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A very warm welcome to the Stephen Perse Sixth Form. These next two years of academic study will help 
prepare you for your onward journey to university and the wider world beyond. We hope that you will make 
the most of the excellent academic opportunities here at the Sixth Form, as well as the many enrichment 
opportunities available.

Understandably, the transition to Sixth Form can feel like a daunting experience at first - new subjects, new 
academic challenges, new people, new environments. However, we are a small and friendly school 
community and we want you to know that there are always plenty of people you can turn to for advice and 
support, including your tutors, teachers and members of the Sixth Form leadership team.

This handbook is intended to provide you with an overview of life at the Stephen Perse Sixth Form and to offer 
you some practical tips as you settle into the first term. Please take time to read this handbook and let us 
know if there is anything else you would like to know.

We wish you an enjoyable Sixth Form experience and a happy two years with us!

Best wishes

Mrs Paris 
Head of Sixth Form

Welcome to the Sixth Form
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Sixth Form staff

Principal Mr R Girvan (principal@stephenperse.com)

Head (11-18) Mr S Ward (sjw@stephenperse.com)

Head of Sixth Form and IB Coordinator Mrs J Paris (jap@stephenperse.com)

Head of Pastoral (Sixth Form), Head of Boarding Mrs D Hammersley (dha@stephenperse.com)

Head of Guidance and Careers Dr A Curry (acu@stephenperse.com)

Head of Competitive University Applications 
(incl. Oxbridge)

Mr M Rudd (mr@stephenperse.com)

Head of International & Post Qualification 
Applications & SF Academic Extension Coordinator

Dr M Woodward (msw@stephenperse.com)

Deputy IB Coordinator Ms A Daniels (ajd@stephenperse.com)

Senior Deputy Head (11-18) Ms A Jones (abj@stephenperse.com)

Deputy Head (Co-curricular) Mrs N Hammond nlh@stephenperse.com)
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Sixth Form study can feel like a big step up and quite different from your current programme or GCSEs. You 
will be exploring new and challenging topics in subjects that you have chosen, and in most cases you will have 
two teachers per subject.

A Levels
If you have chosen to start with four A Levels in Year 12, you are encouraged to continue with all four subjects 
for at least the first term so that you can fully explore your subjects. Some students continue with all four 
subjects throughout year 12 and a few continue until the end of year 13. At whatever point you decide to 
continue or drop a subject, your tutor will be there to advise you.

Whereas the majority of students focus on three subjects in Year 13, it is more common for students who take 
Further Maths to continue with all four subjects. Further guidance on subject choices is available from our 
dedicated Guidance Team.

Study skills
As a Sixth Form student, you will be expected to work independently and to take more ownership of your 
studies. This means that you need to take responsibility for organising your work; ensure that deadlines are met 
and regularly check your school email account. It also means taking the initiative to communicate with your 
tutor and subject teachers if you require further support or advice - they are here to help you.

You are positively encouraged to read widely in each of your subjects and to develop your own areas of interest 
beyond the curriculum.

If you would like further guidance about additional avenues of research, please just ask.

Academic progress & support
To help you and your parents keep track of your academic progress in Year 12, your end of term report in 
December will include indicative grades for each subject which are suggestions of the eventual grade that you 
may achieve in your final examinations based on work completed in the first autumn term.

These grades will be reviewed in the spring and then again after the Year 12 summer internal exams, at which 
point we will be making initial predictions for university applications. The summer predicted grades will be 
based on a holistic approach using a range of information, including classwork, homework, assessments and 
our own knowledge of you as a student.

In addition to the above, we run an extensive range of subject specific academic support and extension 
sessions. These sessions are open to all students, times and rooms are advertised in the student blog. They 
include general subject support and sessions to help you prepare for subject specific university admissions 
tests.

Academic overview
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You are also encouraged to seek additional guidance and support from our dedicated study skills support staff.

Our SENCO and Access Arrangement Assessors, Mrs Uden and Mrs Murray, will also be on hand to help with 
access arrangements and any special educational needs. Mrs Uden can be contacted at senco@stephenperse.
com

Private study periods
In most cases, private study periods will have been built into your timetable to allow you to develop 
independent study skills and to give you the space to complete additional work, either individually or 
collaboratively, outside of the classroom. You may choose to work off-site during these periods if you wish 
(provided you sign out). However, you are required to stay on the premises in the event that cover work is set 
due to teacher absence.

