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The purpose of this handbook is to give you information about many aspects of 
college life.  

For information relating particularly to COVID-19, please see the additional Guide 
for Students which you have recently received.

We are delighted that you have decided to join us at QE and are  
confident that you will enjoy your time here. The college is friendly and  
supportive but we have high expectations too, because we want you to be successful 
and progress to exciting opportunities in the future.

Expectations
We will ask you as a QE student to sign a Learning Agreement in which you agree to:

• Attend all your timetabled sessions.
• Arrive at the start of lessons on time.
• Organise your time effectively to meet deadlines and complete work to the best of 

your ability, seeking help when you need it.
• Behave in a civilised manner and show respect to all members of the College 

community.
• Use the College resources sensibly and act in accordance with the Acceptable Use of 

ILT Policy and the Library Code of Conduct.

You can also find out more about what the College expects of you in the QE Expects 
booklet, which your Progress Tutor will give to you. Details of the College’s commitment to 
you can be found in the College Charter, available from Reception. Ask your Progress Tutor 
when you need to know more about this or any other aspect of college life.
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This map is not to scale.  Please see following for pages for more specific details.

NB A one-way system will be in operation across the college site from the beginning 
of term.  Please pay attention to the signs which make routes clear.  See the Guide 
for students concerning COVID-19 for more information.

To Town Centre
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The following areas of the College will be available to you 
as extended social spaces, as part of our social distancing 
measures:

• The Space
• The Main Hall
• Sports Hall
• Mezzanine

• Atrium
• Rooms 074 / 076
• Common Room
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Autumn Term: 
Tuesday 8th September 2020 - Friday 23rd October 2020 
Monday 2nd November 2020 - Friday 18th December 2020 
(Second year students start Monday 17th August 2020)

Two Closure days in the Autumn Term -  
Thursday 26th & Friday 27th November 2020 

Spring Term:
Monday 4th January 2021 - Friday 12th February 2021 
Monday 22nd February 2021 - Friday 26th March 2021

Summer Term:
Monday 12th April 2021 -  Friday 28th May 2021 
Monday 7th June 2021 - Friday 2nd July 2021

(May Day - 3rd May 2021)

Principal Tim Fisher (Room 100)
Chief Financial Officer Stuart Hargrove (Room 104)
Deputy Principal Laurence Job (Room 103)        
Assistant Principal Theresa Amarawansa (Room 184)
Assistant Principal Meirion Baker (Room L3)
Assistant Principal Ian Waite (Room 207)
Guidance Director Caroline Gell (Room 171)
Guidance Director Al Norman (Room 008)
Guidance Director Chris Watson (Room 279)
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Day to day
Student emails  Please check your student email account on a daily basis for 
important messages from your Progress Tutor and others

The Bulletin is circulated electronically & displayed on the TV screens, the Noticeboard 
between Rooms 130 and 131 and in the Student Common Room. Make sure you check the 
Bulletin to keep up to date with what is going on.

Messages from staff will come to you via your progress tutor, teacher, by text or email.  
Also see Facebook , Twitter & Instagram. Please follow us so that you can see what’s going 
on in College. Emergency messages (only) from outside College will be passed on to you.

TV monitors are situated around the College to display details of important 
information.  The messages change throughout the day and you should ensure you read the 
screens regularly.

QE Home student (www.g.qeliz.ac.uk) is accessible from you home page.

(Look for the                 icon).  
It contains a lot of useful information including the bulletin and general college notices

Absence  If you are absent, you or your parent(s) / carer(s) must inform the College by 
telephone - absence number 01325 461315 - before 10.00 am each day of your absence.  
Your teachers will then be informed.  If you need to miss a lesson during the College day, 
you must sign out at Reception, obtain permission and provide a reason for your absence.

If you have symptoms of Coronavirus, or a member of your household does, do not attend 
College, but contact qe@qeliz.ac.uk to inform us of your absence. If you are taken ill with 
Covid-19 symptoms whilst on the College site, please inform your teacher or if not in a 
lesson, any other member of staff. You will then be asked to isolate yourself in the First Aid 
Room and appropriate arrangements will be made to ensure your safe return home. In all 
cases, government guidance on self-isolating should be followed. Anyone with symptoms 
must follow the Stay at home: guidance for households with possible or confirmed 
coronavirus (COVID-19) infection.

Lost property 
Should be taken to and collected from Reception.
If you have to bring valuables or large sums of money into College, 
leave them at Reception for safe-keeping. On the whole, though, don’t 
bring such things in and never leave money, bags or mobile phones 
unattended - anywhere. Staff will look after valuable items during physical activities on the 
Supplementary Programme, if asked.
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Your Programme of Study
As a  full-time student, you have lessons and activities in at least 4 of the 6 blocks 
on your timetable. You might also be required to meet your Progress Tutor at 
other times.

