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PART ONE: THE BOARDING ETHOS 
AT WYMONDHAM COLLEGE  
 

Introduction  
This manual is designed for Boarders, their parents/carers and all boarding staff 
(resident and non-resident). Individualised house handbooks are also produced 
and are complementary to this document.  
 
Protocols are mandatory except where the phrase “may” is used. Variations, which 
apply to boarding in the Sixth Form, can be found in Part Seven.  
 
Aims of the Boarding Manual  

• To provide a standardisation of provision and clarity of expectations for all 
parties. Boarders should know what to expect in their boarding experiences 
and should also know the expectations placed upon them. Likewise, 
parents/carers and staff.  

• To aim for a standard of boarding provision which is outstanding and one 
that continually self-evaluates and seeks to improve.  

• To provide support and guidance for staff in their boarding duties.  
 
Boarding Aims  
The boarding provision at Wymondham College defines the nature of the College 
and makes an exceptional contribution to the personal development of all our 
students.  
 
The boarding house is the principle focus of a student’s life at the College, 
providing most of the support; guidance and challenge that students need to 
ensure that they achieve their full potential.  
 
Ethos  
Our boarding ethos is one which encourages, develops, celebrates and promotes:  

• Self-Reliance and Independence – the acceptance of individual 
responsibility for actions and a due sense of confidence that does not 
manifest itself as arrogance;  

• Community – the awareness of the value of others and the importance of 
living in a way that is mindful of their needs and supportive of their success;  

• Morality and Integrity – the capacity to do the right things, a sense of fairness 
and the moral strength to act against injustice;  

• Compassion and support for the spiritual life – a sense of caring and 
empathy and an awareness of the importance of a spiritual life.  

 



Our boarding ethos is one which supports the achievement and welfare of the 
individual within the close-knit community of the boarding house.  
 
Boarding Aims  
Boarding at Wymondham College aims to foster the ethos of the College and the 
development of the individual by:  

• Providing a safe, supportive environment within which students can live, 
grow and by happy;  

• Welcoming students from a wide range of backgrounds and diverse needs 
and talents as part of the College community;  

• Providing formal and informal opportunities for the social development of 
students for the celebration of strong community values and mutual support 
of students by students;  

• Providing opportunities for students to acquire and develop new skills and 
interests;  

• Supporting the academic work of students through supervised “prep” and 
less formal opportunities for academic enrichment and development;  

• Providing opportunities for students, staff and other adults to interact in ways 
which enrich the lives of boarders and encourage the development of respect 
for each other;  

• Providing opportunities through which boarders can understand the world 
beyond the College;  

• Providing opportunities for the development of leadership qualities amongst 
students and for the ethos of community service to flourish;  

• Operating boarding at the College in compliance with the National Minimum 
Standards for Boarding Schools and exceeding those standards wherever 
possible.  

 
Expectations of Boarders  
We expect our Boarders to be self-disciplined, welcoming, responsible, articulate 
and engaging. We expect healthy and supportive relationships between students 
and between staff (teaching and non-teaching) and students. Mutual respect and 
trust are foundations of our boarding community. Boarders will respect each 
other’s property and privacy.  
 
The nature of boarding occasionally requires Boarders to share their time and 
space with others whom they would not normally choose to do so. We do not 
expect all Boarders to be friends with each other but we do expect them to be 
respectful and civil to each other and to co-exist in a mutually tolerant environment. 
We believe this to be a very valuable life skill and one which, when learnt, equips 
Boarders well for adult life.  
 
Boarders are encouraged to personalise their dormitories and try to make them 
home from homes. Equally Boarders’ dormitories must be kept tidy to enable 
cleaners to do their jobs.  
 
Boarders are expected to develop their self-discipline, self-motivation and 
personal organisation during their time in boarding.  



Weekend leave intentions must be given to the HOH at the start of each term. Any 
changes to these arrangements must be notified to the HOH as soon as possible. 
Weekend leave is discretionary, not an entitlement.  
 
Students may wear “civvies” on weekend leave and absits. When Boarders return 
to the College at the end of a long break or holiday and arrive prior to taking a 
meal, full school uniform should be worn.  
 
HOW DO WE STRIVE TO CONTINUALLY IMPROVE?  
 
Annual Boarding Review  
Each year, the College will conduct its own internal review of Boarding provision, 
practices and standards. The review team will comprise of the Deputy 
Headteacher (DH), Boarding Governor, and all Assistant Headteachers/Heads of 
House.  
 
Aims  
The aims of the annual boarding review are:  

• To benchmark the College’s boarding provision against the National 
Minimum Standards for boarding and Ofsted criteria  

• To evaluate our boarding provision, share best practice and identify areas 
for development  

• To provide a coherent self-review tool which can then inform the House 
System Development Plan  

• To identify any CPD needs which may arise  

• To provide a valuable opportunity for boarding staff to contribute to and 
reflect upon the College’s boarding provision  

 
Evidence  
Evidence will be obtained by the review team from the following primary sources:  
 

• Point in time survey  

• Observations  

• Staff group interviews  

• Individual interviews and Boarder interviews  

• Policies, Records and Issues to be noted as listed in Part Eight  
 
Judgements will be based on:  

• Social care common inspection framework (SCCIF): boarding schools and 
residential special schools(2017, updated October 2021) 

• Boarding Schools National Minimum Standards  
 
Report and Action/Development plan presented to Senior Leadership Team (SLT) 
and Governors.  
 

 



WYMONDHAM COLLEGE HOUSE 
CORE FEATURES 

 
INDUCTION AND ONGOING PASTORAL SUPPORT  
Boarders from all backgrounds will be welcomed with compassion and support. 
Boarders will be invited to a Preview Weekend and receive a copy of the House 
Student Guide. International Boarders and their parents will be invited to a 
Welcome Event at the start of the new academic year. Boarders will have access 
to Student Mentors and a range of residential and non-residential staff. New 
Boarders will have a designated member of staff who will take an especial interest 
in their integration. House staff will provide a brief resume of boarding progress to 
parents at the end of the first half term.  
 
