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AN INTRODUCTION FROM THE 
DIRECTOR O F SIXTH FORM

“Welcome to the West London Free School Sixth 

Form. I am delighted to welcome you and hope

you find this handbook useful as you begin this

exciting phase of your life with us. We are looking

forward to working with you to make these the best

two years of your life!”

- Miss Georgina Speller



OUR VISION

VISION

The West London Free School Sixth Form offers academic 

excellence, attentive pastoral support and a thriving co-

curricular programme, allowing pupils to become the best 

version of themselves. As a member of the Knowledge 

Schools Trust, we are driven by a common desire to overcome 

inequality of opportunity through education. Our school 

environment fosters in pupils three Core Values, which we 

promote at every opportunity:  

KINDNESS
HARD WORK
HIGH STANDARDS

ETHOS

Pupil success is underpinned by outstanding pastoral support, 

high standards of behaviour, and rewards for those who 

exemplify our values. A spirit of membership and friendly 

competition is encouraged through our House System, that 

runs vertically through all year groups. Our Personal

Development Curriculum promotes polite debate and provides 

pupils with tools to navigate the path to adulthood. As a music 

specialist school, music is at the heart of school life, providing 

an accompaniment to major school events. With our thriving 

co-curricular programme, pupils also thrive in the arts and 

sport, and we expect all pupils to contribute to the wider life of 

the school. 



CURRICULUM
We teach a rigorous, knowledge-rich curriculum to all pupils, 
irrespective of background. This curriculum introduces pupils to 
the best and most important work in the humanities and 
sciences, preparing them to participate fully in debates about 
contemporary issues, as well as the universal questions that 
have interested humankind throughout history. Most importantly, 
our pupils leave school with confidence and poise, possessing a 
treasure trove of essential knowledge, allowing them to 
understand both themselves and the world they inhabit. 

The education we offer at the West London Free School Sixth 
Form empowers pupils to achieve their aspirations. However, it 
is much more than just a preparation for the workplace. A West 
London Free School education prepares pupils to be active 
citizens and good human beings, interested in the world around 
them, and ready to contribute positively to its future. 



Year 12 students will start the term one day earlier than Year 13 

to allow some time to settle in and get to know each other as a

year group. We will arrange a programme of activities which will

provide them with the opportunity to:

–Meet their form tutor and other members of their form

–Get to know staff and students, both within and outside their
form

–Build new friendships

–Develop their confidence and enthusiasm for the school

–Learn Sixth Form study skills.

I NDU CT I ON D A Y SCHEDU L E
Students must arrive by 08:45 for registration ahead of a whole
year assembly, where we will explain the school’s expectations,
standards of behaviour and our system of rewards and sanctions.
On arrival, they will receive their timetables, Franklin House entry
passes and IT credentials. The rest of the day will be spent
undertaking a carousel of team building activities designed to
help students get to know one another whilst hopefully having
some fun! Students are requested to bring a packed lunch. They 
will be dismissed at 3:00pm.

THE START OF TERM



ESSENTIAL EQUIPMENT
For their first day of lessons, students should have a lever arch
folder with dividers, as well as stationery appropriate for their
subjects.

Being organised from the outset will facilitate effective note

collation for future revision.

DRESS C O D E
Students can wear their own clothes, dressed appropriately for a 
school environment.



As well as timetabled lessons there will also be several 

Independent and Supervised Study periods on each

student’s timetable

SIXTH FORM TIMETABLE
During Supervised Study periods, students must register in the
library and complete work set by their teachers. During
Independent Study periods, students are encouraged to use their
time productively by working in the library or other suitable quiet
spaces. During lunch and break, students can use their entry
passes to leave the building.

THE SCHOOL DAY

8:40-9:05 Registration and Form Time

9:05-10:00 Period 1

10:00-10:55 Period 2

10:55-11:15 Break

11:15-12:10 Period 3

12:10-13:05 Period 4

13:05-13:55 Lunch

13:55-14:50 Period 5

14:50-15:45 Period 6

15:45-16:40 Period 7 (Tuesday only)



TUTOR TIME
Students should be at school by 08:35 every day and in their tutor 
rooms by 8.40am, except on Mondays when there is no tutor time 
and students should go straight to their first lesson. Meeting daily in
tutor groups presents students with opportunities to form
friendships with other members of the group who are studying
different subjects. Importantly, the tutor is also the first point of
contact for discussing pastoral and academic concerns.

GUEST SPEAKER PROGRAMME
In Period 5 on Tuesdays students will hear from an external guest 
speaker. Covering a wide range of current affairs, work & careers
and academic-related topics, this is a timetabled activity and
attendance is required for all Year 12 students.

EXT ENSI O N ACTIVITIES
Students will be made aware of a wide range of extension
activities on offer and we encourage them to complete at least
one activity per term. Some of these will take place during the
school day and some will be outside school hours. These
activities have been designed to help broaden experiences and
be useful for future university or work applications.

