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Welcome to The Highcrest Academy Sixth Form!  
  
A very warm welcome to all students, whether you are joining us for the first time, or 
continuing your education with us.   
  
Entry into the Sixth Form marks the final stage of your school career, it should be a 
rewarding, exciting and challenging time during which you develop your strengths 
and interests that will inspire you to achieve.  
  
The next year or two (depending on your course!) will play an important part in 
shaping your future, and one of our fundamental aims is to support you as you decide 
what, where and how you wish to progress in the future. Although many of our 
students leave Highcrest and go on to university, there are other opportunities 
available: our aim is help you secure the necessary grades, qualifications and 
experience you need for your chosen path whether this be university, an 
apprenticeship or the world of work.  
  
Sixth Form study is very different from studying for GCSEs, it is no longer a case of 
following the lead of the subject teacher. Students are expected to take responsibility 
for their own studies and to develop an independent, positive and committed 
approach to their chosen subjects. For every hour spent with a teacher in lessons, a 
student should expect to complete an hour of personal study in order to achieve and 
where possible exceed their target grades. This may be completing an assignment, 
extended reading, research or revision, whatever subjects you are taking, your 
teacher will be able to advise you on the most effective way to use your independent 
study time.   
  
The Sixth Form Team is dedicated to supporting students both academically and 
pastorally: we will provide opportunities to develop personal skills, whilst supporting 
students through this busy and important time. Each student is allocated a Tutor, who 
should be the first point of contact for any concerns: if you feel there may be 
circumstances either academic or pastoral, where we may be able to support you, 
please come and talk to us.   
  
It is vital that all students are responsible members of our school community and that 
you set a good example to the younger members by following the school rules 
maturely and sensibly.   
  
I hope that the contents of this handbook are clear; however should you require 
further information or clarification, please do not hesitate to come and ask!   
  
  
Mrs Bingham  
Head of Sixth Form  
September 2025  
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All members of the Sixth Form Team may be contacted through the main 
switchboard number: 01494 529866. Please be aware that we are often 
teaching or with students so you may need to leave a message – we will 
endeavour to return your call as soon as possible.  
  
Alternatively, you may wish to email: office@highcrestacademy.org.uk       or 
write to us at the main school address: The Highcrest Academy, Hatters Lane, 
High Wycombe, Bucks HP13 7NQ.  
  
  

--------------------------------------------------  
Although we are always pleased to meet with parents/carers, please 

contact the school before a visit to ensure that we are able to see you.  

   The  Sixth   Form   Tea m   
  

Mrs A Bingham,         Head of  Sixth   Form   
  

Mrs P Hillary         Deputy  Head of Sixth Form   
  
Miss Roberts                   Assistant Head of Learning   
  

  
                   Tutors   
  
Ms  Payne                Sixth  Form Blue /Pele (6B)    

  
Dr R Platten     Sixth Form Green /Edhi (6F)       

  
Mr Shah     Sixth Form Orange /Turing   (6G)   

        
Miss Stone       Sixth Form Purple /Armstrong   (6D)   

  
M r s Holt       S ixth Form Red / Kahlo     (6A)   

  
Ms Biggs     Sixth Form Yellow /Ali  (6E)      
  
Mr Nawaz        Sixth Form Pink /  Parks (6C)   
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Attendance Policy  
  
Attendance in school and in lessons is vital to the success of students. In 
addition to tutor electronic registration throughout the day, all teachers use 
lesson monitor to record attendance in lessons. This enables attendance to be 
monitored quickly and effectively throughout the day.  As part of the 
monitoring process that is in place for Sixth Formers, all attendance is checked 
regularly and any student who falls below 94% attendance risks the chance 
of losing their place in Sixth Form.   
  
  
Any absences, due to illness, must be reported to the School before registration 
closes at 8.50am, and on each subsequent day of absence: failure to do so 
will mean that the student is marked absent with no reason which may affect 
their attendance percentage.   
  