Study outside lessons
About 16 hours of additional study a week is a good guideline. It is important 
that you organise this time effectively. You’ll need to read around topics, use the 
Library, Atrium, Mezzanine and IT rooms and complete assignments to deadlines. 
You might have 1 or 2 weeks to complete an assignment or maybe a project 
lasting a term or more.

Progress tutorials
You will work with your Progress Tutor to support your learning and maximise 
your progress. Your Progress Tutor will also support your plans for the future and 
applications for university and apprenticeships.

Supplementary Programme
There’s more to learning - and life - than examination courses. The 
Supplementary Programme gives you chances to widen our interests and 
increase your employability. What about an extra Language or Cadet Force?  
To broaden your skills there’s Duke of Edinburgh Award, First Aid and several 
Music groups. There’s also a huge range of team games and sports activities.  
Many options give you the opportunity of gaining a certificate.  

 We are currently exploring ways of running these activities during COVID-19  
and will provide you with more information soon.

Work Experience
To enhance your CV and employability stills we help you to organise work 
placements and workplace visits. It’s very much in your interest to get involved. 
See your progress tutor or Sarah Griffiths (Work Experienced Co-ordinator Room 
L2) for more information



14

Knowing how well you are doing
You will be provided with further information. Please read the following 
summary:

Your teachers will regularly record your performance for each subject, so that you can 
see at a glance how well you are doing and set actions for future improvements.

Towards the beginning of the year you will be given your initial target grade. This is 
not a prediction but the grade the College has calculated you have the potential to 
achieve in each of your subjects and to which you should be aspiring.

Following this you will be awarded grades by your teachers at a number of specific 
points throughout the year. At each progress point you and your subject teachers 
will have conversations about your progress and discuss your current performance 
in relation to your initial target grades.  During these discussions you will agree some 
actions, to help you make progress. Your Progress Tutor will also work with you to help 
you to achieve fully. 

You will be able to see your grades and attendance data electronically through your 
normal log in to the College network. Your parents will also be able to view this 
information via a Parents’ Portal.

There’s lots of evidence to suggest students progress more rapidly when they 
have a clear picture of how they are performing and set specific actions for further 
improvements.  So, taking this process seriously will really improve your achievement.

Monitor your own performance, consider your action plan and work hard to do the 
very best you can.
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Support in developing skills
You may find that some of the new skills which you need, e.g. essay-writing, managing 
your workload, or complex number work, are quite challenging. Make sure that you 
talk to someone -  your subject teacher or Progress Tutor - if you start to feel under 
pressure. They might refer you to our Learning Support team to ensure that you can 
achieve your potential. 

If you have a specific learning difficulty, e.g. Dyslexia, or a physical disability, please 
make sure that the Learning Support team know.  Contact your Progress Tutor.

Counselling
In addition to the support from your Progress Tutor and Guidance Director, the College 
provides access to counselling services for you to talk through any particular problems 
in confidence. You will be informed of how to contact the counselling services during 
your first few weeks at college.

Student disciplinary procedure
There is a Student Disciplinary Procedure with which all students should be familiar.  
Students are asked to look at this procedure; details can be found on QE Home.   
This procedure is updated and modified from time to time.
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Study: Places & Facilities
The Library
is for quiet study, for help with your work and  
for borrowing college resources (up to 30 items  
using your Student ID card).

Get to know Librarian Jane Spellman and other library staff - they are here to help. For your 
studies there are resources like books, journals, some equipment and on-line databases 
available through the Library. There are also 88 computer workstations. 59 of these are 
available to reserve and book ahead using the MyPC system which you can find on the 
College homepage and on Moodle. Staff can help you with this and with any aspect of 
using the Library.

To ensure everyone can work in a peaceful and clean environment here, we ask that you 
observe the Library conditions of use, which are simply:

• Quiet / silent working at all times in the Library 
• Food is not permitted in the Library 
• Please take / make phone calls outside of the Library

Full details about the Library can be found on Moodle - the Virtual Learning Environment. 
There is also useful information and links to systems on the College homepage.

The Library is open from 8.30am each weekday and closes:

Monday & Thursday 7.00pm (5.00pm in Summer) 
Tuesday & Wednesday 5.00pm 
Friday 4.30pm

Holiday opening - as advertised prior to each holiday.

The QE Shop
is just opposite the Library; it opens at morning break and lunchtime.  
You can buy paper, files and other stationery at very  
competitive prices!  

