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ABOUT PRIESTLEY COLLEGE
Priestley College is an inclusive sixth form college that 
takes pride in holding the students at the heart of what 
we do. The college has made great strides in recent 
years, but we are not one to stand still. Priestley is 
constantly looking for ways to improve in order to make 
the biggest difference to the most number of young 
people. 

There are now around 2,000 learners at Priestley with 
seven individual buildings making up the campus. More 
than £15million has been invested in the campus since 
1999 on projects such as the new Learning Resource 
Centre, an ICT center and an all-weather sports pitch. 

Priestley’s growth in numbers has also gone hand in 
hand with increasing the range and scope of provision 
as well as significant improvements in quality. 

By responding to student demand, national curriculum 
development and developing strategic partnerships 
(educational/business/community) which are to the 
benefit of Priestley College and the community we 
serve, we have been able to broaden the choices to 
students by offering new curriculum lines. Students now 
have the choice of over 70 A-Level and BTEC courses, 
including T-Levels, making hundreds of possible 
combinations available.

All this allows us to successfully pursue our vision to be 
recognised as an outstanding college that strives for 
excellence as well as achieving our mission to realise 
potential through inspirational teaching and learning in a 
wholly supportive and caring environment.

THE COLLEGE VISION
To be the region’s leading provider of high quality 
educational opportunities, responding to the needs of 
the community we serve.
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THE COLLEGE MISSION
To inspire, challenge and support students to excel in 
learning and in life.

PRIESTLEY COLLEGE VALUES 
The underlying values and the actions which need to be 
taken to support the new statements remain constant 
At Priestley College we value: 
• Learning and the enjoyment of learning 
• Each individual and their needs and aspirations 
•  Achievements and success which are both personal 

and academic 
•  Effort and endeavour to maximise a person’s full 

potential
 • Partnership based on respect and equality 

IN SUPPORT OF THESE VALUES WE WILL: 
•  Aim for the highest possible standards of teaching and 

tutorial support 
•  Recognise the need for personal development as 

well as cultural enhancement, including, for sixth form 
College students, whole-person education 

•  Support and invest in the professional development of 
all staff 

•  Celebrate diversity and promote equality of 
opportunity to all our students and staff 

•  Actively monitor, support and guide students through 
their learning, progression and personal development 

•  Seize all opportunities to celebrate and reward 
success 

•  Develop an ethos of personal responsibility where 
everybody is expected to give of their best at all times 

•  Recruit with integrity so as to best ensure students’ 
success and progression

•  Provide a welcoming, attractive, safe, well-resourced 
learning and working environment 

•  Ensure the College is as accessible as possible to 
those with learning difficulties and/or disabilities 

•  Work in partnership with parents, employers and all 
relevant local, regional and national bodies
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MESSAGE FROM THE PRINCIPAL 
May I take this opportunity to congratulate your child on 
joining Priestley College and welcome you to the 2020-
21 handbook for parents and carers.
 
Making the transition from high school to Priestley 
College is an exciting time but I know that this can 
present some challenges. I want your children, our 
students, to be happy and successful during their time 
with us. Our staff are experts in sixth form education 
and we specialise in educating for young people 
aged 16 and over so we are the most equipped and 
experienced sixth form to support our students and help 
them settle in and make the most of their educational 
and life experiences during their time with us.
 
You have an important role to play in this phase of your 
child’s educational journey and I hope that you find this 
guide helpful to you as you support your son/daughter. 
The handbook aims to answer many of the questions 
that you may have but if you have any questions that 
are not covered, please do not hesitate to contact 
College. It is through a strong partnership that we will 
ensure that each student is successful.
 
We are very proud of our students and of our College 
and I look forward to working together in the coming 
years.

James Gresty
Principal

JAMES GRESTY
Principal
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A STUDENTS FIRST FEW DAYS IN COLLEGE/
INDUCTION
When your son/daughter first arrive in college it will 
probably seem much different to their previous school. 
The college is a very busy place, full of people from 
schools all over Warrington and Cheshire. At first they 
may feel overwhelmed by new courses, new places, 
new tutors, new campus, new routine etc. They will soon 
realise that college is not that complicated and that there 
are many people who are keen to support them and 
provide as much help and guidance as they require. 

Senior tutors, personal/progress tutor and subject tutors 
are always willing to offer the help your son/daughter 
needs to succeed. There are a great many support 
systems in place to help them – please encourage 
them to ask. Priestley has a very relaxed and informal 
atmosphere. Students find this a good environment in 

TERM DATES
Mon 7 Sep    Foundation (Level 2) induction week begins
Tue 8 Sep    Year 1 Level 3 AS induction day
Wed 9 Sep    Year 1 Level 3 Vocational induction day
Thu 10 Sep    Year 2 Level 3 induction day
Friday 11 Sep    All classes start 
Thu 8,  Fri 9 Oct   College closed
Fri 23 Oct   College closes at 4pm for half term
Mon 2 Nov   Classes resume
Fri 18 Dec   College closes for Christmas
Mon 4 Jan   Classes resume
Fri 12 Feb   College closes at 4pm for half term
Mon 22 Feb   Classes resume
Fri 2 Apr     College closes at 4pm for Easter
Mon 19 Apr   Classes resume
Mon 3 May   College closed for Bank Holiday
Fri 28 May   College closes at 4pm for half term
Mon 7 Jun   Classes resume
Fri 9 Jul    College closes at 12.15pm for 

RESULTS DAYS
Thursday 19 August 2021   GCE AS and A-Level examinations
Thursday 26 August 2021   GCSE examinations
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which to work. A relaxed environment does not mean a 
lack of care. We can have this sort of attitude because 
all our students are treated as young adults, and we 
expect adult behaviour in return from them. There are 
no bells in college to let them know when to go to 
class. Their decision to come to Priestley shows that 
they want to do something with their life and progress 
positively on from school. We, at Priestley, will work with 
you and them to help them to succeed.