ACADEMIC SUPPORT  
Students will be actively monitored, supported and encouraged to succeed. Prep 
routines will be consistent. Prep starts at 18:30 for all students. Students working 
downstairs will be encouraged to seek guidance in the first thirty minutes, allowing 
them to work more independently thereafter. Year 10 and 11 students may work 
in their dorms. Here, students will conduct a ‘Power Hour’, working without 
distraction and interruption, in essence simulating the conditions of the exam room. 
Students may work more collaboratively after this initial hour. Year 11 students 
can access specialised subject help from staff working in other Houses from 20:00, 
using the signing out process. Support in the form of Sixth Form students, 
Academic Mentors and Boarding Staff will be offered and available for all 
throughout the night. Intervention across Houses will be initiated by strategic 
analysis of performance data and outcomes will be similar. These will include 
contacting subject staff, placing students on report, establishing individual learning 
plans and targets and inviting parents into the College.  
 
RECOGNISING AND CELEBRATING SUCCESS  
There is an ethos that it is desirable to be successful, to seek personal 
improvement; success, in whatever form, will be valued. This will be celebrated 
throughout the House in many ways, some of which will be physically apparent. 
House will typically have: an achievement wall or success tracker; top 30/50 
celebration charts; special assemblies; raffles, post cards home and praise boards.  
 
THE WYM COLL DORM STANDARD  
Minimum expectations for the standard of dorm fixtures and fittings will be explicit 
and Boarders will be encouraged to report those aspects that do not reach this. 
There is an expectation that dorm areas are personalised and that a standard of 
order and cleanliness is maintained; this standard will be displayed.  



LEADERSHIP OPPORTUNITIES  
These will emerge for all students, across all year groups. A range of positions are 
available (House Captain, Academic Mentor, Pastoral Mentor, Ents Team, Sports 
Leaders) and job descriptions and expectations will be common and shared. All 
students will have the opportunity to shape the direction and ethos of their House 
through the House Councils.  
 
OPERATIONAL NON NEGOTIABLES FOR SAFETY  
To ensure the safety and wellbeing of all students, a set of key and core operation 
procedures will be rigorously maintained and supervised. These will relate to: 
parental signing in and out procedures; registering for activities and House visiting; 
medication and medical procedures; end of term and LOA documentation (all to 
be centrally produced); recording of information/House log books.  
 
CELEBRATION OF STRONG COMMUNITY VALUES  
Opportunities to be part of and develop a House/community spirit will be 
significant. Students will foster positive relationships across age/gender/ethnic 
lines and seek to mutually support each other, and those in their wider 
communities. This will be apparent in observing students living together 
harmoniously. Houses will encourage this process through sensitive induction, 
House nights and events and through student leadership opportunities.  
 



PART TWO: THE BOARDING DAY  
 

 
 
Breakfast and early morning duties – Boarding House Managers 
  
(Please note some Houses employ a bell system, some do not)  
 
06:00  Staff rise and turn off motion detectors and alarms.  
 
06:45  Check students are getting up, out of bed and washing and 

dressing. Give medication as necessary. Change bed sheets on 
designated days.  

 
07:15/07:20  Make sure students are downstairs in time for breakfast 

registration. Distribute medical cards and appointment slips where 
appropriate.  

 
 Go to breakfast and help supervise sensible behaviour and 
clearing of tables/stacking of trolley at the end.  

 
 Ensure break box is taken back to House and check pigeon holes 
for House mail/notices. Ensure dormitories are tidy in line with 
‘Dorm Check Procedures’.  

 
08:20  Ensure students are downstairs in preparation for registration and 

assembly.  
 
08:30 Lock landings.  
 
08:40  Tidy House, record House maintenance repairs for the estates 

team. Leave handover notes as necessary. Liaise with cleaners. 
Send updated electronic medical record log to Medical Centre. 
Check logbook in office for any welfare/domestic information. 
Update welfare plans.  

 
09:00  Off duty.  
 



Break duties (covered by at least 2 teaching staff and at least 1 GBA)  

• Staff arrive before the students where possible. Residential Fellows will 
always be there before the students arrive, setting out biscuits and drinks.  

• Remind students on duty of their obligations and support them in these 
endeavours.  

• One member of staff locates themselves by the biscuits, another circulates.  

• No eating or drinking in the common rooms.  

• Clear the House at 11:20 (not before as class areas are not supervised), 
lock all doors.  

 
Year 11 access to dormitories at lunchtimes will be permitted where staff levels 
permit with HOH permission but will be rescinded if abused or where staff 
shortages prevent its safe operation. Local decisions will be made between the 
HOH and the SVP but where possible access will be available.  
 
After School duty 15:45 until 17:15 (GBAs and Student Supervisors)  

• Staff are active and tour common rooms, prep room, appropriate toilets, 
courtyard and areas adjacent to the House.  

• This is a particularly good time to engage in conversation with quieter 
members of the House.  

• Do not spend this time on admin tasks, watching television, on the phone 
etc. It is a supervisory and pastoral duty.  

 
Evening duty 17:15 until 21:30  
GBAs (from 15:45) and NRBTs must:  
 
1. Arrive at the House at 17:15 and read the House logbook for an up to date 
account of all that has been happening with students, staff, trips, sporting fixtures 
etc.  

2. Circulate and be a seen presence in the House or outside.  

3. Ensure that students sign up for Tech Block computers, Art Rooms and House 
computers. Year 7, Year 8 and Year 9 can go twice a week. Year 10 & Year 11 
can go three times per week. Art students can go three times. Each House has a 
dedicated room for use in the Tech block and house staff are responsible for the 
supervision of that room. Slips should be prepared before going over to dinner.  

4. Check that everyone is accounted for in the House prep room before leaving 
for tea and students listen to evening announcements. One member of staff to go 
ahead. One member of staff to lock up House.  

5. Supervise the queue in the refectory and the general behaviour of students.  

6. Have tea, and then supervise the clearing and dismissing of the tables.  

7. Supervise prep downstairs, whilst making irregular tours upstairs where the 
Year 10s and Year 11s are working. Students are encouraged to take advantage 
of prep room support in the first half hour, so that they can work more 
independently thereafter. Staff may also be asked to grade the students working 
upstairs. Students upstairs should be in their own rooms, working in silence and 
without distraction for the first hour (Power Hour). Thereafter, more collaborative 



work is allowed. One member of staff will be allocated to duty in the designated 
computer room.  
8. After prep, supervise the House to ensure calm, sensible behaviour. This 
includes the areas immediately outside the House and the designated patrol 
zone.  

9. Ensure students have slips for House Visiting and Wymondham Life activities. 
Collect slips from students visiting from other Houses.  