It is essential that appointments such as doctor, 
dentist, hospital, etc., are booked outside of 
school times in order to have minimum 
disruption to lessons.  If this is not possible, then 
the student must provide a headed 
appointment card, or similar to confirm the 
appointment and seek permission from the 
Head of Sixth Form in advance. Failure to do so 
may lead to the student being marked absent 
with no reason which may affect their 

attendance percentage.  
  
All school commitments, whether lessons, sporting fixtures or other organised 
activities must be honoured. If this is not possible, a note from a parent/carer 
must be brought into school for authorisation by the Head of Sixth Form, 
ensuring plenty of notice is given in order for the school to make alternative 
arrangements. Failure to do so will lead to the student being marked absent 
with no reason which may affect their attendance percentage.  
Holidays during term time will not be authorised. Requests for absence to 
attend University Open Days will normally be granted (a maximum of 3 school 
days per school year), and such requests must be supported by a 
parental/carer letter and permission granted by the Head of Sixth Form.  
  
  
All unauthorised absences will be referred to the Head of Sixth Form who will 
meet with the student concerned and contact parents/carers: privileges will 
be withdrawn and disciplinary action will follow.  
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Year 12 and 13 students are free to leave the school site during lunchtimes 
(Year 13 from 15th September, Year 12 from 1st October) but must ensure that 
they return promptly for period 5. Any Sixth Former leaving the site MUST sign 
out in the front office using the machine provided. 
  
Signing out privileges may be withdrawn; without notice should a student fail 
to comply with the school regulations or fail to have a conscientious attitude 
towards their study or the school community.    
  
Locations for Signing in and out  
  
Signing in and out for lunch – Front Office  
Signing in and out for home study – Front Office 
Signing out for appointments – Main reception  
Signing in for late arrival – Main reception  

  

  
Punctuality   

  
All students are expected to  attend School on time without exception.  
P unctuality is monitored by the Attendance O fficer and any student who fails  
to attend  s chool on time will be marked as absent which could jeopardise their  
attendance percentage. If a student arrives at  s chool late, they  MUST   sign in  
at reception, statin g the reason for their lateness.  Consequences   for lateness  
are displayed below.    It is also worth noting that we have to report attendance  
to UCAS and future employers.   
  
Lateness incident   Consequence   
Student   late to  
Morning registration    

Student is kept behind until  3. 4 0 pm  
on that same day .   If  th i s  i s   missed an  
SLT detention of one hour 30 minutes will be  
served   

Persistent lateness   Classed   as  unauthorised  absence   
and will be dealt with as   outlined in  
the policy above 
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Behaviour  

  
  

Please note that Sixth Formers are expected to set a good example to the 
lower school and to act as role models for the younger members of the school 
community. Therefore, it is vital that all Sixth Formers follow the Highcrest Core 
Virtues and Values and abide by all rules set for the school.   
  
  
  
We expect all members of the school to exercise good judgement in their 
friendships, as in other areas of school life. Whilst it is expected that some Sixth 
Formers will form close relationships with one another during their time here, it 
is also important to remember the main purpose of attending school: to study 
and to learn.   
  
  
  
It is deemed inappropriate for any members of the school community to 
express visible signs of affection towards one another. Although most members 
of the Sixth Form appear to be comfortable with couples showing affection for 
one another in the Sixth Form Block, it is vital that the couple’s behaviour does 
not become exclusive of others and therefore deemed unsociable.  Please be 
respectful of other people and do not make anyone feel uncomfortable by 
your behaviour. We do not expect to find pupils in compromising 
circumstances that could lead to a misunderstanding.  
  
  
  
  

Poor or inappropriate behaviour will not be tolerated and will result in 
disciplinary action and the removal of privileges.  
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Your Timetable  
  

Highcrest has a timetable based on a 2-week cycle, 
the timings of the lessons within the school day are 
on your ‘go4schools’ web page. You will be issued 
with your personal timetable at the beginning of the 
autumn term.   
  