CLUBS
Co-curricular clubs are optional for Year 12 and sign up will be
held at the start of term. Most clubs will take place after school
although some music clubs take place before school. Any
students wishing to audition for bands, choir or orchestra should
email our Acting Director of Music r.rose@wlfs.org.

mailto:r.rose@wlfs.org


S C H O O L EVENTS
Sixth Formers are expected to be role models for younger pupils. 
This often involves volunteering at open evenings and other
school events throughout the year. Students may have the
opportunity to help mentor pupils in the secondary school as part
of supporting the school community. Year 12 students can also
apply to be part of the Senior Prefect Team who lead on many
different aspects of school life.



There is a clear link between poor school attendance and low 

academic achievement. A student with attendance below 90% is

likely to achieve one grade lower than their target level and a 

student with attendance below 80% is likely to achieve two 

grades lower than their target level. As a school, we have a 

minimum target attendance level of 95% for every student in 

order to support excellent academic attainment.

PROMOTING EXCEL L ENT AT T ENDANCE
Excellent attendance is attendance of 100%.

We also aim to support parents in ensuring excellent attendance

for all students. The form tutor is the first point of call for

attendance concerns, but we may also involve our school nurse

if there are medical concerns, to ensure that any medical

conditions are being well managed within the school. Where

further help may be required, the school has excellent links with

a range of agencies which can provide additional support.

REPORTING S C H O O L A B S E N C E
If a child is going to be absent from school, parents must call or
email the office sixthformadmin@wlfs.org in the morning to 
inform us of the reason for the absence before 08:40. Parents
need to inform the school every morning of the absence. If a
student is absent from school and we have not heard from the
parent, we will phone them

ATTENDANCE AND PUNCTUALITY

mailto:sixthformadmin@wlfs.org


on the contact numbers provided. Therefore, parents must

ensure that all the contact numbers held by the school are up to

date. We will require medical evidence for absences longer than

three days or for absences due to doctor or dentist

appointments, although we strongly encourage parents to make

any such appointments outside of school hours or during

independent study periods. We expect parents to provide us with

a good reason if the appointment is during school hours.

Please use either the school’s medical absence confirmation

request form or the doctor’s own form.

AUTHORISED A N D UNAUTHORISED A B S E N C E  REQUESTS

Authorised absence:

–Only the Headteacher can authorise absences
– Authorised absences should only be for when a student is too

ill to attend school or for other approved reasons. Students can be

sent into school with medication, to be kept in an accessible

location with the school nurse, in order to support attendance

during minor illnesses. Examples of absences which may be

authorised are visits to university open days, interviews or events.

Examples of unauthorised absences:

–Holidays

–Caring for family members

–Getting up late

–Visiting relatives

–Missing the bus/tube/train

–Appointments which could be held outside school hours

–When no good reason is given

If a student’s absence falls below 95% parents will be

informed by the Form tutor.



If a student’s absence falls below 90% parents will be contacted 

by the Head of Year and our Pastoral Support Officer. We may

ask for medical evidence for any further absences beyond this.

PUNCTUALITY
All students should be on school site by 08:35.

Lateness will be sanctioned. Punctuality is essential for starting

the day in a calm and ordered manner as well as being crucial

for the students’ future careers.

Students using public transport to attend school should leave

home with plenty of time to allow for delays

Where there is persistent lateness, parents will be informed and 

invited to attend a meeting to discuss how we can work

together to improve punctuality.



Students experiencing difficulties should speak to their form tutor

in the first instance. If parents have a concern about their child’s

welfare, they should also contact the form tutor who should be

able to help and advise on a range of pastoral issues including:

–Settling in

–Making friends

–Organisation

–Homework

–Minor discipline issues

–Attendance and punctuality

Sometimes the problem may require more support than can be

given by the form tutor. In these cases, parents and students

should contact Mr Millar (Head of Year 12) directly at

d.millar@wlfs.org for more serious concerns than those listed

above. If the problem relates to a specific subject area, the

individual teacher in that subject should be contacted, or the

Head of Department (this information is available on the school’s

website under ‘Staff’). If concerns relate to several subject areas,

the Head of Year should be contacted.

EM O T I O NAL SUPPORT
We recognise that some students will need additional

emotional support. This may be due to a range of factors,

such as finding transition difficult, family break-ups, stress

and bereavements.

Pastoral care, including safeguarding, is overseen by Mr

McLaughlin (b.mclaughlin@wlfs.org).

PASTORAL CARE

mailto:d.millar@wlfs.org
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SPECIAL E D U C A T I O NA L N E E D S A N D DISABILITY
For any concerns relating to Special Educational Needs and

Disability (SEND) or exam concessions, please contact the Head

of Year or email the SENCO.



These two programmes support students’ university 

applications as well as extending their learning far beyond the 

confines of the A level curriculum.