10. Ensure staff allocated to run Wymondham Life activities arrive five minutes 
before students.  

11. Ensure House visitors return to their main House at correct time; Years 7-9 at 
20:30, Year 10-11 at 21:30.  

12. Check all cleaning duties have been done correctly.  

13. Make sure that the students go upstairs at the correct times; 20:45 for Year 7 
and then a year group at each fifteen minute interval.  
14. At the end of the duty make sure that the following is done:  
a. Log any information that is necessary in the House logbook.  

b. Make sure all outside doors are locked and all the windows are shut.  

c. Put furniture back in place.  
 
During this time staff are employed to care for and engage with our Boarders 
and Day+ students. They should not be preparing or marking teaching 
materials.  
 
Matron Evening Duty  
 
15:30  Put post out, check phone messages, washing, biscuits  
 
15:45  Both Matrons upstairs  
 
17:15 – 17:45  Direct students to prep room for roll call  
 
18:30 – 20:30  Matrons off duty/supporting Prep  
 
20:30  Supper  
 
20:45   Matrons upstairs, bedtime routines  
 
22:15  Would expect all lights out 
 
22:30 Last walk round 
 



Wymondham Life  
We believe that it is very healthy for Boarders to get involved with a wide range 
and variety of clubs and activities. Year 7 and Year 8 Boarders will be expected to 
attend a minimum of 2 clubs or activities after school every week. Regular 
attendance is a matter of good manners and staff can reasonably expect 
commitment from students to these activities which they are providing voluntarily. 
Registers will be taken to check attendance and Tutors and Heads of House will 
monitor attendance levels.  
 
Boarders will also have access to a wide range of activities after prep and tea. 
Activities previously offered include swimming, football, craft club, GLEE club, 
cooking for fun, Theatre club, squash and badminton and so on. Heads of House 
will encourage participation in two of these activities each week for the younger 
students.  
 
Evening Snack  
An evening snack is provided in the Houses which will normally include fruit, a 
drink, toast, yoghurt and biscuits. Each House has its own microwave and toaster 
which may only be used under staff supervision.  
 
Take away food may only be ordered for Boarders with the permission of the 
Heads of House, Deputy Heads of House or Assistant Heads of House and only 
on special occasions (Year 11s leaving for example). This must never replace a 
normal College meal. International students may order a packed tea for their 
journey at Exeat and holidays through their House.  
 
Bedtimes - Early to Bed  
With consent from duty staff and where staff levels permit, Boarders are allowed 
to go upstairs earlier than their planned bed times to read, catch up on sleep or 
wash their hair to allow time for it to dry. Permission will not be granted to large 
groups and will be rescinded where students misbehave.  
 
Overnight  
Staff are asked to investigate and act as a responsible member of staff with a duty 
of care for resident Boarders to any activity which may have triggered the alarm 
during the night. Typically, this will be student movement.  
 
Staff are not expected to challenge or physically deal with an intruder in the unlikely 
event of this ever occurring. The protection of Boarders and oneself should be the 
priority. In this situation the Police should be contacted and the alarm should be 
raised to alert all in potential danger.  
 
Intimacy  
Ostentatious displays of affection are not appropriate in public. Specifically, 
students are not permitted to sit on each other’s laps, lie on top of each other or 
share a duvet/blanket.  
 
The wearing of pyjamas is not permitted downstairs in Boarding Houses. 



Day+ students and Day++ students (sixth form only)  
Day Boarders are entitled to most of the provision afforded Full Boarders apart 
from access to dormitories. Day++ students (where this is logistically possible) 
have a dorm space upstairs in which to change and work. They may arrive at their 
Boarding House from 07:15 and stay up to 21:00 (or the bed time for their 
respective year group) in the main College Houses, Monday to Friday.  
 
After 17:15, the end of day school, Day+ students take on a similar status to 
Boarders (without the access to upstairs). For Safeguarding reasons, Day+ 
students will be required to be signed out by a parent/carer or notified adult after 
17:15 and these arrangements must be agreed with the Head of House. Day+ 
signing out procedures are consistent with those for Boarders.  
 
The Day+ fee is set annually by Governors and includes all meals, staffing and 
facilities costs.  
 
Enquiries about taking out a Day+/Day++ agreement or any queries about an 
existing agreement are, in the first instance, to be referred to the External Relations 
Officer.  
 
Day Students  
Day students are not allowed upstairs for any reason.  
 
Arrival time for Day students is from 08:00. Day students must leave the site by 
17:15 at the latest unless they are engaged in a College organised event.  
 
If students change after school for activities, they must change in the cloakrooms. 
Students must be tidily dressed before they leave the site after their activities.  
 
On Saturday, collection will be at 12:00 noon, unless students are involved in 
College or House teams. All Day students are expected to meet their commitments 
on Saturday afternoon if they have been selected for a College or House team.  
 
If for some reason a student cannot be collected at the normal time by 17:15, 
contact should be made with the Head of House in advance in order that adequate 
arrangements for their safety can be put in place.  
 
All non-lesson time is spent within the House including break and lunch. In order 
to keep administration overheads to a minimum, the costs of lunches and break 
are combined in a composite charge payable termly in advance. Details are 
notified via the Accounts Department.  
 



ADDITIONAL NOTES 
 
Laundry:  
 
The College regards this as an age appropriate personal organisation task. 
Washing should be done in accordance with the House routines and rotas. If taking 
weekend leave, dirty laundry must be washed before departure or taken home for 
washing, not left over the weekend with an expectation that it will be cleaned by 
return. Washing bags must be provided by the Boarder, preferably the mesh/sack 
style. Washing powder is supplied by the House as part of the Boarding Fee. 
Boarders may choose to supply their own preferred brand.  
 
Technology in Dorms:  
 
Music can be played at the discretion of the Head of House but typically this is a 
Year 10 and Year 11 privilege, as long as it is not audible from behind a closed 
door or out of the window. No inappropriate use of digital or analogue signals is 
permitted and students must agree and adhere to the Code of Conduct for 
Students and the expectations made clear in the Acceptable Use Agreement.  
 
Lost Property:  
 
Students must have their items labelled as this gives the College assistance in 
returning any lost and found items to their rightful owners. Items which are 
identifiable are returned to their owners via tutors, teachers or the Houses. Lost 
property which is not identifiable is held by the Staff and Parent Support Office 
where it can be reclaimed. At the end of each term unclaimed lost property is 
displayed along with Sports Department lost property in the Sports Complex for 
reclaim during lunchtime on the last day. After this, lost property may be disposed 
of or donated to charity.  
 