You will have a set number of lessons allocated to 
each subject you are studying. Due to the large 

workload it is essential that you attend every lesson, if you have to miss a lesson, 
you must ensure that all work is up to date before you resume classes. This is 
essential as the teachers will have planned your lessons ensuring that all areas 
are covered in sufficient detail before the exams take place or the coursework 
is due. Should you miss a lesson and not catch up, the teacher will have to 
take valuable time away from other students to make sure you have caught 
up before they can proceed. Imagine how you would feel knowing that 
precious lesson time was being taken up through something that was covered 
previously with an absent student who had not bothered to catch up!  
  
You will also have, as part of your timetable, a number of independent study 
periods each week (GLAS sessions) use this time wisely. Remember the golden 
rule – for every hour spent with a teacher in lessons, a student should expect 
to complete an hour of personal study in order to achieve their target grades. 
Sixth Formers will use dedicated Sixth Form study rooms, these areas are for 
silent study – please be respectful of other students. Any students who cause 
a disruption will be asked to leave the areas and complete their study, under 
supervision, after school.  

-----------------------------------------------------------------------  
Lunchtime  
It is a privilege that all Sixth Formers are allowed to take food and drink out of 
the canteen, back to the Sixth Form Block.  All equipment taken from the 
canteen must be returned at the end of the lunch break.  Please note: all 
students, including Sixth Formers, are not allowed to eat food and drink outside 
or in the main School buildings.  Takeaway food is forbidden on school site.  

-----------------------------------------------------------------------  
Enrichment  
Enrichment opportunities are a vital part of what makes up a rich Personal 
Statement and CV.  By the time you leave Highcrest you will be in a position to 
compete for a job, apprenticeship for further or higher education, however so 
are thousands of other people.  Getting involved in some of the activities listed 
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below will help you when applying in the future.  Students can request 
permission to work towards the activities listed below during some of their study 
sessions.  Successful applicants will be those who are up to date and on track 
with their work.  
  

• Sports teams  
• Subject Ambassadors i.e. helping in a specific department  
• Charity events  
• Volunteering activities, both in school and in the wider community   
• E – Safety Ambassador  
• Work Experience  
• Duke of Edinburgh award scheme  
• Wellbeing Ambassador  
• Massive Open Online Courses (MOOCs) – via Unifrog.  

  
Performance, Progression and Targets  

  
All students at The Highcrest Academy are encouraged to aspire and achieve: 
the ethos of the Sixth Form is to ensure that all students positively and 
proactively work towards reaching their goal, whatever their goals may be. To 
that end, students are constantly monitored and assessed to ensure they fulfil 
their potential. Several strategies are put into place whilst in the Sixth Form, 
many of which students who have moved up from the lower school will 
recognise.  

   
  
During the first 4 weeks of the course students are very 
closely assessed by their subject teachers and tutors. 
Teachers are looking for a commitment to study and 
the ability to access the learning. Tutors are looking for 
a commitment to the school and their education. If 
we feel that a student is not demonstrating these, we 
will review their offer on the course. This will involve  

parental/carer meetings and typically a review of the workload and the 
student’s ability to commit to their studies.  
  
After these initial weeks, we expect all students to continue to work in the same 
manner, there are several opportunities throughout the year for a formal 
review both with parents/carers such as Parents’ Evenings. If, however, there 
are any concerns, from any party involved between these formal reviews, a 
meeting may be arranged to discuss the student’s progress and put to in place 
any strategies necessary.   
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Privileges  
  
As a member of the Sixth Form students are entitled to receive certain 
privileges, some of which are automatically issued and some which are 
earned. The following list indicates what privileges are available:  
  

• Signing out of school at lunchtimes (with parental permission)  
• Home Study    
• Use of mobile phone at break and lunch (only in the Sixth Form Block)  
• Use of the Sixth Form Block at break and lunch  
• Supervised study periods  
• Member of the Sixth Form Student Leadership Team including Head Boy 

and Head Girl  
• Member of the Sixth Form Sports and Entertainment Committee  
• Bring Your Own Device: the opportunity to bring in tablets and laptops to 

use for study sessions.  
  