Extended Project Qualification
To help prepare you for further education and the wider world of work, you will have one double timetabled 
period per week of study/research skills lessons. You will then have the opportunity of taking the Extended 
Project Qualification (EPQ), an independent project that is highly valued by many universities and will provide 
you with important research and writing skills. 

Enrichment
Enrichment is a key part of our educational provision at the Sixth Form and an important part of your 
educational journey. A booklet of options is sent out in September where you will go on to pick your two 
options each term via a Google Form. These lessons take place on Tuesdays and Thursdays (periods 7 & 8). Our 
Enrichment courses can take place at different sites, including other Stephen Perse Foundation buildings.

The course options are intended to broaden your horizons and to tap into those subjects you might not 
otherwise have time for outside of school, for example Beginners’ Arabic, Model United Nations, 
Psychopathology, and Rock School - to name a few! Sport and fitness options are also offered for example, 
Badminton, Netball, Touch Rugby and Zumba. There are also plenty of opportunities to take part in sport 
outside of these lessons.

You are encouraged to choose options you have never tried before - you never know, you may stumble upon 
your new hobby for life! For all Enrichment queries, please contact Miss Cresswell at ljc@stephenperse.com 
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Sixth Form opening times
The Sixth Form is open from 08:00 until 17:30 Monday to Friday and you are only allowed on the premises at 
these times. After 16:00 there are certain areas that are out of bounds to allow for safe supervision and this 
will be explained to you at the beginning of term.

The day begins with either assembly or form time from 8:30 till 9:00 three mornings each week. Lessons begin 
at 09:00 and finish at 15:30. Clubs and activities occupy the 15:30 till 16:00 slot. Individual student timetables 
will be issued at the start of the new term.

Tutor group meetings & assemblies
Sixth Form assemblies usually take place one morning a week. You are expected to attend all tutor group 
meetings and assemblies. However, some assemblies will be aimed at only Year 12 or Year 13 students. If you 
are not required to attend assembly in any given week you will be informed in advance by a member of the 
Senior Leadership Team.

Year 12 and 13 tutor groups meet with their tutor two mornings each week. The tutorial programme includes 
both academic skills and wider life skills that will help you to prepare for the future as well as guidance on the 
next stage of your educational journey. There will also be additional off timetable sessions for PSHE and 
Guidance.

If you need to be excused from a tutor group meeting or assembly for a good reason e.g. to attend an event at 
the Senior School, you must request permission from the Head of Sixth Form in advance.

Lockers
Lockers are available in the courtyard at Bateman Street, on a first come, first served basis. You will need to 
provide your own padlock. 

iPads/personal devices
For students new to the Foundation, you will be issued with a school iPad, charger, lead and setup guide, 
together with a school email account, as part of your induction. You will also be asked to sign the Sixth Form 
Technology Acceptable Use Policy at or before the date of issue. This policy forms part of your acceptance 
documents and is available on request.

You are expected to bring your school iPad to all lessons. However, please only have these open in lessons when 
requested by your teachers. Please keep your iPads stored safely in school and when travelling to/from home. 
Our IT department will provide a written user guide when you collect your iPad. If you have any 
technical issues, please contact ithelpdesk@stephenperse.com

You may also bring your own devices to work from (e.g. laptops, smart phones), provided any such device is 
used in accordance with our Technology Acceptable Use Policy. Phones and other personal devices should not 
be used in lessons without the express permission of your teacher.
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Music
The Foundation is pleased to be able to offer tuition on a wide range of musical instruments and singing. These 
lessons are delivered by an extremely experienced team of over twenty five self-employed visiting music 
teachers who work closely with the Foundation’s Music Department, under the leadership of Mr Rudd, Director 
of Music. For further information and to make a booking please visit this link. Please complete the Google Form 
as soon as possible.

Speech and drama 

Speech and drama lessons are available for those students wishing to work towards LAMDA qualifications. 
Students have the opportunity to prepare for exams in a variety of different performance disciplines including 
acting, verse and prose and public speaking.  Senior School and Sixth Form lessons are taught in small groups; 
individual lessons may also be available. Lessons are provided by self-employed private teachers and are 
subject to a separate contract between the parents and the peripatetic teacher. 

Clubs & societies
We encourage all students to take part in extracurricular clubs and societies. Many of these are student run 
and generally take place at lunchtime or after school. Recent examples include Law Society, QSoc and Christian 
Union. If you have an idea for a new club or society, or wish to run your own one, please contact a member of 
the Sixth Form Leadership Team or a member of the Student President Team. 

