STUDENT HANDBOOK
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NAME:   ____________________________________

WING:   _____________________________________

TUTOR  GROUP:   ____________________________

Please read this booklet carefully.  It will help you to know and understand what to do in College each day.

You are part of the Bacon’s College community, which means that we all have a responsibility towards each other.

At all times:



Show respect and consideration for others



To act in a safe and reasonable way



Aim to achieve your best at all times

Working together as partners the staff and students of Bacon’s College can achieve these aims.
LESSONS AND HOMEWORK

The expectations listed below will enable staff and students to perform as a team and to make the most profitable use of the time available:

1.
LESSONS
a)
Lessons start well if everyone arrives on time with correct books and equipment

b)
Lining up outside the classroom should be done in a mature, quiet and sensible way.  If prior permission is given to enter the room then everyone will be expected to sit down in order to prepare for the lesson.

c)
There should always be a good reason to explain any late arrival.  Politeness expects that such explanations be made to the teacher.


Note provided giving reason.

d)
Outdoor clothing should be removed on entering the classroom.  Coats and bags should be sensibly stored away from the work surface.  This is especially important in workshops and laboratories for reasons of safety.

e)
Students are not allowed to bring chewing gum to the College.  Eating in lessons is forbidden.

f)
Whilst the lesson is in progress it is essential for everyone to behave in a polite and reasonable manner, showing consideration for both teacher and fellow students.

g)
Naturally, students who are unwell may request to leave the room to seek medical assistance.  The teacher may ask an individual student to take a message.  However, request to go to the toilet are not expected as ample breaks are provided.  Any student out of class ​​must carry a note in their planner from their teacher.

h)
At the end of the lesson you should pack up books and equipment in a sensible manner and leave the room in an orderly fashion on the instruction of the teacher.

i)
It is everyone’s duty to ensure that the room is left in a clean and tidy state ready for the next class to use.

j)
It is good manners to stand when the Principal brings a guest into the room.

Homework is an important part of the learning process in secondary education. 

Maximum success will only be achieved if you take it seriously.

2.
HOMEWORK
a)
You should write details of all work set in your student planner.  Parents are asked to examine and sign planners at the end of each week.  Students/Parents will be provided with a curriculum booklet covering homework policy in all curriculum areas in September.
b)
Students and parents who are in any way concerned about homework should contact the Personal Tutor.

SAFETY AND SECURITY OF BOTH PROPERTY AND STUDENTS

The following conditions are made for the general welfare of all students as, 

unfortunately, some cannot be trusted with the correct care of others’ property.

1.
The College will make every effort to maintain the security of your property but cannot accept any responsibility for loss or damage of articles or money brought into College.

2.
You must not bring into College amounts of money greater than your reasonable requirements for lunch and homeward journey.

3.
Students must keep their property with them at all times.  Bags should not be left out of sight and valuables should not be brought to College.

4.
No Mobile Phones, Ipods or MP3 Players are permitted in school.

5.
Bicycles

a) All students wishing to ride to College must first obtain a cycle permit.  See your Personal Tutor.

b) All bicycles must be in a roadworthy condition or else a permit will be refused or made invalid.

c) The bicycle must be securely padlocked in the sheds.

d) No Student may ride a bicycle on the College site.


6.
Lost Property

a) Items found are to be handed to a member of staff who will secure them in the central lost property store.

b) Lost items should be reported on a form obtainable from your Personal Tutor or Reception.

c) Unclaimed lost property will be disposed of at the end of each term.
7.
Practical subjects

a)  Health and Safety Regulations must be observed at all times.

b) Your must wear a protective overall (as appropriate).

c) Long hair must be tied back.

8.
Physical Education


(a)  Long hair must be tied back


(b)  You may only use equipment supervised by a member of staff

9.
Activities

Students should not be engaged in College based activities without the supervision of a member of staff
SICKNESS OR INJURY

Any student who feels unwell at any time during the day should inform their teacher and remain in their class until the end of the lesson.  If a student is unable to continue to attend lessons, he or she should report to the Welfare Office where their parents will be contacted.  No student may go home without their parent’s or Director’s permission.  Students must not telephone their parents without contacting the Student Office.

STUDENT PROBLEMS

Students can consult the Personal Tutor if help and advice are needed in matters affecting well-being and progress in College.  If a student is having difficulty with a subject then the class teacher should be contacted.

PREFECTS

Prefects are appointed from Year 11.  Their duties are to help staff and students run the College in an efficient way.  Students are expected to carry out instructions given by prefects.

EXAMINATIONS are held for each Year in the Summer Term, except for subjects where continuous assessment is conducted.  In Year 10 and 11 examinations take place in a more formal manner in preparation for the G.C.S.E. examinations which are taken in Year 11.

LUNCH  TIME
At lunchtime a large number of meals need to be served in a short period of time.  We expect an orderly and litter free environment.

a)
The College has a cashless card cafeteria

b)
Payment is made daily at the time of purchasing your meal using cards and deducting the amount from the balance on the card

c)
If you are entitled to free dinners you will be issued with a lunch pass this will be indicated on the card
d)
All litter must be placed in the bins provided

e)
Glass bottles are forbidden in the interest of safety

f)
No student is allowed to leave the site at lunchtime

ENRICHMENT ACTIVITIES

In the interest of student safety and parents’ peace of mind, all students must leave the college promptly at the end of the College day, unless they are engaged in an activity supervised by a member of staff and parents have been informed.  It is your responsibility to keep your parents informed.