Money:  
 
Money should not be kept in dormitories unless locked in a student’s personal safe 
or on their person, for safety reasons. Boarders may leave money in the House 
Bank, which can be credited by cheques or payments through the ScoPay system.  
 
Food:  
 
The College Catering Manager is responsible for all food consumed on the 
premises and some Student Council members will form a Food Committee who 
will meet with the Catering Manager each half term to discuss menus and the 
catering provision. Taster sessions for these students will also be held regularly.  
 



PART THREE: WEEKENDS  
 
Weekend Leave Procedures  
There is a strict system for giving permission for Weekend Leave to ensure 
Boarder safety. Weekend Leave Forms are available from the College Office and 
distributed termly. They should be handed to the Head of House at the beginning 
of each term. If details change, Heads of House need to be informed as soon as 
possible. Phone calls are acceptable but they should contain the same information 
as the official form.  
 
Chapel  

• Chapel is normally held at 10:00 on Sunday mornings.  

• Boarders attend Chapel when on site.  

• Heads of House and/or DHOH always attend Chapel along with a member 
of the Senior Leadership Team.  

• Houses take turns to support Chapel on a rota.  

• The Chaplain will engage with the Head of House or their representatives by 
Tuesday of the week preceding Chapel to discuss and rehearse content and 
contributions from the Houses.  

• Dress Code for students will be smart/modest (no jeans, t-shirts, trainers, 
sweatshirts or hoodies). Ties are optional for boys.  

• Confirmation instruction is available during the year.  

• Alternative arrangements can be made for students seeking to worship 
elsewhere or not attend; although the inclusive nature of chapel means, in 
practice, this is rarely requested.  

 
Saturday Afternoons  
Along with inter-school competitive sports fixtures for students, there will also be 
recreational Boarder sports activities where staffing permits. HOH will encourage 
their Boarders to participate in these competitive or recreational activities or simply 
go and support the College teams.  
 
Big Weekenders  
The Boarding provision is regularly reviewed at the College and a programme of 
“Big Weekenders” for Boarders twice every half term is organised.  
 
It is hoped that parents and students will support these activities by encouraging 
students to take advantage of the additional opportunities offered and remain in 
College for these “Big Weekenders” when possible/convenient in future.  
 



Occasional off site activities  
Occasionally, and particularly at weekends, Heads of House and other House staff 
may be able to organise impromptu visits off site (to the cinema for example). To 
enable Boarders to benefit from these opportunities, parents/carers are requested 
to sign, and return to their appropriate Head of House, the permission for off-site 
activities for Boarders form issued to new students in their August mail shot.  
 
Transport  
*Boarders travelling in staff vehicles  
There may be occasions where it is necessary for Boarders to travel in staff cars, 
typically to attend dental/medical appointments off site. As part of the College 
Insurance Policy College employees are covered on a fully comprehensive basis 
when using their cars for College work. Students must travel in the back seat and 
wear a seat belt unless restricted from doing so due to medical reasons. Staff 
should always inform their line manager, Head of House or Senior Leadership 
Team on Call about the details of such trips when they are required.   
 



PART FOUR: ROLES AND 
RESPONSIBILITIES  
 
Overview  
It is the duty of all staff working in the Boarding environment to ensure that:  

• They wear their staff identification badge when on site and on duty.  

• They know the fire evacuation procedure and their role in ensuring a swift 
and safe evacuation.  

• They are aware of the College Child Protection Policy.  

• They are aware of which students have Care Plans or Welfare Plans, and 
where this information resides  

• They know where to find College documents (significantly, but not 
exclusively, the missing child procedure, medication procedure, health and 
safety guidance)  

• They are aware of the Boarding House Development Targets that form part 
of the broader strategic plan for developing Boarding  

 
When in Doubt  
Perhaps most significantly, staff should be aware of who can answer the question 
or problem posed that they are unable to with entire clarity themselves.  
 
ALL PERTINENT POLICY DOCUMENTS EXIST IN PART EIGHT OF THIS 
MANUAL AND SHOULD BE READ AND REFERRED TO AS NEEDED.  
 
“Knock, announce and enter”  
In order to avoid any embarrassment to Boarders unless there are good health 
and safety reasons to the contrary (fire/Boarder safety concern) staff will knock, 
loudly announce their intention to enter, pause to allow time for anyone to cover 
themselves and then enter when going into a dormitory.   
 



Staff Protocols When on Duty  

• Staff must not allow themselves to be alone in an isolated part of the House 
with a student.  

• Staff must not be over familiar with students or engage in 
communication via social networking sites or personal mobile phones. 
(Please see Safeguarding Policy for further details).  

• When conducting interviews with students, staff must have another member 
of staff with them.  

• Staff must remember their professional boundaries.  

• Professional integrity must be maintained. ln the Boarding House 
relationships, conversation and dress can seem more relaxed. Staff must 
make sure that they are consistent.  

• Staff must keep their private and College life separate. Students will ask 
questions.  

• Staff must establish boundaries with students and stick to them – it is very 
difficult to change once they have been established.  

• Staff must apply College rules consistently.  

• Staff must not show favour, confer privileges or give gifts for students.  

• Staff must not forget “Duty of Care” – Staff must ask themselves the 
question: Who is responsible for the students at this precise moment? If it is 
not them, who is it?  

• Staff should learn names as quickly as possible.  

• Staff must have had Safeguarding training.  

• Staff must not promise to keep secrets.  
 
Further Advice for Upstairs  

• Under no circumstances should a student come into a Graduate Boarding 
Assistant’s flat. If in a Matron’s flat, the door should be kept open for 
Safeguarding reasons.  

• Do - knock on doors, pause and announce your intention to enter 
before entering unless there is a perceived Health and Safety or Duty 
of Care reason not to do so.  

• Do not shut the door after you have entered a dormitory.  

• Do not sit on a student’s bed.  

• Do not enter showers/toilets unless there is a problem.  

• Dress appropriately at all times.  
 



Boarding Staff Job Descriptions/Roles – Brief Overview  
 
For a comprehensive account of job roles and job descriptions, please 
refer to Part Seven of the Manual.  
 
Each Main School Boarding House has:  

• a resident Head of House (HOH) and Deputy Head of House (DHOH) who 
are responsible for the leadership and management of approximately 85 
Boarders (main school) and another 100+ day students.  