When the shop is closed, selected items are available 
in the Library.
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Examinations
The main public exam time is from mid-May to the end of June. GCSE English and Maths 
resit exams take place in November. Some Applied general exams take place in January.

Exam leave 
Details for external exams are published for each session. If you have an afternoon 
examination you can take period 3, in the morning, as study leave on the day of the exam.  
Some exams are quite short and you should return to your normal classes as soon as you’ve 
finished.

Examination Entries 
are handled by Chris Prager. See Chris, Room 117, about any problems or talk to your 
subject teacher. 

There will be important messages concerning examination entries on the Bulletin at 
crucial times of the year.  You must respond promptly to these. Late entries are difficult and 
expensive.

Exam timetables and room details are displayed on the 
 Exam noticeboard and on the QE website.

Coursework
Coursework is a significant part of some subjects. It’s a great opportunity to produce 
your best without being pressured for time. Some students have been known to lose this 
advantage by not planning their time and leaving too much until the last minute. Don’t let 
this happen to you:

• find out when the coursework deadlines are in your subjects and note them carefully
• plan your programme of work to avoid overlaps and pressure points
• your course teachers will provide further guidance

Entry Fees
If you’ve completed the course in the required way there is no charge. 
If your attendance or attitude are judged to have been unacceptable the College reserves 
the right not to enter you. Your attendance must be satisfactory (excluding illness or other 
accepted causes of absence) for the College to pay your entry fee. Good attendance must 
continue up to the time of the exam.  
Any student failing to complete coursework or to attend the examination  
without good reason may  be charged  the entry fee.

Examination Regulations
Before you sit any external examinations you must make yourself  
familiar with the College’s external examination regulations.  Copies  
will be circulated to all students and are available on thee QE website.
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Careers, University, Degree / Higher Level 
Apprenticeships

Unifrog
Students’ planning for the future is supported by Unifrog 
software which enables students to research their options, 
identify the most appropriate degree or apprenticeship 
options and prepare applications. Your Progress Tutor  
will show you how to access this resource.

The regular reviews you have with your subject teachers and Progress tutor to discuss your 
academic progress will help you in planning for the next stage after College.  
You can book a careers interview with QE’s Higher Education and Careers Advisers, by 
going to Reception.  This is a very useful way of clarifying the options available to you.  

The Careers area of QE Home                  is also an excellent resource to help your 
research with opportunities for after QE including employment, Degree / Higher Level 
Apprenticeships and University.

Work Experience and Employability
Gaining work experience is almost as important as achieving good qualifications when 
it comes to preparing yourself for the world of work.  Many university courses, such as 
primary education, medicine and nursing, require you to have undertaken relevant work 
placements before you apply.  Students looking for employment or apprenticeships will 
find it essential to have acquired broad experience of work before leaving college.  

Be aware that there have been some changes to the expectations of universities and 
employers as a result of COVID-19.  Contact our careers advisers for more information.

You will have many opportunities to experience the world of work while you are at college, 
and your subject teachers will ensure that you are developing essential employability 
skills as you study.  But for hundreds of our 
students the most important opportunity 
comes during Work Placement Week at the 
end of the summer term.  

Our Work Experience Co-ordinator can help 
you to secure high quality placements for  
this week or at other points in the year.   
Contact Sarah Griffiths in Room L2.
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for H.E. research (all linked from the College website) are:
• www.ucas.com University & Colleges Admissions Service
• www.unifrog.org A tool to generate ideas for HE research &  

 apprenticeship vacancies
• https://sacu-student.com/ Try the Spartan test, an interactive questionnaire 
• www.thescholarshiphub.org.uk/ Database of sponsored degrees  

 blog/sponsored-degrees-uk
• www.whichuniversity.co.uk Search & compare courses & universities
• www.whatuni.com Ratings by students of subjects at some universities
• www.push.co.uk Student views of universities 
• www.accommodationforstudents.com Student accommodation
• www.gov.uk/student-finance Student finance
• www.thestudentroom.co.uk  A forum site for students
• www.astarfuture.co.uk  Advice for studying abroad
• www.prospects.ac.uk Information on career options with your degree

for Employment:
• www.studentladder.co.uk/School-Leaver-Programmes/school-leaver-programmes-

banking-finance - Lots of information on post A level programmes with help on how to 
prepare and pass online tests, CV and interview advice

• www.nationalcareersservice.direct.gov.uk - Excellent for job profiles, preparation for 
employment. 

• www.prospects.ac.uk is also good for this.

for Degree / Higher Level Apprenticeships:
Degree / Higher level apprenticeships are specifically designed for students with A levels.  
Students can gain a degree and other qualifications alongside working with an employer and 
earning a salary.