The first few weeks of your son/daughters time at 
college are a period of induction when they will settle 
into their own bespoke routine, the college environment 
and find their feet. By the end of the first half-term 
they will have a clear idea of how you will be assessed 
on their course and of the type and standard of work 
required. The purpose of induction is to ensure a 
successful outcome for each student by:
•  ensuring that the student’s choice of programme, level 

and options is an appropriate one.
•  integrating students quickly and effectively into the life 

and ethos of the college and of their programmes.
•  ensuring that students feel welcome and valued as a 

part of the college and their programme.
•  creating a positive relationship between the students 

and their progress/personal tutor as a basis for the 
tutorial relationship.

•  encouraging independent working in order to meet 
agreed goals.

•  beginning to consider progression to the student’s 
next career phase.

•  familiarising students with the facilities and services 
available at college, ensuring that students understand 
their rights and accept their responsibilities as learners 
in college.

STUDYING AT COLLEGE 
Your son/daughter has come to Priestley College from 
school and will notice some changes in the way the 
college day is organised and in the way in which they 
are expected to organise themselves. They will have 
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some independent Study Periods on their timetable, 
during which they are expected to either work in the 
Learning Resource Centre or subject workshops. This 
includes taking advantage of EXOP (Extra Opportunity 
session) in the LRC from 4pm-6pm Monday to 
Thursday to remain up to date with all of their work. 

Students must build their study skills and resilience 
to be successful at College and we will deliver a 
programme of support in this regard through the 
tutorial programme. Many students have part-time jobs 
whilst they are at College. This can provide valuable 
experience as well as extra money. However, evidence 
indicates that working more than 12 hours per week 
whilst a full-time student has a negative impact on 
their final grades. This needs to be kept in mind when 
applying for part-time work. If your son/daughter has 
difficulty organising their time, meeting their assignment 
deadlines or adapting to the College way of learning, 
then please encourage them to talk to their Persona l/
Progress Tutor in the first instance, any of their teachers 
or call into the Study Base on the ground floor of the 
Learning Resource Centre (LRC) and talk to our study 
support team, who offer ‘Sorted’ sessions specifically 
focused on organisation strategies. 

Ofsted inspectors reported that “Teachers ensure 
that students develop the skills and knowledge 
they need to be successful in their qualifications 
and their working lives.” and your son/daughter 
should take full advantage of the commitment that 
teachers make in supporting their learning outside of 
lessons.

POSITIVE LEARNING ENVIRONMENT 
We always strive to create an adult learning 
environment, which means we expect all our students 
to behave in a respectful and responsible way at all 
times in and around the college campus. Treating 
people with consideration and respect sets the tone for 
a pleasant, co-operative and successful college life. We 
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are proud that Priestley College students are regularly 
complemented highly with regards to their levels of 
engagement, conduct and attitude by external partners 
from trips, visits and events in college. 

All students read and sign an electronic copy of the 
student charter to demonstrate they understand the 
college expectations. Sessions relating to fundamental 
British Values/Priestley Values are delivered through the 
tutorial programme to ensure all students are provided 
with an opportunity to develop skills, knowledge and 
form their own opinions in preparation for becoming a 
well rounded citizen in modern day Britain.

CAUSE FOR CONCERN PROCEDURE
For Priestley College to run smoothly and to keep 
all students on track, we follow our own Cause 
for Concern Procedure. We expect all students to 
follow the college charter and expectations including 
behaviour, attendance and commitment their study.
All staff are fully trained to support students in order to 
ensure they stay on track and achieve their full potential. 

If a student does not meet the support strategies and 
SMART targets agreed through the stages of the Cause 
for Concern Procedure, they may jeopardise their 
college place. Students will have the cause for concern 
procedures explained to them during the induction 
period and have access to the opposite flow chart, via 
visual posters in college and the student menu button 
on the college system. 

Students are placed on the Cause for Concern 
Procedure if they are not meeting subject/college 
expectations. Each student is treated as an individual 
and their personal circumstances are taken into account 
when administering the Cause for Concern Procedure. 
This was recognised in the college latest inspection 
“Teachers track and monitor student progress 
very carefully. As a result, teachers identify 
accurately students who start to fall behind and
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implement appropriate measures to get them back 
on track, such as support sessions and meetings 
with parents and carers. Students benefit from 
effective pastoral support and the strong working 
relationships they have with teachers.” 

STUDENT CHARTER (WRITTEN FOR STUDENTS)
As a student at the College you have responsibilities 
towards yourself and other members of the College 
community:
•  To be committed to your courses, passionate and 

willing to learn
•  To attend all subject lessons, enrichment sessions and 

tutorials (including remote sessions)
• To be punctual to all timetabled sessions
•  To wear your college ID at all times when on campus 

and when on college trips (when appropriate)
•  To come prepared to all your lessons with relevant 

equipment and materials
•  To set sufficient time aside out of lessons to complete 

your College work
•  To inform the College of any unavoidable absence and 

to take responsibility for completing any missed work
•  To work to the best of your ability and to submit work 

on time
•  The cause for concern procedure may be used 

to support individuals that do not meet College 
(attendance/punctuality/deadline) expectations

•  To stretch and challenge yourself both inside 
and outside of lessons and take advantage of all 
opportunities offered to you

•  To attend and prepare thoroughly for Parents’ 
Evenings and Review Meetings as requested

