


Thursday 5th September 

9:30-10:10 Assembly 
10:10 Tutor time induction
11:25-11:50 Break Time. Food and 
drinks will be available to purchase 
in the Sixth Form study area, please 
also use this time to have a wander 
around the building to find your 
designated rooms. 
11:50-13:00 Tutor time induction
13:00 Fire drill procedure then exit. 
Any questions or queries please use 
the afternoon to come and speak to 
the Sixth form team located in the 
Sixth form study area. 

Friday 6th September 

Start time 11:50 (lesson 3) 
if you have a lesson. Only 
attend if you have a lesson 
e.g. if you do not have a 
lesson until session 4 then 
do not arrive until your 
lesson starts.

Year 13 -  if you wish to 
catch up with some work 
the study area will be open. 



Getting to know your Tutees



Sixth Form Code of Conduct Handbook

Key content:
• Getting to know your tutees 
• The School Day
• Introduction to Student 

handbook
• QKA Sixth Form Dress Code
• Attendance 
• Behaviour Policy 
• Study Sessions

• Study Zones
• Sixth Form contract
• Data Sheets
• Sixth Form Team and support
• Role of the Tutor 
• Fire procedure  



The School Day Personal Timetable
- Complete in handbooksTime Period

8:40 Students should be in 
school

8:45 – 9:00 Registration
9:00 – 10:00 Lesson 1
10:00 – 11:00 Lesson 2
11:00 – 11:25 Tutorial
11:25 – 11:50 Break
11:50 – 12:50 Lesson 3
12:50 – 13:50 Lesson 4
13:50 – 14:20 Lunch
14:20 – 15:20 Lesson 5
15:20 – 16:30 Enrichment Activities

Time Period Monday Tuesday Wednes
day

Thursda
y

Friday

8:45 – 
9:00

Registratio
n

9:00 – 
10:00 Period 1

10:00 
– 
11:00

Period 2

11:00 
– 
11:25

BREAKTIME

11:25 
– 
11:50

Tutorial

11:50 
– 
12:50

Period 3

12:50 
– 
13:50

Period 4

13:50 
– 
14:20

LUNCHTIME

14:20 
– 
15:20

Period 5

After 
Scho
ol

Enrichmen
t Activities



Introduction to Student handbook

• Purpose
• Being a QKA Sixth Form Student
• Privileges of being a Sixth Form Student

Read section in handbook on page …. and answer any 
questions 



QKA Sixth Form Dress Code
Read section in handbook on page …. and 

answer any questions 

Anyone failing to adhere to the dress code 
policy will be sent home to change and receive 
a behaviour log. 



Discuss why attendance is important.

• Attendance and absence from school:
 - Page 9 -12
• Bursary procedure: 
 - Page 13

Read section and answer any questions 





Behaviour policy

Why do we need a 
behaviour policy 
in Sixth Form?  
Discuss

• Page 14

Read section and answer any questions 

What is a positive role 
model?
✓ Someone who apologises when they have made a 

mistake.
✓ Polite.
✓ Honest (as long as it is not said to purposely 

upset someone)
✓ A doer! You do what you say.
✓ Treats everyone with respect (even the people you 

don’t like)
✓ Be consistent.
✓ Follows the rules



What are QKA Rules? They apply to all students.



   Entrance/Exit and One way system
Please follow the arrows on the floor. 

Do not enter a corridor where there is a 
‘No Entry’ sign. 

We are a school of nearly 1500 students, 
it is essential we manage students over 
lesson change overs and lunch time. 

No running or pushing in the corridors. 
 

Where is our entrance and exit door? 



Toilet Time

Toilets are open in the morning as you arrive to school from 
8:15-8:40am. They are also open during lesson changeover, 
break time and lunch time and at the end of school.

Please do not ask the teacher to go to the toilet as there is not 
enough time. Plan ahead. The toilets will not be open during 
lesson time.

If you have a double lesson, only ask your teacher to go to the 
toilet if you are desperate and collect a key from the Sixth Form 
office. If you are experiencing a medical issue, please come and 
talk to the Sixth Form team. 

We only have one set of toilets so please be respectful and 
follow the toilet etiquette. 



Using your study sessions

• We have created a ‘Study session policy’ so that everyone is very 
clear on expectations in the 4 different areas that are available to 
our Sixth Form students ONLY. 

• Why do we need to create a positive working environment?
• Page 24 in handbook. 

Read section and answer any questions 



Study 
zones 



QKA Sixth Form contract 

Now that students have read the ‘Student handbook’, Tutors need to 
hand out the Sixth Form contract and complete the following tasks:
• Tutees to read the ‘Dress code’ and ‘Code of Conduct’. 
• Tutees to sign and date agreeing to the terms of conditions of 

placement at QKA Sixth Form. 
• Tutors to hand all completed contracts to the Sixth Form office. 



Data sheets 

• Complete the data sheets and Tutors to hand in to the Sixth Form 
office. 

• We must have 2 contacts.
• We have requested your mobile phone number in order remind 

you about deadlines, coursework and key messages. It is needed 
to support you further in your studies. 

• Please remind students that they must inform the Sixth Form 
office of any changes to their personal details. 



Role of your Tutor
Daily
•Running form tutor sessions to promote a positive start to 
the day
•Creating a positive learning environment to encourage 
and motivate students
•Taking the register to monitor attendance and ensure 
safety
•Managing punctuality to ensure all students access 
learning
•Discussing and delivering thoughts for the week to 
encourage thinking and to promote school ethos
•Reading/displaying the bulletin to communicate 
important information
•Managing uniform to maintain a consistent school 
identity
•Contacting parents to follow up pastoral issues and 
maintain home-school communication

Weekly
•Reporting back on attendance & punctuality to 
monitor and support attendance
•Attending assemblies to promote year group and 
whole school ethos
•Mentoring students
•Monitor behaviour and rewards

Termly
•Supporting students through their time in Sixth Form to 
support academic success and progress.



Fire procedure
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