• a non-resident Assistant Head of House (AHOH) post to support the Head 
of House and Deputy Head of House who will take on particular areas of 
responsibility and developments within the House.  

• Graduate Boarding Assistants (GBAs), who are support staff and reside in 
self-contained flats in the Boarding House and support the Head of House 
and Deputy Head of House.  

• a Matron team who divide their week up to support students with pastoral 
care and health concerns. There are usually two matrons on duty in the 
evening and overnight.  

• Student Supervisors and Lunchtime Assistants who will supervise and 
support students in House during breaks and lunchtimes.  

• dedicated Non-Resident Boarding Tutors working from 17:15 – 21:30 to 
support the pastoral, academic and communal welfare of the Boarders.  

 
Lincoln has a variation of this pattern:  

• Head of House (HOH) – has overall responsibility for the care and wellbeing 
of the boarding and day students when in their care. They also lead and 
manage all the House staff listed below.  

• Deputy Heads of House (DHOH) – deputise for the Head of House, lead a 
tutor group and form close relationships with all students in their House.  

• Boarding Managers (BMs) – deputises for the Head of House and forms 
close relationships with all the students.  

• Assistant Head of House (AHOH) – deputise for the Head of House and will 
take on additional areas of house responsibility such as house VLE, 
monitoring activities, peer mentoring, house content on the website, 
newsletters.  

• Graduate Boarding Assistants (GBAs) – these are staff who sleep in 6 nights 
per week to enhance overnight staff cover and who carry out boarding duties 
in the evenings and at weekends.  

• Non-Resident Boarding Tutors (NRBTs) – these are teaching and support 
staff who do not sleep in but carry out pastoral and supervisory duties in the 
Boarding Houses in the evenings.  

• Deputy Boarding House Managers (DBHMs) – have a key role in the pastoral 
care and wellbeing of Boarders in the House particularly at bedtimes, 
overnight and at wake up time. They also oversee the 
domestic/housekeeping matters in the House.  

 

 



PASTORAL SUPPORT OF BOARDERS  
 
Pastoral support is available on a daily basis, formally and informally, to all our 
students. The College policy is that Boarders can seek advice and support from 
any adult, typically this would be their Head of House, Boarding Manager or 
another member of the House staff.  
 
A list of “Who can I speak to?” contacts is posted in every House and is recorded 
within student journals. Numbers for the College Independent Listener and the 
Children’s Commissioner are detailed.  
 
The College enlists the services of a Wellbeing Manager who can be accessed 
through referral from their Head of House. Typically parents/carers are asked to 
submit written consent for their son/daughter to see a counsellor. However, where 
students are deemed to be ‘Gillick Competent’ and do not wish parents/carers to 
be informed, written consent will not be required.  
 
Other forms of pastoral support available are listed below:  

• Learning Support Staff – for behaviour, learning, educational psychologist 
support.  

• Independent Counsellors – for behaviour, social and personal support.  

• Wymondham College Medical Centre – for sexual health, substance abuse, 
medical, hygiene support.  

• Independent Listener – for any type of support.  

• The College Chaplain – for bereavement, faith, relationship support.  

• Matrons and Boarding staff – for friendship, personal, educational support.  
 
Where a member of staff is approached by a student with a concern or need 
then it is incumbent upon that member of staff to act, refer and follow up so 
that the student is reassured that his or her voice has been heard and action 
has been taken.  
 



Performance Management of Boarding staff  
 
Heads of House will typically be line managed by the Deputy Headteacher 
(Behaviour and Boarding). Deputy Heads of House and Assistant Heads of House 
will have Boarding Performance Management meetings with their Head of House.  
 
Teachers/Non- resident Boarding staff/Resident Fellows  
All staff who have boarding duties will have an annual review meeting with their 
Heads of House or Deputy Heads of House who will report the summary of this 
meeting and any training needs and/or boarding objectives to the Headteacher.  
 
Nurses  
Undergo annual performance reviews with the Lead Nurse on standard pro formas 
using their job description as a point of reference. The lead nurse is line managed 
by the Assistant Headteacher (Safeguarding).  
 
Matrons  
Undergo annual performance reviews typically with their Head of House or Deputy 
Head of House or Houseparent on standard pro formas using their job description 
as a point of reference.  
 
Role of Boarding Governor  
Our current Boarding Governor is Adrian Underwood OBE. He is a member of the 
Governing Body. Adrian has been a Housemaster and, for 22 years was 
Headmaster of a boarding school. He completed his full-time professional career 
as National Director of the Boarding Schools’ Association from 1998 to 2006. He 
is now a lead inspector and an educational consultant.  
 
Adrian works closely with the Deputy Headteacher and the Heads of Houses and 
attends each meeting of the Boarding Parents’ Forum. He also manages, in 
partnership with the Deputy Headteacher, the College’s internal boarding audit 
programme, the Annual Boarding Review.  



STUDENT ROLES  
 
House Councils  
House Councils meet regularly as arranged by the Heads of House. Boarding and 
Day representatives from each tutor group are appointed to the House Council 
which discusses House issues and makes suggestions to the Heads of House. 
There is often a student chairman and minutes are taken which are circulated to 
members and displayed in House. Members of the Headteacher’s Council also 
attend House Council meetings and report back to the Headteacher any significant 
issues raised.  
 
School Council  
Each House contributes two members to the School Council, which meets 
fortnightly to discuss broader student initiatives and ideas. The School Council is 
chaired by members of the Headteacher’s Council. Thus, student voice works 
within houses, across houses and to and from school leaders.  
 
Student Leadership Opportunities in the Main School  
All student leadership positions have the following over-arching mission statement:  
 
Student Leaders will act as role models for all students, setting high standards of 
dress, behaviour and attitude and promoting the ethos of the House. This will 
involve proactively working to achieve a high profile within the student body. 
Student Leaders will represent and speak for all students in the House and support 
and prepare activities that both encourage and support the wellbeing of others. 
Student Leaders will provide a very positive public profile for the House.  In a 
typical year the following roles will be part of the leadership and service 
opportunities available to students:  
 
House Captains  
Marketing Ambassadors  
House Entertainments Officers  
Peer Mentors  
Academic Helpers  
House Council Members  
 
These roles will be reviewed annually and additional roles may be created mid-
year in line with the particular interests of students and the ongoing running of the 
Houses. All specified roles will have a Job Description specifying Main Duties and 
the Personal Qualities best suited to making the roles work. There will also be an 
application process for each of the roles to ensure that students feel a commitment 
to the role they are undertaking.  
 