ACADEM I C S C H O L A R PROGRAMME
Students who have performed particularly well at G C S E and

aspire to attend the most competitive educational establishments

post A level, will be invited to apply for a place on the Academic 

Scholar Programme at the start of Year 12. Additional support

includes:

Guidance & mentoring

–Support with Oxbridge, Medicine, Veterinary Sciences and

Law applications, including aptitude testing and interview

skills

–Guidance on university and course choices, with additional

support from our alumni

–A visit to our link Oxford college (Pembroke) in the Autumn term.

External Opportunities

– Regular updates on available university masterclasses,

including those at UCL, Oxford and Cambridge

–Support in applying to summer programmes such as Sutton

Trust, Lumina and Oxnet

–Internal Extension

ACADEMIC SCHOLARS AND EPQ



– Weekly extra reading from periodicals and specialised

texts curated by the librarian and Heads of Department

–Additional expert lectures on extension topics.

E X T E N D E D P R O J E C T QUALIFICATION
The EPQ is an exciting opportunity for students to develop
valuable skills for the future by investigating a topic of personal
interest.

Uniquely, the choice of topic is completely down to the individual.
Examples of areas of study to explore could be medical ethics,

the criminal justice system, ancient myths and legends or the

field of psychology.

As well as developing academic research skills, students will

produce a substantial piece of work and develop presentation

skills in a similar way to that expected at university.

Taking an EPQ is an excellent way to learn more about

something not covered within A level choices, and it will also

demonstrate this interest to prospective employers or

universities. The EPQ will add value to a personal statement and

will also be useful at interview stage. It may even give students a

competitive edge when applying to university.

Entry to the EPQ requires very good G C S E results and is

compulsory for those students applying for the Academic 

Scholar Programme.

Working towards the EPQ requires commitment and

independent study, but we also provide additional lessons in

research and study skills, and students will

receive regular guidance from their supervisor.

If students would like to join the programme,

they should email Ms Lonsdale

c.lonsdale@wlfs.org at the start of term.

mailto:c.lonsdale@wlfs.org


Students will be working more independently, but we have 

robust systems in place to track individual progress.

S A T C H E L  O N E
All homework is set on Satchel One, which can be accessed on

any device. This programme allows students to view tasks which 

need to be completed. Students are encouraged to plan their

time effectively with reference to this resource.

M I CRO SO FT TEAMS
All Sixth Form students will have access to Microsoft Teams via

their school email. Individual teachers will introduce this to

students in their subjects.

DEVICES
Students are encouraged to bring their own devices to school in 

order to support their academic studies. However, we also have 

laptops available to borrow from the library. Phones are

permitted at Franklin House but must not be used in the library or

during lesson time.

TECHNOLOGY, REPORTING AND 
ASSESSMENT



ASSESSMENT
There are three formal assessment points during the

academic year towards the end of each term. The third set of

exams in June will be used to formulate predicted grades

submitted as part of UCAS. Informal assessments will take

place throughout the school year in order to monitor

progress and provide feedback.

REPORTING
Reports will be available to parents on Arbor following the 

formal assessment points. Parents of students joining WLFS 

in the Sixth Form will receive a login for this website.



University and career preparation start right from the beginning of

Year 12 and there will be numerous opportunities for students to

develop their applications. Towards the end of Year 12, we run

our Higher Education week, a wide-ranging programme of

university and careers-related activities designed to equip

students with key skills and knowledge.

HIGHER EDUCATION



ARBOR
We are a cashless school and all payments for items and

activities will be via Arbor. New parents will receive login details at

the start of term.

L O C K E R S
Lockers are available for use at Franklin House upon payment of a

£10 deposit. More details will be sent at the start of term.

MUSIC L E S S O N S
Students wishing to arrange music lessons through the school

can do so by completing the form on the main WLFS website

(wlfs.org) under the Music tab.

LUNCHTIME
Students are welcome to bring a packed lunch or to leave the 

building at lunchtime and bring food in from the many food

outlets

SUPPLEMENTARY INFORMATION



on King Street. There is a microwave and kettle available for

student use.

16-19 BURSARY A N D FREE S C H O O L MEALS
Eligibility criteria and information on how to apply is available on

the Sixth Form website.

PARENTAL D O N A T I O N S
In order to offer our clubs programme, careers programme, 

university and other trips and facility improvement projects, we

rely on contributions from parents. If you are able to donate,

standing order and gift aid forms are available to download from

the website.



USEFUL CONTACT S

RECEPTION
For general information and reporting absences T

020 8600 0670

E sixthformadmin@wlfs.org

H E A D O F YEAR 12
Mr D Millar

d.millar@wlfs.org

HIGHER EDUCATION/UCAS
Ms H van Rozen 

h.vanrozen@wlfs.org

CAREERS
Ms A Allan

a.allan@wlfs.org

SPECIAL E D U C A T I O NA L N E E D S A N D DISABILITY
Ms N  C r o o k

n.crook@wlfs.org

FI NANCE DEPARTMENT

finance@wlfs.org
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