• www.gov.uk/apply-apprenticeship - National and local opportunities
• www.getmyfirst job.co.uk  - General info on apprenticeships
• https://amazingapprenticeships.com/ - check out the vacancy snapshot
• www.notgoingtouni.co.uk - National and local opportunities.
• https://careerfinder.ucas.com/jobs/apprenticeship/
• https://www.ratemyapprenticeship.co.uk/

For information about careers, university, apprenticeships, gap years and work experience 
visit the QE Careers website: https://sites.google.com/g.qeliz.ac.uk/qe-careers

http://www.ucas.com
http://www.unifrog.org
https://sacu-student.com/
http://www.thescholarshiphub.org.uk/
http://www.whichuniversity.co.uk
http://www.whatuni.com
http://www.push.co.uk
http://www.accommodationforstudents.com
http://www.gov.uk/student-finance
http://www.thestudentroom.co.uk 
http://www.astarfuture.co.uk
http://www.prospects.ac.uk
http://www.studentladder.co.uk/School-Leaver-Programmes/school-leaver-programmes-banking-finance
http://www.studentladder.co.uk/School-Leaver-Programmes/school-leaver-programmes-banking-finance
http://www.nationalcareersservice.direct.gov.uk
http://www.prospects.ac.uk
http://www.gov.uk/apply-apprenticeship
http://www.getmyfirst job.co.uk
https://amazingapprenticeships.com/
http://www.notgoingtouni.co.uk
https://careerfinder.ucas.com/jobs/apprenticeship/
https://www.ratemyapprenticeship.co.uk/
 https://sites.google.com/g.qeliz.ac.uk/qe-careers
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If you’re worried about your health or about personal issues, your concentration in lessons 
could slip along with your grades. Please try not to worry as plenty of help and support is 
available.

• College Nurse - Talk individually and confidentially about any health concerns eg 
eating, drinking, smoking, drugs, sexual health with free condoms through the C-Card 
scheme, exercise, mental health.

 This service is confidential. Providing there is no risk to you, neither your tutor nor parents 
are informed. No appointment is needed, just turn up. Times and locations of sessions may 
vary, so look out for posters around the College.

QE Health - more information

 • See QE Home                     There’s a range of websites, help lines and organisations 
covering issues from accommodation, bereavement or bullying to stress and being a 
young parent or carer.

• There is a Health noticeboard in the corridor opposite Room 072.

Get Involved with QE health
Events throughout the year include themed weeks usually in the Autumn and Spring 
Terms. There are often stalls in the Common Room and healthy food is sometimes given 
away!  Whilst you’re up there, check out the Student Association’s health-related display 
area for issues relevant to you. The Chlamydia Screening Team also visits QE regularly.

Health Outside QE

• Teen Health Clinic Ring 01325 746200 for free confidential health advice for 
young people, including a drop-in service.

• NHS Walk-in Centre  Dr Piper House, King Street, Darlington DL3 6LJ.   
Open 8am-6pm to all, whether you are registered with a GP or not. Just turn up, no 
appointment needed.

• NHS Direct www.nhsdirect.nhs.uk. Web based advice service available 24 hours.

• 111 -  The number to call if you need help fast but don’t think it’s a 999 emergency. 

If you feel ill whilst in College, tell your teacher or go to Reception for help and advice. If you 
have to go home ill during the day, sign out at Reception quoting the initials of the staff 
member who has given you permission to leave.

http://www.nhsdirect.nhs.uk
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Equality, Diversity & Inclusion  
The College values all members of its community and actively promotes equality of 
opportunity regardless of such characteristics as age; disability; gender reassignment; 
pregnancy and maternity; race to include ethnic or national origins, colour or nationality; 
religion or belief; sex and sexual orientation. It values diversity and encourages mutual 
respect in all relationships. 

The College’s policy on Equality & Diversity is displayed in tutor bases. If you can’t find it in 
your tutor room, inform Meirion Baker, Assistant Principal - Room L3.  

You have student representatives on the Equality & Diversity committee and you can raise 
any issues or matters of concern with the Student Association Executive, any member of 
staff or with Meirion Baker in Room L3.  You can also make a direct complaint - see the 
College Charter.
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Useful Contact Details
(If you don’t live in Darlington, please contact these  numbers below to see if there is a 
support group nearer you).