Trips & visiting speakers
There are usually many opportunities to take part in trips throughout the year. Details of these are posted on 
the Student Blog and Guidance Google Classroom; information is also communicated via teachers and tutors. 
We also welcome visiting speakers throughout the year and you are strongly encouraged to take advantage of 
these opportunities.

Duke of Edinburgh’s Award
Stephen Perse is an active centre for the Duke of Edinburgh’s Award with all three levels being offered across 
the Senior School and Sixth Form. In Year 12 students are introduced to the Gold level, which they can take 
part in as a continuation of their involvement or as a direct entrant having not done either of the two levels.

Extracurricular

Stationery
You are required to provide your own stationery in terms of pens, pencils, files etc. However, lined and graph 
paper is available for student use and can be obtained from reception. As part of your induction, you will be 
provided with further information about any subject specific pre-course reading materials and any other 
materials you may need prior to the start of term.



The Award consists of five sections:

• Volunteering – students are required to do 12 months of activity that is of benefit to society or their 
community; this can involve work with a charity or coaching of younger students.

• Skill – students develop a new talent, be it artistic and creative or something relating to their   
courses of study.

• Physical – students partake in individual or team sporting activity on a regular basis and set goals 
for their development.

• Expedition – students undergo a five day expedition in wild country following a period of training 
and a practice with our external provider The Adventure Element; this usually takes place in the Lake 
District during the summer.

• Residential – students must choose and attend a five day residential course where they live and 
interact with other students on a common purpose.

Registration usually takes place early in the autumn term and further details will be sent out at that time. If 
students are already 16 they can usually start their activities before they join the Sixth Form and back date the 
time they have done. On completion they will be invited to St James’ Palace in London to receive their Award. 
Any questions please contact Award Manager, Dr Mark Woodward at: msw@stephenperse.com

Leadership and mentoring
Part of your educational journey is developing leadership and management skills. There are many ways you 
can do this at the Sixth Form - for example, running a club, joining the Student President Team, organising a 
charity fundraiser, or helping organise whole school events. Good leadership skills will serve you well as you 
progress to the world of work and can be used for the greater good of society. Now is the opportune moment 
to start developing these skills.

As Sixth Form students, you will be important role models to younger students. If you would like the 
opportunity to be part of their educational experience and make a positive difference, there will be ample 
opportunity to do so through our Sixth Form mentoring schemes and outreach programmes.

Essays, competitions & work experience
There are many ways you can enhance your learning and improve your CV - for example, through essay writing 
competitions, online courses, debating competitions and work experience. Our guidance team regularly posts 
details of wider educational opportunities, including workshops, lectures and seminars.
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Our careers and university guidance is extensive and we excel in helping you reach the next stage of your 
academic journey, whatever that should be. 

We understand that some of you will have a clear idea of what you want to do with your A Levels, some of you 
will have no idea (and that's fine) and some think they know but will change their mind! That is why we pro-
vide ample advice, numerous opportunities, and a range of avenues to help you seek advice whilst encouraging 
you to keep your options open.

In addition to tutors, we have three members of the guidance team who specialise in key areas:

• Dr Curry, Head of Guidance and Careers. Dr Curry is the Stephen Perse Foundation’s UCAS lead, a 
qualified careers leader who oversees all guidance events and further education applications in the 
Sixth Form. In addition, Dr Curry currently supports MedSoc (applications for medicine, veterinary 
medicine, dentistry, and allied health professionals).

• Mr Rudd, Head of Competitive University Applications including Oxbridge. In addition to advising 
students on Oxbridge applications, Mr Rudd coordinates aptitude/entrance test applications and is 
Director of Music.

• Dr Woodward, Head of International and SF Academic Extension Coordinator. Dr Woodward   
specialises in applications to all non UK universities, students can apply to these alongside their 
UCAS applications. Dr Woodward also supports students wishing to apply after taking a gap year.