•  To regularly use Portal to check your attendance, 
progress and targets

•  To treat other members of the College community with 
respect 

•  To respect and not to damage the College 
environment or the property of others

•  To respect the local community and College  
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neighbours by treating their property and gardens with 
care
•  To make yourself aware of, and to abide by, 

the College’s equality and diversity policies and 
procedures

• To report any incident of bullying or harassment
•  To work and behave with due regard to your own 

and others’ welfare, and follow all health and safety 
procedures

•  To follow the College calendar and to avoid holiday 
bookings in term-time

•  Not to eat or drink outside student social areas. 
Bottled water only is allowed in classes

•  To restrict part time employment to no more than 10 
hours per week

•  To make doctor/dentist appointments outside of 
timetabled sessions, wherever possible

•  To follow the green travel agenda wherever possible 
by using public transport, cycling or walking to College

•  To park carefully and considerately in designated 
student parking areas if you really must bring a car to 
College

• To always act as an ambassador for your College
• To keep food and relaxation areas clean and tidy
•  To keep mobile phones switched off and stored away 

in classes, unless directed otherwise by your class 
tutor

•  To remove and store away all earphones/audio 
equipment whilst in classes, unless directed otherwise 
by your class tutor

•  Not to wear clothing items that have slogans or 
graphics which may be offensive to others

•  To report to the Inclusion Manager any changes in 
your health and well-being to ensure that we will be 
able to support you appropriately

MOBILE PHONES, EARPHONES/AUDIO DEVICES
Mobile phones should always be switched off in class 
unless permission is given to use the phone by the class 
room teacher, or the student needs this as a learning aid 
(permission for this would have been recorded in a 
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student’s awareness plan if required). No photographs 
or videos should be taken during class unless you 
are given permission by a member of staff to use 
them. Mobile phones must not be taken into external 
examination rooms. Anyone found with a phone in an 
exam could be penalised in ALL examinations taken 
to date. The same rules apply with earphones and 
audio devices. These should not be worn/used in class 
without permission.

VIRTUAL LEARNING ENVIRONMENT/GOOGLE 
CLASSROOM/GOOGLE DRIVE
Students are able to use Google Drive and Google 
Classroom outside of lessons to support their learning. 
They will have access to course support materials as 
well as being able to contact their tutor via e-mail, take 
online tests and assessments (in some cases with 
instant feedback) and take part in online discussions 
with other students. Your son/daughter will receive 
key cross college notifications via the Tutorial Google 
Classroom platform and we would appreciate your 
support to check that they have their notifications 
turned on to enable them to receive the posts. College 
will use Google Classroom to communicate any urgent 
information to full cohorts of students.

NUS/TOTUM MEMBERSHIP
As a student of Priestley your son/daughter is eligible to 
purchase a Totum membership the new name for the 
NUS extra card. Membership entitles them to discounts 
in over 200 UK student discounts and comes with 
one-year FREE ISIC unlocking over 42,000 international 
discounts. Choose from a one-year card for just £14.99, 
or a three-year card for only £24.99.
TOTUM discounts include:
• 10% off at the Co-op
• 10% off ASOS
• 25% off Odeon student priced tickets
• Up to 40% off at Las Iguanas
• 42,000 International Discounts



< PARENT HANDBOOK >12

PROGRESS/PERSONAL TUTORS 
Every student is assigned a Progress/Personal Tutor. 
The Progress/Personal Tutor is an important person 
during your son/daughter’s time at the College and is 
the first person to whom you should bring any matters 
of concern on which you might need guidance or 
advice. If problems arise that need the attention of 
senior staff or even outside agencies, then the Progress/
Personal Tutor will refer as appropriate. 

An open, professional working relationship between 
students, Progress/Personal Tutors and home is a key 
component of the pastoral support at Priestley College.  
Each student will have the equivalent of one compulsry 
tutorial hour per week (this may take the form of two 
30-minute slots, or one full hour slot). Tutorial sessions 
may also incorporate one to one, small groups, or full 
class sessions, depending on the time of year and topic 
focus. 

Attendance to tutorials are compulsory and provide 
a key element of your son/daughter’s experience and 
personal development whilst they are college.  Non 
attendance to tutorial sessions will result in a student 
being placed on the Cause for Concern Procedure, until 
their attendance improves.

SENIOR TUTORS
The Senior Tutor Team consist of 4 pastoral managers, 
who are equivalent of a head of year in secondary 
schools. The Senior Tutor team are responsible for 
managing the following cross college areas:
• Progression
• Safeguarding/Prevent/British Values
• Widening Participation/Equality and Diversity
• Work Related Learning/Enrichment
The Senior Tutors also manage cross college 
attendance and behaviour. They are part of the 
Designated Safeguarding Team and take responsibility 
for all higher level student concerns. 

DAN MARTIN 
Senior Tutor

MARK EDGINGTON 
Senior Tutor
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CONTACTING COLLEGE 
•  Your first point of contact for general enquiries or 

concerns is your son’s/daughter’s Progress Tutor. 
•  Subject specific curriculum enquires or concerns 

should be raised with the relevant subject tutor in the 
first instance via either the tutors email, (which takes 
the form of the tutors first name initial.full surname@
priestley.ac.uk for example j.smith@priestley.ac.uk). 
You may prefer to telephone using the college 
switchboard number (01925 633592) and you will 
be connected to the subject tutors office.  If the 
member of staff is not immediately available then you 
will be contacted as soon as possible. If this does 
not happen, for reasons such as staff sickness, then 
please contact your son’s/daughter’s Faculty Manager 
of the area, you can request communication with a 
Deputy Head of Faculty, or a Head of Faculty, using 
the same communication methods mentioned above.

