is broken by many students, the room could be closed for a
period of time.
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Code of Conduct
General Behaviour
It is a general expectation that all students will behave and speak in an appropriate way in the Sixth Form
Centre. Also, respect should be shown to furniture etc.

ChillZone (This area is for relaxation or very informal study)
¾ No feet on desks or chairs – prevents the spread of germs when you eat.
¾ All litter to be put in bins.
¾ Noise to be reasonable— allowing other students to work.
Desks Area (This area is for work, except at lunch/break/before or after school)
¾ No eating except at break or lunch.
¾ All litter to be put in bins.
¾ Noise levels should be low to create a working atmosphere for study. Max THREE/FOUR people per
desk. A Working atmosphere needs to be maintained.
ICT Area (This area is for work, except at lunch/break/before or after school)
¾ Computers should be used for work, with non‐school related ICT usage limited to lunch,
before/after school and break.
¾ No food or drink in this area at any time.
¾ Noise levels should be low to create a working atmosphere for study.
¾ Do not remove PC hardware – if you need a mouse for a laptop or whatever we can loan you one.
The Kitchen

¾
¾
¾
¾

Attend safety briefing before using kitchen.
No more than 5 students in the kitchen at any one time.
All dishes/cups to be washed up immediately after you’ve finished with them.
Bring your own food/drink and respect the property of others.
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Everyday Routines
Uniform
Sixth Form students should be smart at all times. You need to always look presentable as you are role
models within school, and ambassadors outside of school. You are preparing yourself for the world of
work, and should therefore seek to adopt a professional level of dress.

Sixth Form uniform consists of:

¾ Black or grey trousers (Trousers should be appropriate in style in fit. Not denim, canvas jeans,
jeggings, leggings or trousers which are too low slung.)
¾ White shirt (tucked in at all times.)
¾ Plain black jumper or cardigan – without logos.
¾ School tie (worn appropriately.)
¾ School Shoes (black. No trainers or Converse etc.)
¾ No facial piercings of any sort are allowed – this is a health and safety rule. One pair of stud
earrings are allowed.
¾ Hair should be a natural colour. SLT will decide on whether a colour is appropriate. If in doubt ask
before dying!

Sanctions for inappropriate uniform:

¾ An initial warning will be given for any inappropriate clothing. A period of time will be given to fix
the problem.
¾ Should the problem persist, we will contact home.
¾ In extreme cases, we may have to send a student home to change how they are dressed.
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Time‐Keeping and Attendance
Again, in keeping with our view that you are preparing for professional life, good time‐keeping is a good
habit to form! The school day begins with a tutorial period at 8:30, attendance at this session is
compulsory. Punctuality to all lessons is again, an essential.
Ensuring that you attend 100% of the time is incredibly important. Statistics and experience tell us that
when a student falls below this figure, then performance suffers. In fact, the latest research suggests that
for every 10% drop in attendance below 96%, your performance drops by a whole grade for all subjects
studied!

Sanctions for, and consequences of, poor punctuality:
¾ EMA will be withdrawn for those students who receive the payment – this sanction is directly
imposed by the EMA authority.
¾ All work references written by school must include attendance and punctuality percentages, so
poor time management could affect job and university applications in the future.
¾ In extreme cases, parents will be asked to attend review meetings to improve time‐management.

Form Time
Form time is an important aspect of life in the Sixth Form.
Your form tutor will regularly have information that they need to pass to you. At certain points in the year
your form tutor will need to discuss aspects of your performance and progress with you. Your form tutor
also plays a central role in looking after your well‐being. They will be on hand to celebrate your
achievements, and cheer you on as you work towards your goals. They will also offer ‘shoulders to cry on’
if needed, though of course we hope this won’t be necessary! Your planner will be checked during form
periods as usual.
Form time also offers you the opportunity to plan your work for the week. You can always ask your form
tutor for advice about revision and study – they’ve already passed their exams after all! You need to work
with your form tutor. You need to attend form time punctually.
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Mentoring
You will continue to take part in the mentoring process. You will have an individual mentor, and will have
six mentoring sessions per year. The focus of these sessions will be to assess your progress against your
ALPS targets. ALPS is a software program that creates individual targets for you, based upon your previous
success at GCSE level. Sessions will encourage cover issues such as planning and time‐management, habits
of mind and study techniques.

Leaving School Premises
Whenever you leave the school premises you MUST sign out at reception ‐ this is a Health & Safety
requirement. The Emergency Services will require an up to date record of who is present in school should
they need to attend an emergency in school. This rule covers everyone in the building, not just students.

Students are allowed to sign out during lunchtime only. Students who sign out at lunch must not loiter
outside of the school gates or sit on the grass verges.

Signing out at any other time must be discussed with Mr Punshon or Gail Hughes before signing out.

Appointments During School Hours
Students should make appointments outside of school hours where possible. Driving Lessons and routine
medical or dental appointments should always be arranged outside of school hours, for example.

Emergency medical appointments will be assessed on an individual basis.
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EMA (Educational Maintenance Allowance)
What is EMA?
EMA (Education Maintenance Allowance) is a scheme that provides students with a weekly payment to
allow them to stay on in education.
Depending on your household’s annual income, you could get £30 a week. This is paid every two weeks, so
you would get £60 every fortnight
The payment is dependent upon good attendance, good behaviour and achieving agreed objectives
(handing work in on time for example). Again, the criteria are set by the EMA Authority.

You can find out more on the Student Finance Wales website:
http://www.studentfinancewales.co.uk

Good luck with your studies!

W Punshon
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