Although university, degree apprenticeship, foundation course or other applications are not required to be 
submitted until the beginning of Year 13, the time in Year 12 is critical for all the preparation work needed 
so that you are completely ready in plenty of time. This includes conducting research on university and other 
courses through Unifrog; building up the competencies needed for personal statement writing and interviews; 
writing your personal statement; discussing material for your reference and much more. We have a range of 
guidance events to both support and inspire you; this includes visiting speakers and university representatives, 
workshops and lunchtime and after school activities. All of these are advertised on a specific guidance Google 
Classroom alongside essay competitions, scholarships, local opportunities, work experience etc. Leaving things 
to the summer holidays is too late so we encourage you to jump in and explore some of the options advertised. 
We simply ask that you stick to deadlines to ensure you have the best application. The guidance office is 
located in the Bateman Street building and students are always welcome. 
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Our specialist Sixth Form tutors work closely with you and your parents to support your progress and develop 
your moral views, sense of responsibility, self-reliance and awareness in relation to other people and the 
community. Our aim is to prepare you to meet and embrace life’s challenges.

The tutor team and Head of Pastoral Care, Mrs Hammersley are here to listen to anything that may be trou-
bling you. Whether you are feeling stressed and anxious about managing your time and workload, apprehen-
sive about the changes ahead or if you have issues with wellbeing, we are here to support you.

Our PSHEE (Personal, Social, Health and Economic Education) and wellbeing programme covers topics most 
relevant to post-16 pupils, and aims to give you a toolkit to deal with life during Year 12 and 13 and beyond. 
The programme is delivered through assemblies, tutorials, off-timetable events and the guidance programme. 
Themes include: life skills for university; study skills; road and driver safety and managing stress.

We welcome speakers from outside the school and encourage debate on a wide range of issues. Students also 
attend workshops from a range of external organisations on drugs education; relationships and sex education; 
healthy eating; self-esteem and mental health; and personal safety.

There are also a range of wellbeing related enrichment options offered such as yoga, meditative running, and 
psychology (learning about mental health).

As well as your personal tutor, and the wider Sixth Form team, you also have free access to the in-house 
counsellor. 

Wellbeing & PSHE
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This is your Sixth Form experience and we want you to help shape that experience. We value your feedback, 
suggestions and ideas, however big or small, so please speak to us!

Please speak to a member of staff or contact your Student President Team who will be happy to assist 
wherever possible. You can contact the Student President Team at studentpresident@stephenperse.com

Applications to join our Student President Team are open to all Year 12 students in the spring term and 
appointments are made each year following a series of elections.

The Student President Team:

• Danika NA (President)

• Amogh A

• Georgia BJ

• Kathryn E

• Hannah G

• James T

• Katy W
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Site access & registration
To gain access to our buildings, you will need to use your access card.

The student access card system (Inventry) also acts as our register for daily attendance and for evacuation 
purposes in the case of emergency. New students will be provided with an access card during September 
induction.

The access card must be swiped in and out when you arrive in the morning and depart at the end of the day.

You must also swipe in and out every time you enter or exit the premises during the day, so it is important that 
you wear your school lanyard at all times. Similarly, you must swipe in and swipe out when visiting the Senior 
School or other Foundation premises.

If, for any reason, you are unable to swipe in/out on a given day, please do so manually. If you lose your 
lanyard, you should report this to a member of staff immediately.

Attendance
You are required to attend all timetabled lessons, enrichment and events, assemblies, tutor group meetings, 

and other 
compulsory Sixth Form activities and events.

If you have a private study period at the very start or end of the day, then provided you do not have any other 
commitments as outlined above, you may choose to arrive a little later in the morning (in time for your first 
lesson or other commitment) and/or go home early (after their final lesson or other commitment).

You are also permitted to leave the premises during the day, including at break and lunchtimes, if you do not 
have any other commitments. However, it is essential that you sign in and out whenever you leave/enter the 
premises.

Visitors
Visitors are not permitted on-site without the prior written approval of a member of staff. Social visitors are 
not permitted on the premises at any time.

Planned absence
If you have a planned absence (e.g. to attend a university open day), your parents/guardians must email to 
request permission via sixthform@stephenperse.com. Boarders must also seek permission from the Head of 
Boarding. 

You are expected to be in school all term and should not plan to miss days at the beginning or end of term. 
Absence requests will only be authorised in limited circumstances and on a case-by-case basis.

Ill health/unplanned absence
For ill health or any other unplanned absences, parents/guardian must contact the school at the start of every 
day of absence, either by emailing studentabsence@stephenperse.com or telephoning the school office on 
01223 454700 (select option ‘1’).
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For boarders, you should inform the house staff at the morning welfare check.