DETENTION

Students who fail to meet the standards the College sets may find themselves being given detentions.  These may be set by subject - or personal tutors to take place at the end of the College day.  In very serious cases, or for students who repeatedly fail to meet the standards, detentions may be set on Saturday mornings.

THE COLLEGE  DAY
  8.40   –    9.00




Registration

  9.00   –  10.00




Lesson 1

10.00   –  11.00




Lesson 2

11.00   –  11.20




Break

11.20   –  12.20




Lesson 3

12.20   –    2.20




Lesson 4 (Lunch)

  2.20   –    3.20




Lesson 5

  3.20   –    3.25




Registration

PUNCTUALITY
a)
Punctual attendance and registration are required by law

b)
Punctuality whilst in College is expected at all times

c)
If you arrive after registration you must sign in at Reception

ABSENCE
The law requires that students should attend school unless there is a good reason.  Registers are checked and tutors must have a note to explain any absence.

STUDENTS  MUST  NEVER  LEAVE  THE  COLLEGE  SITE  WITHOUT PERMISSION  AFTER  REGISTRATION

a)
A note from parents is required after any absence from College

b)
The College should be informed of any absence likely to be longer than three days.  (Telephone 020-7237-1928)

c)
Permission to leave College for medical reasons must be supported by an appointment card or letter from you parents or guardian

d)
If you need to leave school you must sign out at the Welfare Office and sign in again when you return

e)
Holidays should not be taken during term time


COLLEGE UNIFORM AND EQUIPMENT
Correct and smart uniform helps to promote the good public image and reputation of the College.  Smart students are a credit to parents and the College.

Full uniform must be worn at all times

Trainers are NOT to worn, except in P.E. lessons

Jewellery is NOT to be worn at any time
BOYS





GIRLS

College blazer with badge


College blazer with badge

Plain white shirt




Plain white shirt-type blouse

Black trousers




College kilt

College tie





College tie

Black socks
White socks (plain white or navy thick tights may be worn in winter – not leggings)

Black shoes
Plain black shoes – not boots

Plain dark blue anorak or coat
Plain dark blue anorak or coat

P.E. kit
P.E. kit
White P.E. top with badge
White P.E. blouse

White shorts
College blue pleated skirt

White socks
White socks

College rugby shirt
Black leotard (optional)

Navy socks with sky blue turnover
Black/navy leggings (Dance)

Navy shorts
Trainers


Trainers

Towel for P.E. lessons
Towel for P.E. lessons

College Uniform supplier:

White Hall Clothiers

77 Camberwell Road

                                                SE5 0EZ

                                                020-7703-3604

General Equipment (for all students at all times)

Pen, pencil, rubber, ruler, a serviceable bag  (for the care of books and property)

CONDUCT WITHIN THE COLLEGE 

TRAVELLING TO AND FROM THE COLLEGE

The College is judged by others on the conduct of individual students.  If you

do not behave in a reasonable way it brings discredit on you, the College and

your family.  If the College maintains a good reputation this will help you now

and in the future.

1. To ensure that the College is a happy and desirable place to work in the following behaviour is expected:

a)    
You must walk quietly in the College; keep to the left where possible            

b)    
Behaviour towards others must be respectful at all times

           c)   
All litter is to be disposed of in the bins provided   

d) 
You are expected to take care of the furniture, buildings and grounds of the College in a proper manner

e)

Chewing gum is not permitted on site
2. Any student found in possession of a knife or any other offensive weapon will be excluded and interviewed with their parents with the possibility of police involvement

3. Smoking is forbidden in College and whilst travelling to and from College

4. You are expected to demonstrate courtesy to the general public.  At bus stops wait in an orderly queue without pushing.  On the buses do not shout or push.  Remember you are easily recognised as being part of Bacon’s College and complaints affect all of us

5. The staff car park is out of bounds for safety and security

6. Students must only enter the College through the main entrance 

7. The main entrance waiting area is for visitors use only

8. Any fighting or bullying should be reported to a member of staff immediately.  Such behaviour will not be tolerated

9. Any damage to either the building or equipment must be reported to a member of staff immediately

10. Graffiti will not be tolerated.  Culprits will be punished

MOBILE TELEPHONES
Students may bring a mobile phone for their personal use on the way to and from College.  Mobile phones may not be used during the College day and must be switched off whilst on the College site.
LOCKERS

All students are allocated a locker in which to keep their possessions.  The College cannot accept responsibility for loss or damage to the contents of lockers.

HOW TO KEEP OUT OF TROUBLE
	YOU MUST
	YOU MUST NOT

	Arrive on time
	Run, slide or shout

	Wear full College uniform
	Chew gum, use matches or smoking materials

	Stand when guests enter the room
	Eat or drink other than in the dining area

	Respect our neighbours
	Open or close windows

	Go straight home after College ends
	Operate blinds or curtains

	Keep to the left in corridors and stairways
	Leave College without permission

	Walk quietly between lessons
	Enter teaching areas during lunch breaks

	Line up outside laboratories & workshops
	Go to Reception without permission

	Wait quietly in classrooms
	Play ball games (except on the hard play area)

	Work purposefully during lessons
	

	Move about quietly
	

	Stay away from the car park
	

	Use litter bins
	

	Consider your fellow students
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