If you wish to raise concerns that are more personal, 
confidential or worrying and which will potentially require 
a more experienced senior member of staff surrounding 
these matters, then please contact your son’s/
daughter’s Senior Tutor. You can make initial contact 
through the college enquiry email: collegeenquiry@
priestley.ac.uk

COLLEGE CONTACT WITH HOME 
Teaching staff and Progress/Personal Tutors will support 
students on a day to day basis, understanding that all 
students are individuals and therefore require different 
levels of guidance. Parental e-mail addresses and 
contact numbers are extremely useful to us when we 
wish to make contact home. In many cases it is the 
most efficient and effective method of contact. Letters 
will be sent to parents at different points in the year as 
an email with attachments (when needed) in order to 
inform you about events and cross college business 
relevant to your son or daughter. Telephone calls home 
may be made by any member of staff, both in support 
of students and to alert you to concerns and matters 
where you may want/need to intervene. 

CHRIS LEE
Senior Tutor

JENNY GEORGE 
Senior Tutor

mailto:collegeenquiry%40priestley.ac.uk?subject=
mailto:collegeenquiry%40priestley.ac.uk?subject=
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•  Priestley have an automated absence attendance 
email in place, that sends a communication to 
parents/carers if a student is marked absent in 
any timetabled class(s), unless previous advanced 
notification has been provided and recorded on the 
college system. This provides same day absence 
reporting and parents are asked to respond as soon 
as is practicably possible so that absence monitoring 
is timely and effective. 

•  Progress/Personal Tutors and/or subject tutors 
are responsible for making direct contact with 
parents/carers where patterns of noncompliance or 
unexplained absence are emerging. Parents may 
contact the Progress/Personal Tutor for general 
enquiries or concerns.

 
Subject Teachers, or Progress/Personal Tutors may make 
contact home on matters which are subject/class based. 

Deputy Heads of Faculty, Heads of Faculty, Progress/
Personal Tutors, Senior Tutors and Assistant Principals 
are responsible for making contact home when there 
are more serious curriculum matters or concerns. 

Progress/Personal Tutors/Faculty Management Team/
Senior Tutors will inform parents/carers of any mid-
year amendments to a student programme. Parents/
carers should make contact if there are enquiries or 
concerns about matters relating to teaching, learning or 
assessment. 

Senior Tutors, the Assistant Principal – Student Support 
Services, will speak to parents regarding confidential 
and personal or serious pastoral concerns. They will 
also inform parents when formal disciplinary sanctions 
are about to be invoked and clarify any relevant 
procedural issues.

The Assistant Principal – Student Support Services is 
responsible for final stage disciplinary processes and will 
inform parents/carers.
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CONTACT DETAILS
It is important that you ensure that any changes to 
your son/daughter or personal contact details such as 
home address, mobile/home phone numbers and email 
address are promptly reported to Student Services, so 
we can ensure no miss communication errors.

REVIEWING AND RECORDING OF PROGRESS 
Performance Monitoring Reports
In order that you may know how your son/daughter 
is progressing, we have a system of assessment 
checks. The Assessment Calendar is a key instrument 
in determining where learners are in their learning and 
their capacity to achieve externally assessed academic 
targets and goals. Subject Tutors will provide students 
with performance grades throughout the duration of 
the course. These are centrally recorded on the college 
Portal system once per half term. These will reflect the 
current level of work and attainment achieved by your 
son/daughter and the grades that they expected to 
achieve by the end of their course. 

Each performance monitoring report will be emailed 
directly to the student’s primary contact (that we hold 
on our Portal system). Time is regularly set aside 
for students to review progress with their Progress/
Personal Tutor. During these reviews attendance 
and achievement will be closely reviewed along with 
references to developing employability skills and careers 
planning, and targets for continuous improvement will 
be agreed.

Parent/Carer Consultation Events
We value your support greatly and having the 
opportunity to meet with your son/daughters subject 
tutors at our consultation evenings is one way we can 
communicate and ensure your son/daughter is on 
track and achieving their full potential. Please check 
the college calendar for the planned parent/carer 
consultation dates.
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ONE TO ONE REVIEWS 
Progress/Personal Tutors will hold at least one 1 – 1 
review with each of their tutees every term. Discussions 
will centre upon: 
•  Reviewing academic progress in all subjects and set 

targets in relation to individual performance monitoring 
grades. 

• Identifying and celebrate strengths. 
•  Identifying issues that are impeding or hindering 

progress and that need to be addressed. 
•  Discussing extra-curricular experiences and 
referencing all progress to employability skills and 
career intentions on Unifrog. 

•  Setting improvement targets and supportive actions 
and recording these on the Individual Learning Plan for 
future review.

REVIEW WEEK (OCTOBER AND FEBRUARY)
Review week takes place twice in the academic year.  
Once in October and again in February. The purpose 
of the subject review weeks are to allow tutors the 
opportunity to discuss any areas that have been 
identified as needing improvement, or concerns with 
students that may be hindering their progress.  

ADDITIONAL SUPPORT
College Counsellor 
All students can make an appointment to meet with the 
College Counsellor. The service is free and confidential.  
Students will be offered an initial session and if they 
request more appointments, they will be scheduled in.  
A student will always offer first available appointment 
which will occur outside their timetabled lessons. If, 
however, the situation for your son or daughter is urgent 
please make an emergency appointment for them to 
see their doctor or go straight to A&E.