• Darlington Association on Disability 01325 489999 
IP Enterprise House, South Entrance, Valley Street North,  
Darlington, DL1 1GY 
www.darlingtondisability.org • mail@darlingtondisability.org

• Darlington Mind Limited (mental health support) 07572 888084 
St Hilda’s House, Borough Road, Darlington, DL1 5SQ 
www.darlingtonmind.com • contactus@darlingtonmind.com

• Domestic Abuse Helpline 01325 364486

• First Stop 01325 254463 
(drop in centre for information and advice on  
housing health and welfare) 
32 Houndgate, Darlington DL1 5RH 
www.firststopdarlington.org.uk / info@firststopdarlington.org.uk

• Samaritans 116 123 free from any phone 
13 Woodland Road, Darlington DL3 7BJ 
www.samaritans.org / jo@samaritans.org

• 700 Club (help with housing)  01325 366397 
Beaumont Street West, Darlington DL1 5SX 
www.700club.org.uk

• Humankind (health & wellbeing services) 01325 731160 
humankindcharity.org.uk

• YMCA 01325 462452 
Middleton Court, Middleton Street, Darlington, DL1 1TU 
www.teesvalleyymca.org.uk/

0808 1963144

http://www.darlingtondisability.org
http://www.darlingtonmind.com
http://www.firststopdarlington.org.uk
http://www.samaritans.org
http://www.700club.org.uk
http://humankindcharity.org.uk
http://www.teesvalleyymca.org.uk/
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Information about financial support was provided at application and enrolment.  You can 
also obtain copies from the Finance Office (Room 132) or from Meirion Baker, Assistant 
Principal, Room L3.
All amounts are subject to change so please check for up to date values when you apply.

Grants & other assistance
 Student Bursary Fund

 There is a guaranteed £1,200 bursary for particular students such as those students 
in care, care leavers, students in receipt of income support or disabled students in 
receipt of both Universal Credit and Personal Independence Payment. A general 
maintenance grant of up to £550 per year is also available for other students where 
household income is less than £16,000 per annum. There is also a bursary of up to 
£270 per year for other students where household income is less than £25,000 per 
annum.

 Home to College Transport Assistance
 The College is able to provide additional assistance to students living more than two 

miles (straight line) from the College. Where household income is less than £16,000, 
students may receive assistance of up to £550 per year or a free bus pass to use on 
one of the College buses. Assistance is also available up to £270 per year where 
household income is less than £25,000 per annum and up to £210 per year where 
household income is less than £35,000 per annum (depending on your own Local 
Authority transport arrangements). Application details can be found in the Transport 
& Financial Support section on the QE website or from the Finance Office Room 132.

 Free Meals are available for eligible students depending on household income.

 The Learner Support Fund
 This is available for students to apply for in cases of financial hardship to supplement 

costs such as the cost of books, equipment, trips and exam re-sit fees. An application 
form is available on the QE website or see Liz Wallace in the Finance Office Room 132.

Local Authority Transport Assistance
Most Local Authorities no longer offer transport assistance to students. If, however, you live 
in North Yorkshire, you should check to see if financial assistance is available for travel. If you 
are eligible, you may be given a cash contribution towards travel costs or a bus pass may be 
available at a reduced rate.
North Yorkshire students must apply to their Local Authority each academic year.
North Yorkshire County Council (www.northyorks.gov.uk) ..................................01609 533693

http:// (www.northyorks.gov.uk)
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College Buses 
The College offers a wide range of College Buses from Sedgefield, Leyburn / Bedale, Thirsk 
/Northallerton, Bishop Auckland / Shildon, Richmond / Catterick, Stockton / Ingleby 
Barwick and Barnard Castle / Teesdale. These services require students to buy a College bus 
pass which can be paid for in instalments and offer a safe, practical and economic way for 
students to get to/from College. The College Home to College Transport Assistance Fund 
can also be used towards the cost. To apply for a place on a College Bus, visit the ‘Apply’ 
section of the QE website: www.qeliz.ac.uk

For details about COVID-10 safety measures on college buses please see the 
separate guidance which was provided to you recently.

Bringing bicycles to College
Bicycles may be left in the bicycle rack outside the Library entrance 
or in the cycle compound on Abbey Road. Swipe cards for the cycle 
compound may be obtained via Reception. Bicycles, motorbikes and 
scooters may be stored in the compound. There is no Student car 
parking on the College site.

If you drive to College in a car, please show consideration to other road users and local 
residents when choosing a place to park.

If you have any concerns about your safety and well-being, please speak to your Progress 
Tutor or Guidance Director - they’ll do all they can to help. The College also has several 
Safeguarding Officers: Laurence Job, room 103 (ljob@qeliz.ac.uk), Chris Watson, room 279 
(cwatson@qeliz.ac.uk), John Beilby, room 256 (jbeilby@qeliz.ac.uk), Meirion Baker, room L3 
(mbaker@qeliz.ac.uk), Caroline Gell, room 170 (cgell@qeliz.ac.uk), Anthony Lupton, room

171 (alupton@qeliz.ac.uk), Mark McAdam, room 256 (mmcadam@qeliz.ac.uk), Ed Nolan, room 
256 (enolan@qeliz.ac.uk) & Al Norman, room 008 (anorman@qeliz.ac.uk). The Safeguarding 
Officers are available to give support and advice to students who are experiencing (or feel 
they are at risk of experiencing) significant harm, neglect or abuse.