Full details of Student Leader job descriptions can be found in Part Seven.  
 



PART FIVE: PARENTS AND 
COMMUNICATION 
 
Contacting the House  
The College Office is a dedicated central point of contact for parents to use from 
08:00 until 16:00 Monday to Friday. The number is 01953 609075. Outside of 
these times the Heads of House may be contacted via the House office numbers 
and/or email addresses. These will be communicated to parents/carers by Heads 
of House at the start of the year. Please note that in most instances, the Tutor 
should be the first point of contact unless the issue is very house specific. Where 
House staff are unavailable to answer the phone, a message may be left and a 
member of staff will respond in the shortest possible time but at the longest within 
24 hours.  
 
At signing out on a Saturday lunchtime and signing back in on a Sunday between 
7pm and 8pm there will always be a Head of House or Deputy Head of House, 
available to enable regular informal contact with parents/carers. Similarly, a Head 
of House or Deputy Head of House will be in attendance at the start and end of 
term and on Exeat Fridays after 16:00.  
 
All new boarders will receive House handbooks. Full contact details for each 
House will be posted on the College website.  
 
Educational Guardians  
The College is closed for all students, including boarders, during the published 
holiday times identified in the annual term dates, published by the Governors in 
the autumn term prior to the next academic year. Students may stay at Exeat 
weekends but must book this through the College Office who will also advise of 
charges apply.  
 
It is the responsibility of the parents/carers of each boarder to make their own 
arrangements for any guardianship arrangements for their daughter or son which 
may be necessary when the College is closed. These guardian arrangements must 
be submitted to the External Relations Office prior to entry and any subsequent 
changes must be notified in the same way. Annex 9 to the Child Protection and 
Safeguarding Policy also expands on the expectations of guardians.  
 
Travel arrangements for international students (and others undertaking 
significant unaccompanied travel within the UK)  
The College is proud to have a significant cohort of international students from 
many different countries. It is recognised that these students face challenges 
which many other boarders do not. To promote and safeguard the welfare of 
international students, it is essential that the following is adhered to:  



 

• All international students must have a guardian appointed by parents/carers 
who will be the College’s point of contact in mainland Great Britain should 
an emergency arise. The guardian is also expected to accommodate any 
international student who is ill as the College’s medical centre only deals with 
short-term ailments. The guardian must be at least 21 years old, be available 
to act at short notice and live within a reasonable travelling distance of the 
College.  
 

• Unless accompanied by their parents/carers, international students in their 
first term at the College must be collected at the airport by their guardian and 
be transported to the College by them. The guardian (or parents/carers) must 
also take personal responsibility for collecting international students at 
Exeats and half term during the first term. At the end of the first term, 
international students must be collected and signed out by their guardian or 
parent/carer and transported to the airport.  

 

• Thereafter, at Exeats and holidays (including half term holidays), 
parents/carers must have suitable transportation and accommodation 
arrangements in place. The College normally expects guardians to take 
charge of international students at this time, but if this is not possible, it is 
the responsibility of the parent/carer to put in place a robust travel and 
accommodation plan and notify the Head of House of the arrangements in 
writing at least one week in advance of departure.  

 

• Students under the age of 16 must have the explicit permission of 
parents/carers or guardians to leave the College and travel unaccompanied. 
It will not normally be acceptable for students under the age of 14 to make 
long or complicated unaccompanied journeys by public transport.  

 

• Parents/carers should note that National Express coaches do not carry 
passengers younger than 14 unless they are accompanied by a responsible 
person aged 16 or over.  

 

• National Rail offers the following guidance to parents when planning 
journeys for unaccompanied children:  

 
Young children are safer if they travel with an adult or friends, but you can prepare your 
child for travelling by train by explaining:  

• Train times and the details of the stations that they need to change at;  

• That it's best to travel in busier coaches, so that they can get help if needed; 

• How dangerous the railway can be - stand back from the platform edge, never try 
to get on or off a moving train, don't run on platforms and to mind the gap or step 
when getting off the train;  

• That announcements at stations and on the train will help make their journey 
easier;  

• The dangers of talking to strangers;  

• Who to approach if they are in difficulty or are lost;  

• How to recognise railway staff and the police. 
 



• It is the responsibility of the parent of an international student to book the 
correct airline ticket and to ensure they have fully acquainted themselves 
with their particular carrier’s rules regarding unaccompanied minors. Many 
airlines require a responsible adult to be present at departure and upon 
arrival to collect the unaccompanied minor. Particular regard should be paid 
to code-share flights when one airline’s rules may be different from the 
carrier through which the ticket was booked.  

 

• The College has a senior manager who is always available in emergency 
situations. All international students (and their parents) should store the 
emergency contact number on their mobile phones. It should also be carried 
with travel documentation. The emergency contact number is +44 (0)1953 
609080. It may be used where an international student runs into serious 
difficulty when travelling to or from the College or when staying with 
guardians in the UK at weekends or Exeats. This service is a fail-safe service 
and is not a substitute for making adequate arrangements, including 
insurance, for international students at this time. 

 

• Where it seems to the Headteacher or the senior manager on duty that 
adequate arrangements have not been made by a parent/carer or guardian 
to safeguard the interests of a student, the College reserves the right to 
intervene and to make arrangements for the safe transportation and 
accommodation of students. If this is necessary, the College will levy a 
charge of £500 per night for accommodation and £1000 per 24 hours (or part 
thereof) of staff time against the students’ boarding fee account. It may also 
be necessary to make a referral to Children’s Services.  

 
International Students - Guardianship Arrangements  
The College cannot recommend or arrange guardianship services. The College 
strongly recommends that Parents appoint a reputable guardianship 
organisation that is accredited by AEGIS (the Association of Educational 
Guardians for International Students). AEGIS is the national body for monitoring 
and regulating the welfare of international students and provides accreditation of 
guardianship organisations in line with the National Minimum Standards for 
Boarding and guidance from Ofsted.  
 
The Website for AEGIS is: www.aegisuk.net where you will find a list of 
accredited member agencies.  
 