WELLBEING PRACTITIONER
At Priestley College the individual student is central to 
all our endeavours. All teaching staff at Priestley College 
have a pastoral role in their everyday dealings with 

JANE DICKSON 
College Counsellor
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students. The college Wellbeing Practitioner will ensure 
the safeguarding of students by working alongside 
and supporting the Designated Safeguarding Leads.
They will also provide an additional layer of pastoral 
care for students, providing students with individualised 
safeguarding and mental health/wellbeing/counselling 
support. This will also include directing students to the 
most appropriate sources of internal and external help 
and guidance to prioritise the safety of individuals. 

THE STUDY BASE
The Learning Support Team is based in the 
Learning Resource Centre (LRC) provides specialist 
supplementary study support for students. Following 
subsequent assessment interviews, specialist teachers 
at the college will put in place any resources required to 
meet students’ specific learning needs. 

At Priestley College we support the whole person 
and seek to ensure academic development, personal 
development and overall well-being. If your son/
daughter is under SEND with High Funding and/or has 
an Educational Health Care Plan (EHCP) and you wish 
to discuss their needs, please contact the Learning 
Support Manager, Tracie Ryan, on 01925 633591.

LEARNING RESOURCE CENTRE (LRC)
The LRC is a combination of quiet, silent, group and 
individual study areas/zones, which provides open 
access to computers for students to use in their study 
blocks. Students can use this area to work on their 
coursework or revise and research. The LRC staff are 
always on hand and ready to help with any information.
Also located in the LRC on the ground floor is the 
following:
•  Senior Tutor drop-in room, where students can access 

the support of a Senior Tutor, based on a rota system.  
•  The ‘Wellbeing Area’ is a designated space in the 

LRC where students can collect a variety of wellbeing 
related information, such as mental health, healthy 

TRACIE RYAN
Inclusion Manager

CAROLINE ATKINSON
Wellbeing Practitioner
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eating, external organisation contact details. This is also 
located between the Senior Tutor drop-in and the Study 
Base, so if students would like guidance relating to any 
of the material, staff are always close to hand.  
•  The College Student Council have their own 

information desk based in the LRC, to help with 
communication of any student organised events 
and also offering the opportunity for students to 
communicate any points to the council members to 
raise at their meetings with senior staff. We take our 
student voice seriously at Priestley and this is one 
way that students can communicate their comments 
through officially.

• The study base

First floor of the LRC
•  Careers Hub- We have two full time careers advisers 

at Priestley. They are available for students to book 
one to one sessions in order to discuss any career/
progression related topic. Ian Edge i.edge@priestley.
ac.uk and Charlie Dunbar c.dunbar@priestley.ac.uk 
are focused on supporting students with positive 
progression related information, advice and guidance.  
Please see our careers section on the college website 
to view our careers strategy and careers plan.

CAREERS AT PRIESTLEY COLLEGE 
We are totally committed to improving the life chances 
of all of our students. Therefore, we continuously strive 
to provide outstanding careers information, advice and 
a high quality careers programme, to meet students’ 
individual needs and to achieve their full potential.  
We understand that once your son/daughter has 
completed their studies with us, they will be moving 
on to exciting futures whether that is university study, 
apprenticeships, technical routes or employment 
and therefore will need to have developed important 
transferable academic, employability and social skills to 
continue to progress. 

We also believe that it is very important, that they are 

mailto:i.edge%40priestley.ac.uk?subject=
mailto:i.edge%40priestley.ac.uk?subject=
mailto:c.dunbar%40priestley.ac.uk?subject=
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exposed to opportunities both in and outside of the 
classroom, which will enable them to build a tool kit of 
skills for their future roles in society. During the next two 
years as a college, we will be taking further steps as 
part of the Government’s careers strategy, to support 
your son/daughter to choose the career that is right for 
them. To achieve this we will be following the Gatsby 
Benchmarks. This was recognised in the colleges latest 
inspection report “Teachers ensure that students 
who choose not to go to university receive useful 
information, advice and guidance about going 
into employment or on to apprenticeships. For 
example, employers from a wide range of sectors 
provide information about their specific industries 
through the effective careers programme.”

At Priestley College, we are pleased that we are 
already meeting many of the key features of the Gatsby 
Benchmarks as evidenced below: However, to further 
develop and improve our already outstanding careers 
provision, we will be working tirelessly as a college 
to meet all these national benchmarks and raise the 
aspirations of all of the students we work with. This will 
be led by the college’s Careers Leader Mark Eccleston 
(Assistant Principal-Student Support Services). 

The two full time careers advisers (based on the first 
floor of the LRC). The team has particular expertise 
in apprenticeships, Labour Market Information (LMI), 
employer links and is able to provide up to date 
information, advice and guidance on local job vacancies 
and employer developments and initiatives including 
application process for all pathways of progression. Our 
advisers work closely with the Careers Leader and the 
Senior Tutors, so that a comprehensive careers and 
Higher Education programme is delivered with the best 
interests of all students at heart. 

The 2019 Ofsted Report comments that, “Students 
benefit from effective advice and guidance to help 
them make informed choices about going to

MARK ECCLESTON 
Assistant Principal

Student Support Services

IAN EDGE
 Careers and Higher 
Education Advisor

CHARLIE DUNBAR
 Careers and Higher 
Education Advisor
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university. Teachers support students well 
with their university applications and interview 
preparation. Students take part in university open 
days and higher education events at the college. 
As a result, progression to university is good, with 
most students securing places at their first choice 
of university.” 

In 2019 Priestley was again successful in the 
reassessment of the Matrix Standard, which is a 
prestigious quality framework for the effective delivery 
of information, advice and guidance. We look forward 
to working with you and your son/daughter whilst they 
study with us at Priestley College and supporting them 
via our high-quality careers provision, to make informed 
decisions about their next steps. 