The College is committed to ensuring that your learning takes place in a safe, secure and 
controlled environment. To make this possible, it is important that you follow any safety 
procedures or instructions given to you by your teachers or other members of the College 
staff. If, at any time, you feel unsafe, or wish to report an incident, contact Reception or a 
member of staff. In addition, you should report any concerns about the safety of an activity 
to your teacher or to Laurence Job, Deputy Principal. For your safety you are required to wear 
your lanyard with Student ID card at all times when you are on the College premises.
For safety issues relating to COVID-19 please see the Guide for Students which was provided 
to you recently.

http://www.qeliz.ac.uk


25

Prevent Duty
The College is committed to protecting students from extremism and radicalisation. In 
College we want to have a learning environment where you can safely discuss sensitive 
topics, including terrorism and extremist ideas and ensure that you understand such issues 
and learn how to challenge these ideas. The College supports the fundamental British values 
of:
• Rule of Law • The Value of Democracy • Individual Liberty 
• Mutual respect for and Tolerance of those with different faiths and beliefs and for 
 those that lack faith
If you have any concerns or issues that you wish to discuss related to the Prevent Duty, 
please contact Laurence Job in Room 103.

Illness or Emergency
If you are injured or fall ill while in College, tell a member of staff.  We need to know what’s 
happened and where you are. Ideally, tell your Tutor; alternatively, tell another teacher. If 
you’re given permission to go home it is essential that you sign out at Reception. If you’re 
not fit to go home alone you’ll be taken to the Rest-Room and a qualified member of staff 
will contact a parent, or other appropriate person, to collect you. 
In an EMERGENCY go straight to Reception. A senior member of staff will get First Aid and 
an ambulance might be called.
For health issues relating to COVID-19 please see the Guide for Students which was 
provided to you recently.

Fire safety
If an alarm sounds for FIRE, leave the building by the nearest exit, as described on the Fire 
Notice in the room you happen to be in. Go to the assembly point in  
Stanhope Park, opposite the College in Vane Terrace.

Staying Safe - Online
The Internet is a fantastic resource and social media help to connect us to others. Online 
activity does involve risks, however, so please bear the following guidelines in mind:

 • Be aware that the internet and social media can be used to groom young people 
leading to possible sexual exploitation or radicalisation and drawing individuals into 
terrorism.

• Be aware that you are putting yourself in great danger if you engage with or arrange to 
meet someone who you have met on-line.  

• Do not share passwords – even with your friends!
• Never leave a computer logged on to the network if you are leaving it, even for a short 

time. Lock it if you do not want to log off.
• Be very careful what information you share with others, it could be used against you in 

some way in the future. This includes emails.
• Make sure that you restrict the access to your on-line information to those who you 

really trust.
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Network use policy
All users of Queen Elizabeth Sixth Form College systems must ensure that they use IT 
equipment, the network and the Internet in a safe, sensible and responsible manner. This 
means that they:
• use IT equipment, research and browse the internet only in ways that are directly relevant 

to their study or work 
• download relevant material only 
• use communication tools, such as e-mail and social networking sites in ways that are 

appropriate to their study or work 
• make sure they are aware of the dangers associated with communicating over the internet 

and using social networking sites 
• report any deliberate misuse or the effects of misuse of the network to Jan Dent (Network 

Manager) 
• report any instance of cyber-bullying to their Principal Tutor or Laurence Job (Deputy 

Principal) 
• report any other unacceptable use to Stuart Hargrove (Chief Financial Officer) 
• print documents only as the last resort and avoid wastage

• If you are in anyway concerned with communication you have received or information 
you have seen on the internet please report it immediately to your Progress Tutor, 
Guidance Director, Laurence Job or Meirion Baker.

• Save any email or other communication that you feel is unsuitable, they are evidence 
that you may need to ensure the incident is dealt with appropriately.

• Never take photos or videos of people without their permission, especially if you intend 
to use them in your coursework or publish them in some way.  It could be illegal.

• Take care with the content of your emails; they can be used as evidence.
• Beware of links to websites that are contained in an email.  

