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How to apply 
through UCAS

All students are provided with a UCAS 
application booklet via school email 
which details every section in the 
UCAS form with a guide to writing 
the personal statement. Please see 
booklet printed at the back, Please 
also see the Oxbridge Schedule 
for Students applying to Oxford or 
Cambridge. Parents can contact our 
UCAS Coordinator, Ms Bayley.

Sixth Form student artwork
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Attendance

Attendance in lessons, assembly and 
tutor times is registered electronically 
by subject teachers and tutors. The 
tutor will follow up any absences. 

If lateness or absence continues 
without authorisation the student will 
have an interview with their Head of 
Year and parents will be informed. 

Persistent absence can be a reason 
for exclusion.

Punctuality

Students who are more than 10 
minutes late will not be allowed into 
lessons as it is too disruptive. Late 
students will be given work and sent 
to the library or Sixth Form quiet 
study area to complete the work. 

Students will be expected to return 
to their lesson five minutes before 
the end of the period to collect any 
homework set. Students will also have 
to attend an after school detention 
on the following Wednesday. 

Persistent lateness can be a reason 
for exclusion.

Signing out 
during lesson time

Students who feel unwell and wish 
to go home or have an approved 
appointment during lesson time 
must sign out in the Sixth Form 
Office before leaving. (This is not 
only essential for our attendance 
procedure but is also a Health & 
Safety requirement in case of fire). 

Students wanting to leave in the 
middle of the day due to illness will 
need to get permission from their 
Head of Year before signing out with 
the Attendance Officer.
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Attendance & punctuality in the Sixth Form

In the event of an absence a phone 
call from the parent/guardian to the 
Sixth Form Attendance Officer  
(direct line: 020 7482 8206) with a 
message is required on the morning 
of absence. Alternatively, an email 
can be sent direct to the  
Attendance Officer on 
sixthformattendance@csg.school. 
Subsequent illness of five days 
needs to be validated by a medical 
certificate. Any persistent non-
attendance may result in referral to 
the school nurse or even exclusion. 

Lessons are of vital importance as 
you work through the curriculum 
with your teachers and develop the 
skills necessary to perform well in 
the exams and in the coursework 
components. If you miss any of 
these you will have significant gaps 
in your learning. Tutor time and 
assemblies are mandatory and should 
not be missed as these are times 
when tutors track pupil progress 
and extend their learning beyond 
the confines of the curriculum. This 
means that hospital, dental, optician 
appointments, driving lessons and 
sessions to interview people for 
projects should not normally take 
place when lessons are timetabled. If 
you are going to be absent because 
of a visit or field study for other 
subjects then inform your other 
teachers. It is your responsibility to 
copy up notes, obtain work sheets 
and see whether work has been set.

The following are examples of 
reasons for absence which would 
be acceptable:
•	 Medical/hospital/dental 

appointment unable to be 
organised outside school time 
supported by an appointment card 
or letter

•	 University interviews supported 
with a letter or other evidence

•	 Interviews with proof
•	 Bereavement/funeral of family or 

close friend
•	 Work Experience arranged or 

agreed by school
•	 Court appearance, probation 

meeting or appointment with 
Connexions personal advisor

•	 Representing school/county/
country at sport or other  
extra-curricular activity

•	 School planned or authorised trips
•	 Sitting external examinations
•	 Driving test
•	 Genuine disruption to the  

student’s mode of transport with 
supporting evidence

•	 Infrequent/emergency care 
required for a member of the family 
or other person for whom the 
student has caring responsibilities

•	 Religious holiday (applied for 
in advance: limit 3 days in the 
academic year)

•	 National Union of Students  
official business

•	 Territorial Army or cadet events

The following reasons for absence 
would not be acceptable:
•	 Driving lessons
•	 Holidays taken during term-time
•	 Part-time job, including training 

associated with part-time job,  
which is not part of the student’s 
course programme

•	 “Personal problems” unless 
supported by Pastoral Care Staff

•	 Non-emergency appointments
•	 Sleeping in or missing train/bus
•	 Family excursions, leisure activities, 

birthdays, etc.
•	 Minor aches and pains
•	 Working at home so missed tutor 

time/assembly/lesson
•	 Frequent care for sibling/relative, 

unless alternative arrangements 
made for continuing the curriculum

•	 MUSIC FESTIVALS and other 
excursions should be strictly 
limited to holiday time 

A foreseen absence should 
be reported to the Sixth Form 
Attendance Officer. Verification 
from a parent/guardian or an 
appointment card/letter is required 
to authorise any absence. 
Where an absence genuinely could 
not be foreseen in advance and a 
parent/guardian is unavailable, the 
student should make arrangements 
to notify the Attendance Officer 
as soon as possible on the day in 
question that they will be missing 
classes. Students cannot self-certify 
an absence unless they can provide 
an appointment card or letter.
The school will not automatically 
accept repeated sickness as a reason 
for authorised absence.