ENRICHMENT (SUPER CURRICULUM) 
Anything that goes beyond their academic pursuits 
and the normal requirements of their studies can be 
most beneficial when applying for positive progression 
pathways after their time at Priestley has come to an 
end. There are many activities and events that your 
son/daughter can get involved in at college which can 
set them apart from the competition when applying for 
university, apprenticeships or employment. 

Priestley College Enrichment is designed to integrate 
many educational prospects. For example, the 
wide range of activities will provide great links with 
employability giving them work and life skills that they 
may not be able to achieve just from their academic 
studies. Enrichment will fuse fun and learning, in order 
to provide the best possible experience for all students. 
There is far more choice in extra activities than ever 
before, allowing students to choose activities that are 
within their studies and giving them a wider breadth 
of knowledge or they could choose to take up a 
completely separate activity for fun and enjoyment. 

Some popular activities include; The Duke of 
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Edinburgh’s Award Scheme, Sign Language. Wide array 
of music activities, Many different college productions, 
concerts and performance opportunities. College 
representative sports teams, UK Maths and Science 
challenges, Engineering Education Scheme, Student 
and College Council, French and German conversation, 
work experience organised throughout the year, trips 
and visits e.g. Iceland, Berlin, Cambridge University 
and America, guest speakers e.g. Holocaust survivors, 
workplace professionals, HE visitors, plus many more. 

The more your son/daughter can put into college life, 
the more they get out! For more information on this 
please feel free to contact Senior tutor Mark Edgington 
or search our Enrichment part of the website: https://
www.priestley.ac.uk/enrichment-at-priestley/ 

STUDENT 16 – 19 BURSARY FUND
Priority (Vulnerable) bursary is worth up to £1,200 
per year is available to students who are: 
• In care 
• A care leaver 
•  In receipt of Income Support, or Universal Credit 

because they are financially supporting themselves or 
financially supporting themselves and someone who is 
dependent on them and living with them 

•  In receipt of both the Employment Support Allowance 
(or Universal Credit) and Disability Living Allowance (or 
Personal Independence Payments) in their own right. 

Notes: If you claim Employment Support Allowance 
in order to meet the last of these eligibility criteria, then 
your family will no longer be able to claim Child Benefit. 
If you are claiming Universal Credit, you must confirm 
which benefit it has replaced. Only Universal Credit that 
replaces the Employment Support Allowance meets the 
above eligibility criteria. 

Free School Meals (FSM) and Core Bursary is 
available to students whose parents/carers receive one 

https://www.priestley.ac.uk/enrichment-at-priestley/ 
https://www.priestley.ac.uk/enrichment-at-priestley/ 
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or more of the following: 
• Income Support
• Income-based Jobseekers’ Allowance
•  Income-related Employment and Support Allowance 

(ESA)
•  Support under Part VI of the Immigration and Asylum 

Act 1999
• The Guarantee element of State Pension Credit
•  Child Tax Credit, provided they are not entitled to 

Working Tax Credit and have an annual income (as 
assessed by HM Revenue and Customs) that does not 
exceed £16,190

•  Universal Credit benefit, with net earnings not 
exceeding the equivalent of £7,400 pa (example can 
be found on our website www.priestley.ac.uk of the 
Universal Credit monthly award notice. Your award 
notice can be found in your journal when you log in 
online to your UC account).

Bursary Funds can be used to support costs with: 
Travel, meals, equipment and materials, course related 
visits, UCAS applications, sport activities, and/or one-off 
emergencies.

The Discretionary Bursary is available if you have 
personal barriers that prevent you from participating and 
accessing your education. This bursary can be used to 
help you with the cost of: 
• Travel passes 
• College meals 
•  Books and equipment (specified equipment must be 

returned at the point of leaving College) 
•  Print credits over and above any free credit awarded by 

the College to all students 
•  Trips and visits (excluding residential visits abroad 

unless approved in advance by the Assistant Principal).
Priestley College’s criteria for the Discretionary Bursary is 
as follows: your family income is less than £21,000 or for 
those who face emergency short-term financial hardship. 
If you have any queries regarding the bursary, please 
contact the College on 01925 633591 or e-mail 

KIM PAYTON 
Senior Tutor 
Administrator



< PARENT HANDBOOK > 23

bursary@priestley.ac.uk 
TRANSPORT 
All transport information detailing routes and timetables 
for buses and trains are available on the College web 
site https://www.priestley.ac.uk/student-life/travel/ or 
from the College Reception. Please note car parking 
will only be available to students that live 2 miles from 
campus, giving priority wherever possible to those 
students who have the greatest distance to travel as 
car parking spaces are limited. Priority is also given to 
students that have a justified health need.

EXAMINATIONS 
•  The nature of sixth form college courses means 

that students will need to settle into regular work 
patterns very quickly; teachers and tutors are trained 
and prepared to make this transition as smooth as 
possible. 

•  Students are entered free of charge for a first attempt 
at the public examinations of each of their courses. 

•  Students will be asked to pay the module fee for any 
module which they request to re-sit. 

•  Students whose record of work, attendance 
and coursework completion falls below course 
requirements may be asked to pay for their own entry; 
parents/carers will be notified well in advance if this 
seems likely. 

•  Students failing to sit examinations for which they have 
been entered may be required to pay the entry fee.

INTERNAL PROGRESSION
Staff spend a great deal of time and effort to ensure 
that we offer students courses that best match their 
needs and to support them on their courses. For 
students wanting to progress onto the following year, 
including those at the end of the first year of a two-year 
course, this will be dependent upon their achievement, 
attendance and behaviour. 