They may be bogus and any information you enter could be used for illegal purposes. 
• Remember that a future employer could look at your on-line information. If you 

wouldn’t want them to see it, don’t upload it!
• If in doubt do not upload any text, pictures or videos on to the internet.
Further online safety guidance can be found in Moodle or speak with a member of the IT 
Network Team for technical assistance.

Printing
You will be allocated a printer allowance at the beginning of your course. When you 
print the cost will be deducted from your allowance. If you run out of credit you can 
top it up in the Finance office during the day or in the Library on an evening.
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Unacceptable use
IT equipment, the network and Internet (including access via the College WiFi may not be 
used for any of the following:

1. bullying or intimidating another person; 
2. the posting of images or comments about others to social networking sites without 

their consent; 
3. the creation or transmission of material which is designed or likely to cause 

annoyance, inconvenience or needless anxiety; 
4. the creation or transmission of any offensive, obscene or indecent images, data or 

other material; 
5. the creation or transmission of defamatory material; 
6. the transmission of material such that this infringes the copyright or data protection 

rights of another person or organisation e.g. publishing personal information or 
details;

7. the transmission of unsolicited commercial or advertising material except where that 
material is the Queen Elizabeth Sixth Form College’s own material or is embedded 
within, or is otherwise part of, a service to which Queen Elizabeth Sixth Form College 
subscribes; 

8. deliberate unauthorised1 access to facilities or services accessible via the Internet 
e.g. attempting to access age inappropriate material; 

9. deliberate activities with any of the following characteristics:
 • corrupting or destroying other users’ data;
 • other misuse of the Internet or networked resources, such as the introduction of  

 “viruses”;
 • changing the desktop settings of the computer;
10. users must not register on any website, chat room or newsgroup in the name of 

Queen Elizabeth Sixth Form College; 
11. the download or installation of any software, including games, that does not have 

the prior approval of the College.

[1] For a list of unauthorised categories please see  Chief Financial Officer, Stuart Hargrove, Room 104

Compliance
It is the responsibility of the User to take all reasonable steps to ensure compliance with 
the conditions set out in this Policy document, and to ensure that unacceptable or unsafe 
use of the Internet/Intranet does not occur.

Users in breach of this policy will be subject to the disciplinary procedures of the College.
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 Absence
 Experience shows that students who do not attend fully do not do their best. Dental 

appointments, driving lessons and such like should be arranged outside lesson 
times. If you feel a bit ill, persevere and attend your lessons if at all possible.

 Holidays in Term Time . . . . .  are not a good idea
 Quite simply, you will miss large chunks of work and very few people can make up 

the loss effectively. Permission is only granted for family holidays where no other 
time is available.  A request to take time off College must be made well in advance 
to your Guidance Director who will issue you a form to complete. 

 Lateness
 Classes cannot operate effectively without punctuality. Make sure  

you are on time.

 Smoking
 Smoking is not allowed anywhere on the College Site.  

Electronic cigarettes are also not permitted.

 Drink
 Bringing alcohol onto College premises and drinking alcohol during the College 

day is prohibited. You will be sent home from College if it is thought you have been 
drinking and you might be asked to leave College completely.

 Drugs / Legal Highs
 Any student found possessing, using or dealing in illegal drugs on or near the site 

will be required to leave College. Police will be informed as necessary. The College 
operates a zero tolerance policy in relation to the use of illegal substances. The same 
applies to legal highs.

 Too much paid work
 The College acknowledges that some part-time employment can be good 

experience for students. However, students who do more than 8 hours a week paid 
work struggle to  fulfil their educational potential - research has been done on this 
one. You certainly mustn’t take paid employment during the College day.

 Litter
 The College is a civilised and clean environment. Please use the  

bins provided for your litter. If you use Stanhope Park make sure  
you dispose of your litter in the same way and behave sensibly  
at all times.

Being successful - things to avoid
We are very proud of our students as the vast majority of them achieve great results and 
progress to exciting destinations. To be as successful as possible, you need to work hard 
and to avoid the following:
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WHAT WE DO?   

2000 Voices is the representative body for all students of Queen 
Elizabeth Sixth Form College. 

All students of the College are members of the Students’ Association.  
We are run by students; for students.

We are the bridge between students and the College. We represent your issues through 
regular conversations - formal and informal - with senior management, working in 
partnership with the college to make the student experience as best as it possibly can be. 

We plan events and run clubs, so it’s a great way to meet people. Importantly, we have a 
say on major issues, policies, procedures and other major decisions that impact our student 
experience at the College.

The President and Vice President lead the Students’ Association to ensure that the interests 
and views of the student body of Queen Elizabeth Sixth Form College influence their work 
and how they represent you to the College and other bodies.