Travelling From College with Someone Other Than a Parent/Carer  
Parents/carers must notify the appropriate Head of House of the end of term/Exeat 
and of weekend leave travel arrangements by the Tuesday prior to departure, at 
the latest, on the appropriate forms which are distributed termly and are available 
on the Parent Portal on the VLE. Written permission must be received by this time 
if a boarder is to leave College with someone other than their parent/carer.  



Where possible it is advised that students travelling via train/bus/plane/taxi under 
16 years of age are accompanied by someone 16 or over.  
 
Pick up and Return times 
ARRIVAL TIMES DEPARTURE TIMES  
DAILY  
Day: Not before 08:00 Day: 17:15*  
Day+ students: Not before 19:15 Day+ students: 21:30  
[or year group bedtime if earlier]  
 
EXEAT RETURN EXEAT DEPARTURE  
Day: As above Day: up to 16:15  
Day+ students: As above Day+ students: up to 16:15 
Boarders: 7pm-8pm Boarders: Between 16:15 & 17:00  
[if returning the day before term recommences]**  
 
HALF TERM RETURN HALF TERM DEPARTURE  
Day: As above Day: up to 16:15 
Day+ students: As above Day+ students: up to 16:15   
Boarders: 7pm-8pm Boarders: Between 16:15 & 17:00  
(in full school uniform) (in full school uniform)  
[if returning the day before term recommences]**  
 
START OF TERM ARRIVAL END OF TERM DEPARTURE  
Day: As above Day: up to 13:30  
Day+ students: As above Day+ students: up to 13:30  
Boarders: 16:30-17:30 Boarders: Between 12:30 & 14:30  
(in full school uniform) (in full school uniform)  
[if returning the day before term commences]  
 
* The Headteacher may require a day student or day boarder to leave the site 
straight after lessons for disciplinary or other reasons.  
** No food is available at the College on these evenings. 
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Daily Routines 
 
Weekends  
 
SATURDAYS  
07:45 Rising call  
08:00 - 08:30 Breakfast  
09:00 House ‘quiet study period’ starts  
10:45 – 11:00 Break  
12:00 noon ‘Quiet study period’ ends; departure for weekend leave and absit 
 
12:00 – 12:30 Lunch  
15:45 - Afternoon tea  
17:00 – Evening meal – either in Lincoln or Refectory  
21:00 Supper  
21:45 Student duty team checks  
By 22:15 all students upstairs, bedtime routines; house locked.  
 
SUNDAYS  
9:00 Optional breakfast – please inform Boarding House Managers  
9:45 Y12s assemble for Chapel (Year 13s optional)  
After Chapel Morning break. Absit begins  
12:45 Lunch – either in Lincoln or Refectory  
15:45 Afternoon tea  
17:15 - 17:50 Evening meal – either in Lincoln or Refectory  
19:00 – 21:00 Return from weekend leave and Absit (19:00)  
21:00 Supper  
21:45 Student duty team checks  
By 22:15 All students upstairs, bedtime routines; house locked  
22:30 Students in own rooms;  
22:45 House quiet; intruder alarms set  
 
 
ABSIT 
 
Absits to Norwich, Wymondham or Attleborough  
Tuesdays, Wednesdays Thursdays from 16:00 - 18:00. 
Year 12 and 13 students may visit the above city/towns during these hours. 
 
There is no specific College transport for this purpose and students must use one 
of the following travel options:  
- the bus to Norwich that leaves the College at 16:10. 

- drive themselves if they have a car.  



- be driven by another student but only with prior parental consent and with the 
approval of Lincoln staff.  
 
Students are responsible for ensuring that they return by 18:00. They must sign 
out/in as usual and conduct themselves appropriately.  
 
Saturday Absits  
Sixth Form students may ask for weekend absits to Norwich, which last from 12 
noon until 21:30 on Saturdays and after chapel until 19:00 on Sundays. School 
activities, such as sporting fixtures, take priority over absits and weekend leave, 
and school rules (no smoking, alcohol, etc) apply. 
 
Prior consent from parents/guardians must be given to enable a student to leave 
the site as outlined above.  
 
All normal College rules apply when students are on absit. If abused, the absit 
privilege will be withdrawn.  
 

 
Ambassadorial Conduct  
Sixth Form students are reminded that they are to behave as ambassadors for the 
College in the approach they take to their lives here. They must be aware of the 
explicit and implicit leadership roles they play by virtue of their seniority among the 
student body. This affects a large part of their time at the College and life in the 
Sixth Form, and should be reflected in both their appearance and conduct.  
 
Baths, Showers  
These should not be used during school-time (from 08:25 – 15:45), in prep time 
during the week (18:30 – 21:00) or during private study time on Saturday mornings 
(08:45 - 12 noon). Showering should also not take place after 10:15. When moving 
between bedroom and bathroom or shower, students should always be dressed 
decently, and wear footwear.  
 



Breakages  
A responsible approach to the fabric of the building and its contents is expected, 
especially as the building is open, used and peopled all day. Where breakages or 
damage occur these must be reported immediately to a member of staff on duty 
so that repair or replacement can be initiated. Senior House staff reserve the right 
to charge those responsible for damage or breakages, whether repairs are dealt 
with by our own caretakers or external contractors.  
 
Chapel  
The protocols outlined earlier in the Manual apply to the Sixth Form too.  
 
Additional information:  
Year 12 students attend Chapel on Sunday mornings and/or evenings if they are 
staying for the weekend. For Year 13 a student’s attendance is optional, but all 
students remaining in boarding are expected to attend the major services, such as 
Remembrance Sunday, Founders’ Day and the Valedictory Service. When it is the 
Sixth Form’s turn to host the Chapel service, students are asked to help with 
welcoming visitors to the House afterwards, and to assist with refreshments. 
During the week all Sixth Form students attend a Chapel service as shown on the 
rota 
 



 

Common Rooms and Kitchens - Upstairs  
In the Year 12 area of Lincoln there are common rooms - one for boys, one for 
girls - are available upstairs if space permits. The Ralphs common rooms are on 
landing D for the girls and landings A and C for the boys. All students have access 
to refrigerators, microwaves and kettles to make light snacks and there is ample 
ironing equipment available. (See ‘Food’ section to follow). Common rooms are 
made homely with sofas, beanbags and soft furnishings and all have televisions 
and DVD players. Students using these facilities are expected to keep the rooms 
and equipment in good order, rather than relying on others to clear up. Tea, coffee, 
sugar and washing-up liquid are provided. Health and Safety regulations mean 
that meat products are not to be stored in the refrigerators. Students are 
responsible for the cleanliness and hygiene in these areas.  
 