Students studying AS and BTEC Year 1 courses must 
have a satisfactory assessment profile of grades from 

mailto:bursary%40priestley.ac.uk?subject=
https://www.priestley.ac.uk/student-life/travel/
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the first year of study-grades in line with expectations 
and Year 2 course entry requirements. Students 
studying BTEC Level 3 programmes must have 
completed all units of work by the internal deadlines 
set at the end of their first year in order to be allowed to 
progress into a second year of study. 

Students studying BTECs at Level 2 and wanting to 
progress to Level 3 must achieve ‘Merit’ grades (Pass 
grade may be considered if extenuating circumstances 
have impacted on the student in some way) and 
also achieve grade ‘4’ in any GCSE subject that they 
complete at College. Senior Faculty and Pastoral staff 
will be on hand to support students and parents/carers 
where difficulties emerge. 

STUDENT LANYARDS (STUDENT ID’s)
For the security of students and staff the College 
requires all staff, students and visitors to wear lanyards 
and an ID badge at all times whilst on College premises. 
All students will be provided with a lanyard and an ID 
badge, but there will be a charge for replacements, 
taken out of the college £25 deposit (paid at the start 
of the academic year). Students will not be permitted to 
sit an examination or obtain examination results without 
having their lanyard and ID badge. Lanyard and ID 
badges can be used for accessing the site, collecting 
printing off printers, for cashless catering, first aid 
emergency and safeguarding of the Priestley College 
community. If a student has been asked to collect 
a temporary ID card, due to forgetting their own, an 
email will be sent to parents/carers asking for support 
in reminding their son/daughter to wear their ID at all 
times.

SAFEGUARDING
We take your son/daughter safety very seriously. Their 
tutor will go through a number of sessions on a variety 
of safeguarding issues e.g e-safety, prevent, CSE, Drug 
and alcohol awareness, hate crime etc. If at any time 
you do not feel your son/daughter is safe in or outside 
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of the college campus, please inform the college as 
soon as possible. To help us ensure your son/
daughter’s safety on campus, please support us 
by helping us reinforce them wearing their Student 
ID in a visible place at all times.

PARENT/CARER TUTORIAL E-SHOT 
(NEWSLETTER)
Keeping abreast of what is going on in your son/
daughter’s education is crucial for creating a network of 
support and focus between the college, yourselves and 
them. This Parent/Carer Tutorial newsletter-(E-shot) aims 
to make this a little easier by covering key activities and 
news of what has happened across college and what 
is upcoming in the near future. Please take the time to 
read these articles and stay fully informed.

STUDENT REWARDS 
Priestley College acknowledges the success and 
achievement of its students. All current students are 
eligible for the College rewards schemes such as: 
• Attendance Awards 
• Endeavour Award 
• Enrichment Awards  
These include High Street Gift Vouchers, Nando’s 
vouchers, and other bespoke prizes. Students will 
receive their awards either at the staff weekly briefings, 
via their personal/progress tutor or subject tutors.

ATTENDANCE
Attendance at college is vital if a student is to be 
successful on their programme. They are expected to 
attend all timetabled/remote sessions (including tutorials 
and enrichment), which are part of their programme. 
Throughout the year the college gives rewards for 
excellent attendance. If your son/daughter is unable to 
attend college, they/you must telephone us first, to tell 
us that they will be absent as early as possible 8.30am. 
Our telephone number is 01925 624450/633591 or 
they/you can email student.absence@priestley.ac.uk  
Parents/carers will receive a text/email if any 

mailto:student.absence%40priestley.ac.uk?subject=
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unauthorised absence has been recorded on college 
registers. Unsatisfactory attendance may result in having 
to pay entry fees for assessment and examinations. 
Your son/daughter should not take holidays during term 
time as they seriously affect their progress. If a student’s 
attendance continued to be unsatisfactory, they will be 
placed on the Cause for Concern Procedure.

In a year the number of days on average your son/
daughter will attend college is 190 days.
Attendance over college week
If you had:
1 day off in a week - 80%
2 days off in a week - 60%
3 days off in a week - 40%
Attendance over a college year 
98% attendance = almost 4 days missed across the year
95% attendance = almost 10 days missed across the 
year
90% attendance = 19 days missed across the year
85% attendance = almost 29 days missed across the 
year
80% attendance = 38 days missed across the year

STUDENT ABSENCE PROCEDURES 
Attendance at lessons is the single most important factor 
in your achievement. Your son/daughter has enrolled to 
undertake an agreed programme of study and 100% 
attendance is expected. Research shows that a 4% drop 
in overall attendance, results in the loss of a grade in 1 
subject and a 10% drop in overall attendance results 
in your grades dropping by one grade across your 
whole programme. Students are expected to attend 
every lesson punctually. Lateness is disruptive and 
persistent lateness will result in disciplinary sanctions 
following the Cause for Concern Procedure. Students 
attendance records are updated on a daily basis on the 
college Portal system. If students do not adhere to the 
attendance requirements and procedures of the college 
they will become subject to the College’s Support and 
Cause for Concern Procedures. Additional sanctions may 
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also be applied and include being required to bear the 
cost of course examination fees, attending catch up 
sessions or being withdrawn from the course. 

Bursary payments may also be withheld. Progression 
to further years of study also depends upon their 
attendance record being good. Reporting Absences 
should a student be too unwell to attend College, it is 
expected that college will be notified on the day and all 
subsequent days by their parent /carer notifying college 
by telephone. 