Please note that these privileges may be withdrawn at any time and without notice, should 
a student fail to comply with the guidelines and rules as set out in this Handbook or any of 

The Highcrest Academy regulations.  
  

------------------------------------------------------------------------------------  
 

Driving in the Sixth Form  
  

Students who have a driving licence do not have permission to drive their cars 
to and park in the Academy car park.  
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SIXTH FORM BLOCK AGREEMEN T   
  

  

The Sixth F orm block is a privilege:     

Please remember this at all times and ensure it is treated as  
such.   

  

     

•   Wash up   after yourself.   

•   Use the  bins   provided.   

•   Treat the  furniture with care   ( do not climb on it !).   

•   No ball games   inside.   

•   Mobile phones are allowed .   

•   Remember   other  people are working   in the block.   

•   Only open the  fire door   in case of  emergency   

•   Students from  other year   groups are  not allowed .   
•   Sit on the chairs, not on the tables .   

•   C hewing gum is  not  allowed .   

  



12  
  

SIXTH FORM STUDY ROOMS  
  
You are incredibly lucky to have fully ICT equipped rooms solely for your use 
during lessons, break, lunches and after school.  This facility is a privilege that 
must be treated with respect.  To ensure these rooms remain available for their 
primary function, the following rules must be always adhered to.  Failure to 
follow these rules will lead to the room not being available during break, lunch 
and after school to those who haven’t complied.  
  

• No eating, only water in these rooms.  
• Ensure the internet is used appropriately.  
• Treat the room with respect – put rubbish in the bins and sit on chairs not 

tables!  
• Mobile phones are NOT to be used in this room during lessons.  

  

  

  

GLAS/STUDY SESSIONS    
GLAS (Guided Learning and Study Sessions) are compulsory sessions that are 
given to the vast majority of the Sixth Form.  The aims of the sessions are to give 
you the opportunity to catch up with any work owed and/or further improve 
your grade.  We have tried to prioritise students who take BTEC qualifications 
in areas with ICT facilities but occasionally this is not possible.  Each session will 
have a teacher in to support you with your work.  The following rules apply to 
all GLAS/study sessions, irrespective of the room that your session is in:  
  

• Mobile phones are not to be used under any circumstances.  
• Earphones may be plugged into a computer if the teacher in the session 

gives you permission.  
• Students must go to the room on their timetable.  
• GLAS sessions are for quiet independent study.  
• Students must bring suitable work with them for each session (this must 

be sorted before the lesson).  
• Food and drink (except water) are not allowed during these sessions.  
• You must not leave the room without your teachers’ permission.  

  

  



13  
  

Bring Your Own Device  
Many students benefit from our policies on bringing their own device to 
school to aid study.  Tablet computers and laptops can all be allowed 
access to the Academy’s WiFi network to support you in study sessions.  In 
order to do this, you and your parents/carers will need to sign and return the 
‘Bring Your Own Device’ agreement back to school.  Be aware that this is 
another privilege which will be revoked should there be inappropriate use of 
the device.    

ID Badges  
  
Identity badges will be issued to all students within the first week of joining the 
Sixth Form. These must always be worn when on the school site to enable staff 
and other members of the school community to identify students as being 
genuine members of the Sixth Form. These badges are NOT UNDER ANY 
CIRCUMSTANCES to be used to identify you outside of school, any student 
found doing so will be disciplined and may risk losing their place in the Sixth 
Form.   
  
  
  

Mobile Phones   
  
It is a privilege for all Sixth Formers to be able to bring mobile phones into 
school, however, students are only permitted to use them in the Sixth Form 
Block during social times. When walking around the school, phones should not 
be visible.  
  
Students who are seen to be using their phones or headphones 
inappropriately will have them confiscated and they will be taken to the front 
office where parents must collect them. 

  
  
  

Ensure that all mobiles are turned off completely during all lessons, 
study sessions, form time, assemblies and on other occasions as 

requested.  
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Sixth Form Ambassadors  

  
These students are nominated by departments to act as representatives 
for the subjects.   
  