STUDENT EXECUTIVE   

The Student Association and representatives play an essential role in ensuring that the 
views and opinions of students are heard in faculty meetings, focus groups, College 
Committee and Board of Management meetings. 

Every student is eligible to stand for election as a Representative, or for a position on the 
Student Association Committee. 

There are a variety of posts, all requiring different skills and lots of enthusiasm:

•    Student President
•    Vice President
•    Executive Committee Students Officers

The SA can be an important part of your growth during your college life. Not only do they 
provide the resources needed to succeed in the world, they can build friendships that last 
a lifetime. It can you give you access to opportunities you won’t find anywhere else. Being 
involved can be important to your attitude toward college and either make or break your 
stay.

Th
e S

tudent Association
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The College Charter
This Student Handbook has covered much of what the Charter  
says you canexpect. However, you should refer to the full document  
for the precise detail.  You can get a copy from Reception.  You will also 
 be issued with a Charter Summary

The College has an absolute commitment to the educational success  
and general welfare of its students and the Charter outlines its commitments to you. 

The Charter includes the following:

 Admissions
 The procedure for applying to College and the information you will receive.

 Financial Charges and Help
 What you can expect with regard to tuition fees, books and materials, 

examination fees and  advice on assistance if there is financial hardship.

Please note that if you are under 19 years of age at  the start of the academic  
year tuition is free.  If you are over 19 years of age at the start of the course you will be 
charged tuition and examination costs unless you are eligible for concessionary fees.  
Adult Learner Loans are also available to cover the cost of tuition fees. 

(Details available from Reception).

BENEFITS OF JOINING
There are huge benefits to being a representative or elected member of the Student 
Association Executive Committee:

•    Ability to influence decisions which affect all students;
•    Enhances your CV and job prospects;
•    Gain confidence and experience through taking part in meetings and committees;
•    Gain invaluable experience and develop essential skills;
•    Access to a wide range of training opportunities.

Our areas of focus
• The Environment
• Student Health 
• Charity
• Equality & Diversity 
• Community QE
• External Community
• QE Radio
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Parents / Carers
The Charter explains what your parent(s)  / carer(s) can expect from the College including   
the information they can will receive and the opportunities they will have to discuss your 
progress through your time at College. Parents / Carers can also access information about 
your progress via a Parents’ Portal. 

Complaints procedure
If you are not satisfied with the teaching or any other service provided by the College, 
the Charter gives details of the action that you may take and the procedure that will be 
followed in response to a complaint. 

Governance
The College has a Governing Body which comprises 20 members, including two students. 
There are various sub committees which students also attend.

If there is any information you would like about Governance at the College, including 
the policies of the Governing Body, you should contact the Clerk, Simon Dowson, at the 
College.  You can do this via Main Reception.

The Student Experience

 Teaching & Learning 
 Our purpose is to work with you to enable you to achieve your potential.  The 

Charter explains clearly how you can expect to be treated as a student, the quality of 
the teaching and learning you can expect and the learning support available.

 Advice & Guidance
 College will help you to manage your learning and we regard advice and guidance 

as fundamental to this process.  The Charter lists what you can expect.  

 Student Association 
 The Charter explains the role of the Student Association in organising aspects of the 

social life and extracurricular experiences for students.   
The Charter also identifies the ways in which you can be involved if you wish to do so.

 Equality, Diversity & Inclusion
 The Charter states the College’s commitment to equality, diversity and inclusion and 

explains the procedures that are in place. 

The College has an Equality, Diversity and Inclusion Policy,  which can be found on the 
College website.
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The College actively promotes equality of opportunity and values diversity

01325 461315 
Vane Terrace Darlington DL3 7AU

enquiry@qeliz.ac.uk  www.qeliz.ac.uk

Snow & bad weather
• Assume the College is open unless told otherwise - we rarely close
• Only travel in to College if you feel it is safe to  do so

To find out up-to-date information:

• Visit the QE website: www.qeliz.ac.uk
• Check Facebook: www.facebook.com/qesfc
• Check Twitter: www.twitter.com/qesfc
• Listen to Rathergood radio or visit their website: www.rathergoodradio.com
• Visit the Northern Echo website: thenorthernecho.co.uk

Ring the College on 01325 461315 - the switchboard is open from 8.00am
For details of bus services visit: www.arrivabus.co.uk or call 0843 504 3763
For rail services visit: www.nationalrail.co.uk or call 03457 48 49 50

IMPORTANT - If you can’t get into College, make sure you don’t fall behind  

Visit QE Home

Teachers will put relevant work onto their subject areas.  Check your College emails. 
Teachers will contact you if appropriate.

http://www.qeliz.ac.uk 
http://www.facebook.com/qesfc
http://www.twitter.com/qesfc