If you become unwell during the day, please seek assistance at Sixth Form reception. Parents/guardians will be 
contacted before you are allowed to return home. For boarders, house staff will be contacted.

Further information can be found in our Ill Health policy.

Prescribed medication
Prescribed medicines may be brought into school in pharmacist issued container(s). Please inform us of any 
medical changes as soon as possible. Where a student has been prescribed an epipen, inhaler, etc, it is vital 
that an up-to-date spare is provided.

Over-the-counter remedies, such as Paracetamol and Ibuprofen, are available from the Sixth Form reception.

Further information can be found in our Medicine Policy.

Dress code
The Sixth Form operates a no uniform policy. However, you are expected to dress in an appropriate style for a 
place of study and appropriate to the work or activity that you are doing, be that in a laboratory, in a 
classroom, or on a visit. The phrase ‘smart but informal’ should be a guiding principle. If you are unsure about 
a matter of the dress code, please talk to a senior member of staff. No item of dress should be offensive or 
provocative.

Please note that you may be required to wear sports kits for some Enrichment options.

Code of conduct
You will be provided with a copy of the Sixth Form Code of Conduct as part of your induction.
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Lunch and other snacks can be purchased on-site. Payments can be made by preloading your access card via 
ParentMail or by using a manual reloading system that accepts cash. 

*Breakfast, Lunch and Dinner are included in boarding fees and the relevant credit will be added to the student 
access card so that you can eat at the Sixth Form teaching site during the day and in the boarding house in the 
evening.

If you are required to attend any evening events at the school (e.g. Open Evening), food will be provided.

The Stephen Perse Foundation operates a strict no nuts policy. This is to ensure the safety of all students, staff 
and visitors. If bringing food onto the site, please ensure that it does not contain nuts - if you are not sure of 
the ingredients, do not bring the food on site. Food deliveries/takeaways are not permitted.

All food must be consumed in the designated eating areas. Please ensure you tidy up after yourself and keep 
the premises litter free.

Alcohol is not permitted at any time. Smoking, including e-cigarettes, is also not permitted at any time while 
on the premises, in the vicinity, or while students are under our care.
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Work (Google classroom, homework)
• Teachers will use Google Classroom to set homework and share material - it’s a good idea to make 

sure the notifications are turned on on your iPad so you don’t miss anything.

• Make sure you get organised early (i.e. folders) so you can get into a routine.

• Make sure you understand the topic while you’re studying it - you move on quickly so it’s good to 
stay on top of it from the start.

Time management
• The lessons for A Level subjects get split into two (or more) sides of the course, almost always taught 

by different teachers - they will each give around three hours of work a week, which should include 
any extra reading you do around the subject.

Uni applications
• Your tutor will be the person who organises your reference, so engage in form time to make sure they 

really know you.

• If you read an interesting book or article, or attend a lecture on a subject you enjoy, make some 
notes on it! These can be useful to refresh your memory before interviews and can also be invaluable 
when writing your personal statement. Try and fit this stuff in earlier on so you don’t have to cram       
textbooks before the personal statement deadline.

• Go check out some universities you like the look of in Year 12 so you have an idea of where you want 
to go. If you look on websites you’ll be able to find the dates of the open days.

• Don’t be worried if you don’t immediately know what you want to study at uni or do in the future — 
you have ages to decide and it’s okay to change your mind!

Daily life
• If you want to find out what’s for lunch, check the Student Blog via the iPad app. 

• You can top up your lunch card through the ParentMail system, or through the on-site machine.

• Remember to sign in and out whenever you leave the Sixth Form, even if you are going to the Senior 
School.
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Support and help - reception, tutors, counsellor, work
How do I get support with my school work if I need it?
Normally there are several support sessions in a week for each subject, so don’t worry about it clashing with 
another commitment. Some support sessions focus on specific topics each week and some are organised for 
you to take your own questions along.

What if I have a non-work problem? Like organising a club, finding the bus timetable?
The reception staff in the Sixth Form are normally your first port of call. Often if they can’t help they’ll direct 
you to the most appropriate person to contact.

What if I have a personal problem that I’d like help with?
There are two school counsillors, Ash and Andy. As cringeworthy as it sounds, they really are there for every 
problem, big or small. There are both drop-in sessions and appointments for regular sessions.

The senior leadership team is also there to help out, especially if there’s something going on that you want 
them to know about, that might perhaps explain why you’re not working at your best.
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