The role of a Sixth Form Ambassador varies and requires a high level of 
commitment, responsibility and enthusiasm. Each ambassador will be 
attached to a department and will represent that department on Open 
Evenings as well as supporting in lessons once a week.  These places are 
limited to a maximum of 2 ambassadors per subject.  
  
  
  

Medical Information  
  

A Note from Matron  
  

• If you feel unwell during the school day, you must report to Matron who 
will make the necessary arrangements for you to go home if required – 
DO NOT leave the school site unless you have permission to do so.  
Remember to bring a note into school on your return.  

  
• Remember to phone in each morning when you are absent and ensure 

that you have a note in your planner on your return.   
  

• Please note that the same rules apply to Sixth Formers regarding 
medication at school: if you are unsure of the rules or are new to the 
school, please go and see Matron.  

  
  
  
There may be times whilst at Sixth Form, that you feel under pressure, over 
whelmed by your workload and stressed. I would encourage you to find 
someone to talk to, whether it is your Tutor, or any other member of the Sixth 
Form team. If you prefer to talk to someone outside of the school environment 
then you could consider making an appointment to see your GP, or 
contacting one of the helplines as advertised in your planner. Please also see 
below for further advice.  
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Counselling  
  
The first source of advice, guidance and support for each student is normally 
their Tutor, Mrs Hillary or Mrs Bingham. However, there are other areas where a 
student may feel more comfortable receiving advice, such as counselling. The 
following options are available:  
  

• The Inclusion Support Manager can offer initial, short-term counselling to 
students.   

• External counsellors – contact details can be provided discreetly: please 
see either your Tutor or the Inclusion Support Manager  

• Learning2Work Personal Advisers who you can either see at School, in 
their office opposite the library or at their main site in High Wycombe.  

  

           Dress Code    
  

 All Sixth Form students are expected to wear business attire to school every 
day in order to maintain the highest of standards expected by all of our Sixth 
Form students.     
   

Gentlemen  
Must wear a suit (grey, navy or black) with a shirt and tie.  

• Blazers / Jackets must be worn at all times around the academy unless 
permission is given to remove them  

• A plain V neck / round neck jumper can be worn over the shirt but 
turtleneck jumpers are not permitted   

• Leather shoes must be worn, canvass shoes and trainers are not 
permitted.  

   
Ladies  
• Must wear a blazer at all times around school and in lessons unless your 

teacher has given permission for it to be removed.    
• You may wear either a trouser suit or knee length skirt /dress suit or an 

Abaya. This must not be excessively tight.  
• You may wear a shirt, blouse or jumper underneath your blazer.    
• T shirts of any kind and tops that do not reach the elbow are not suitable  
• Ladies must wear appropriate shoes (flat shoes or ankle boots) at all 

times.  
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• Lanyards are how we identify and safeguard our Sixth Form students so 
must be always worn.  

• Students only have permission to wear ear piercings and a nose stud (no 
nose rings); all other piercings that are visible will be asked to be removed 
before students attend lessons.  
  

• Acrylic nails are permitted in the Sixth Form these must be of a length that 
are suitable for sporting activities.  
  

• If you are in any doubt or require further clarification over the Sixth Form 
dress code, please contact one of the Sixth Form Team for further 
clarification.  
  

Any student who fails to follow the above policy will be referred to the Sixth 
Form leadership team who will decide whether the student:  
  

• Must go home and make up the lost time after school.   
  

• Be advised not to wear the item of clothing again.   

 
• Please  be aware that repeated infringements will result in disciplinary 

action, and may result in detentions, time in isolation and meetings with 
parents, ultimately, your place may be at risk.  
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Agreement  
  
By signing this document, I can confirm that I have read and understood the 
content of this student handbook. I agree to abide by the rules outlined and 
understand the consequences of non-compliance.  
  
  
Print Name:  
  
  
  
Signature:  
  
  
  
Date:  

  

  