Please note that if a student as part of their course 
is on work placement and they are unable to attend 
their placement then the student must notify the 
work placement via the work placement’s absence 
procedures and also inform the colleges Industry 
placement Coordinator-Pam Gardner at p.gardner@
priestley.ac.uk . For safeguarding purposes, the 
student’s parent/carer must also notify College of their 
absence from work placement via telephone. 

College Student Absence Telephone Number: 
01925 624450/633591 as early as possible i.e. 8.30am 
to inform us your son/daughter will be absent, or you/
they can email - student.absence@priestley.ac.uk

Lateness Procedure: students must attend all lessons 
punctually. If they know that they are going to be late 
they/you must inform the college. If they arrive late they 
must go straight to their lesson. Your son/daughter is 
responsible for getting their absence mark changed to a 
late mark by reminding their tutor at the end of the lesson.

Authorised Absences: Some absences may be 
classified as authorised and in these cases students 
will be marked as ‘authorised’ on college attendance 
records. They must gain approval of known absences in 
ADVANCE. These will ONLY be approved if the reason 
for absence is unavoidable and the evidence has been 
presented to Student Services, prior to the date of the 

mailto:p.gardner%40priestley.ac.uk?subject=
mailto:p.gardner%40priestley.ac.uk?subject=
mailto:student.absence%40priestley.ac.uk?subject=


< PARENT HANDBOOK >28

absence. In such cases an Absence Form must be 
completed-these can be collected from Senior Tutors 
office P1.5. 
Authorised Absences: 
1. University open days. 
2.  University Interviews and other final career choice 

interviews. 
3.  Hospital / orthodontist appointments/ serious illness 

supported by a doctor’s note. 
4. Practical driving test. 
5. Bereavement/funeral. 
6. Religious holidays. Unauthorised Absences: 
Sickness Absence Sickness absence will be recorded 
as Unauthorised. Routine doctors’ and dental 
appointments will also be recorded as unauthorised. 
Holidays in College Term Time Holidays in term-time will 
NOT be approved by the College and will be recorded 
as Unauthorised. Holidays taken during term time may 
result in disciplinary sanctions and may contribute 
to progression decisions. * Medical and dental 
appointments will NOT be authorised. ** Driving lessons 
will NOT be authorised. *** Driving theory tests will NOT 
be authorised.

CARS AND MOTORCYCLES
Car parking space is very limited and, if you come into 
college by car, you are not guaranteed a space. The 
main student car parking area is the Crescent Car Park, 
and you must not park anywhere else. We encourage 
everyone to use public transport/cycle bursary scheme, 
wherever possible. There are excellent bus pass offers 
- please ask your son/daughter to enquire at Student 
Services for full details. 

The speed limit of 5 mph, the no parking zones for 
students and the one-way system must be strictly 
observed. Failure to do so will mean that parking 
privileges will be suspended. Remember there is no 
guarantee of a car park space at college.
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CASH OFFICE
This is located on the 1st floor in the Priestley Building 
above the Priestley Reception and it is where your son/
daughter will pay for bus passes, trips and lockers etc if 
they are not using the online paying system.

CASHLESS CATERING AND ONLINE PAYMENT
We operate a ‘cashless catering’ system and online 
payments for deposits, start-up kits, trips and more…
Priestley College uses Scopay for online payments so 
that students do not have to carry money around in 
college. We recommend your son/daughter downloads 
the Scopay app to make things easier.  This system 
should be used for the following:
• Resources deposit
• Trips
• Lockers
• Tickets 
• Books and equipment, including Art Start-Up Kits
• Topping up your balance for use in the cafes 

Once your son/daughter has enrolled at Priestley they 
will receive an email with instructions on how to set 
up the Scopay account. This will be available to use 
straight away as students will need to pay for their 
Resources Deposit in order to receive their ID card and 
Art Start-Up Kits if required. If they are paying for any 
equipment, they will need to show a copy of the receipt 
to their tutor or technician to receive these. If they have 
not received an email with the instructions, please send 
an email to finance@priestley.ac.uk stating their full 
name and ID number and another copy will be sent to 
them as soon as possible. More than one person can 
register to top up a student account. You can do this by 
clicking on ‘Report a problem to Priestley College’ on 
the Scopay website or by calling Student Services on 
01925 633591. Parents/carers with more than one child 
at Priestley, or even if they are at another school, can 
link accounts on Scopay to make life easier. Accounts 
will show any outstanding payments and a history of 
transactions.

mailto:finance%40priestley.ac.uk?subject=
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COMPLAINTS
There may be occasions when you wish to make a 
complaint about some part of the college’s services. 
In the normal course of events, the complaint should 
be made to the person concerned directly, but if you 
feel it is too difficult to do that, you have a number of 
alternatives and it is up to you to choose the most 
appropriate means of making yourself heard:
•  the Student Council will voice any general complaints 

on your son/daughters behalf and they are guaranteed 
anonymity.

•  their personal/progress tutor will listen to, and act 
upon, any complaint your son/daughter makes. 
Their personal tutor will act on their behalf and will 
guarantee anonymity if they so wish - it should be 
noted that anonymity may, in some circumstances, 
make it impossible for the complaint to be dealt with 
adequately.

•  your son/daughter may speak or write to any other 
member of staff of the college, including the Vice-
Principal (Curriculum and Standards); it is not normally 
a good idea to complain directly to the Principal of 
the college, as the Principal will almost certainly be 
involved in any appeal against a decision, should any 
matters reach this stage.

•  Every member of staff is bound to treat any complaint 
you make seriously and to do what she or he can do 
to remedy the situation or refer you to someone better 
equipped to do so.

•  If students want to appeal any decision they should go 
through the students appeal procedure, which can be 
found in Student Services.
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