Attendance must be 
no less than 96% in an 
academic year
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Sixth Form  
Report Card system

Attendance below 96% 
and/or  

punctuality below 96%

Poor academic standards 
in class or homework

Poor engagement/
behaviour

Triggered by  
Attendance Officer

Triggered by  
subject teacher  

via Incident Report

Tutor to notify parents by 
phone that they will receive 
a report card, flow chart and 

explanatory letter

Tutor to meet with student 
- Green Report Card issued 

(review after two weeks)

Tutor to arrange for student 
to meet with Learning 
Mentor (if appropriate)

If target not met tutor to 
arrange meeting with Head 
of Year, student and parent - 
Orange Report Card issued

If student improves: 
taken off report,  

student and parents  
informed of improvement

Students who successfully 
complete their Report Card 
period must have a review 
with their tutor four weeks 
later - Head of Year and 
Deputy Headteacher  

to be informed

Head of Year to make an 
appointment with Deputy 
Headteacher, student and 

parents - Red Report  
Card issued

If student reverts back to 
unsatisfactory standards, she/
he will be placed on a report

Headteacher and 
Governors to recommend 

Exclusion after two  
Red Report Cards have 

been issued

If we are concerned about a 
student’s behaviour, attitude to work, 
attendance or punctuality we follow 
the below Report Card system to 
monitor their improvements.
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The school day

PERIOD 1 09:00 - 09:40
PERIOD 2 09:40 - 10:20
PERIOD 3 10:20 - 11:00
BREAK 11:00 - 11:20
PERIOD 4 11:20 - 12:00
PERIOD 5 12:00 - 12:40
LUNCH 12:40 - 13:30
PERIOD 6 13:30 - 14:10
PERIOD 7 14:10 - 14:50
PERIOD 8 14:50 - 15:30

Sixth Form student artwork
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School term dates 
2026-2027

AUTUMN TERM
Autumn 1 Tuesday 1 September 2026 to Friday 23 October 2026
Half Term Monday 26 October 2026 to Monday 2 November 2026
Autumn 2 Tuesday 3 November 2026 to Friday 18 December 2026
Christmas Holidays Monday 21 December 2026 to Friday 1 January 2027
SPRING TERM
Spring 1 Monday 4 January 2027 to Friday 12 February 2027
Half Term Monday 15 February 2027 to Friday 19 February 2027
Spring 2 Monday 22 February 2027 to Thursday 25 March 2027
Spring Holidays Friday 26 March 2027 to Friday 9 April 2027
SUMMER TERM
Summer 1 Monday 12 April 2027 to Friday 28 May 2027
Half Term Monday 31 May 2027 to Friday 4 June 2027
Summer 2 Monday 7 June 2027 to Wednesday 21 July 2027
IMPORTANT DATES
Sixth Form Open Day Tuesday 18 November 2025
Founder’s Day Friday 27 March 2026
A Level Results Day Thursday 13 August 2026
INSET DAYS
Autumn term Tuesday 1 September 2026

Wednesday 18 November 2026
Spring term Tuesday 12 January 2027
Summer term Friday 25 June 2027
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Student email ParentPay

In line with the E-Safety Policy all 
emails to the student from the  
school or individual teachers will  
only be sent via the student’s school 
email address.

Homework, messages etc. from 
students to teachers/school must 
only be sent from the student’s 
school email.

It is imeprative Students check their 
emails daily as they will receive a 
great deal of important information 
via Email. Ms Bayley, our UCAS 
Coordinator sends regular advice and 
reminders of deadlines to Students.

ParentPay’s unique web application 
allows parents/carers to make secure 
online payments for all school 
charges, for example, school lunches, 
trips, extra-curricular lessons and 
enrichments, thus eliminating the 
need for students to carry money 
whilst at school. You will receive a 
ParentPay activation letter at the 
beginning of the Autumn term.

Sixth Form student artwork

Lanyards

Sixth Form students are required to 
wear a lanyard with photo ID as part 
of our safeguarding practice. Any 
student who does not have their 
lanyard will be sent to the Sixth Form 
Admin Office to pick up a temporary 
one. If a student comes into school 
without a lanyard more than twice 
they will be sent home to collect it or 
offered a replacement for £5.

Communication

The only time that all students 
are in school together is in tutor 
time and assembly, periods 3 & 4 
respectively on Mondays. The most 
effective way to send messages to 
sixth form students is via email and 
Google Classroom. Please encourage 
students to diligently check their 
messages on a daily basis. It is the 
school’s main way of keeping the 
students informed of important 
academic or pastoral information. 

We recommend that all students put 
an alert on their phones so as not to 
miss school email messages.
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