Computers  
Over 50 house computers are available to all students for word processing and 
other uses, subject to the College ICT Acceptable Use Policy. They are available 
throughout the day and are a core part of the house’s academic and leisure 
provision. They are not to be used for computer games, other than those installed 
by the College. Students may bring their own computers, subject to the conditions 
of the College licence. (See ‘Laptops’ section to follow). Any inappropriate use of 
computers may result in withdrawal of access to them and the College reserves 
the right to confiscate laptops, dongles etc. and have them sent home, if their use 
is deemed to be in contravention to the College licence.  
 
Dorms  
 
a. Boarders in the Sixth Form have constant access to their dorms. The building 
is not locked at all from 07:00 – 22:15. In that sense there is a great trust placed 
on all students to respect boundaries and privacy. There are always at least 2 
responsible adults in the building at any time.  
b. The access to dorms gives boarders control over their own bedtimes, and 
boarders are entitled to go to bed any time after prep finishes at 21:00 but no later 
than 22:00 (Year 12) or 22.15 (Year 13).  
c. Students are responsible for the ongoing condition of their dorms and the items 
within it. An inventory is made at the start of the academic year, and students will 
be held accountable for any deterioration from this.  
d. We encourage students to personalise their dorms. This needs, however, to 
bear in mind the need to leave the fabric of the room unaffected. It needs also to 
respect the fact that dorms must not display inappropriate visual material or 
displays that could cause offence.  
e. Rooms should be kept clean and tidy. Consideration needs to be shown to the 
cleaners, who have a very difficult job to do as the house is in constant occupation.  
 



Throughout the week the floors should be kept clear and shelves and desks tidy 
to enable cleaners to vacuum on a regular basis and to access sinks and bins. All 
surfaces should be cleared before leaving for Exeat weekends and longer breaks 
and on some occasions rooms may need to be completely emptied, for example 
during College holidays. Students will always be given prior warning of this.  
 
Day++ students 
The protocols outlined earlier in the Manual apply to Sixth Form life too.  
 
Additional information:  
Only Day++ students have access to dorms upstairs. When working downstairs, 
students should work independently. If a dorm becomes available, a student may 
apply to rent this on a week by week basis. Priority for this will go to Year 13 Day++ 
students. Day++ students should use the signing in and out sheet on the Lincoln 
reception so that duty staff are aware of who is in the House each evening.  
 
Day Students  
The protocols outlined earlier in the Manual largely apply to Sixth Form life too. 
  
Exeats and Half-terms  
Senior House staff and Boarding House Managers must be fully informed of all 
arrangements, ideally by form or letter. 
The main signing out time is 15:45 on Fridays and return time is between 19:00 
and 21:00 on Sundays (Mondays on Bank Holidays), unless otherwise agreed with 
House staff. 
Arrangements for staying in the ‘Exeat house’ must be made in good time to 
ensure there is space.  
 
 
Uniform  
The College focuses heavily on ensuring that Sixth Formers look smart, modest 
and are dressing for, in effect, a day at work. The Sixth Form Dress Code is 
designed both to outline the core requirements that are associated with the 
formality we wish to foster in students’ approaches to academic life, while also 
allowing students a degree of independence and flexibility in choosing elements 
of their uniform in a way they have not been able to do at Main School level. We 
do not specify suppliers.  
 
The basis of the Sixth Form Dress Code is Smart Business Wear 

• Tailored suit with a formal button fronted collared shirt and tie. 

• Tailored skirt or smart tailored trousers with a jacket and smart, formal top, 
or a smart tailored dress. Skirts should be modest in length, approximately 
a maximum 3 inches above the knee. 

• No tight trousers or tight / stretchy skirts are allowed. 

• Footwear must be formal and dark in colour. No trainers, canvas shoes or 
open toe shoes. 

• Smart jumpers may be worn under suit jackets in cold weather. 



• Coats may be worn outdoors in winter months, over jackets and be dark in 
colour. 

• No casualwear, beachwear, leathers, denim, trainers, military wear, sweat-
shirts,hoodies or baggy jumpers are permitted. 

• Make up and jewellery, where worn, should be subtle. No facial piercings 
are permitted. 

• Hair should be of a natural colour. 

• No casual wear, beachwear, leathers, denim, trainers, military wear, 
sweatshirts, or hooded tops are permitted.  

• Belts, if worn, must be conventional in appearance.  

• Makeup and jewellery, where worn, should be subtle and there should be no 
visible body piercing, apart from earlobes, (single stud earrings).  

• No extreme hairstyles, and hair should be a natural colour.  

• All students must follow the reasonable requests of staff with regard to 
appearance. Refusal to adhere to the Sixth Form Dress Code will be 
considered a breach of College rules and will be sanctioned.  

 
 
Casual clothing may be worn once the formal day has ended. Clothes should be 
in good condition and modest in style. Staff reserve the right to ask a student to 
change, should their clothing be considered unsuitable.  
 



Additional information:  
a. Many day students drive to College. Please see ‘Motorised Vehicles’ section 
below for clarification.  
b. If a day student has no timetabled lesson period 4 or 5, he or she may, with prior 
parental permission and College consent having been granted, leave site. The 
Assistant Headteacher (Sixth Form) writes to parents of day students in the first 
Autumn half-term to seek parental consent.  
c. Day students that arrive late to College must report to the Sixth Form Attendance 
and Welfare Officer in the Lincoln Atrium Office.  
d. Day students are expected to take a full part in all activities. They are welcome 
at all organised functions, but must respect the privacy of the boarding students 
and not go upstairs. A charge may be made for a day student attending a function 
funded by boarding fees/House funds.  
e. Meals can be obtained by Sixth Form day students by purchasing a lunch ticket 
in advance from the College Office at break-times. This allows a day student 10 
meals, either from the Salad Bar or the hot serving hatches. These do not have to 
be taken on consecutive days and flexibility is accepted. However, no day student 
will be entitled to a meal without a ticket. Day students may also bring in packed 
lunches, and eat these in the Atrium. They may also enjoy occasional evening 
meals as may be required by a College commitment. A ‘one off’ ticket can be 
purchased from the College Office or the student’s weekly meal ticket can be 
clipped.  
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There are over 400 Sixth Formers in Lincoln Ralphs, of whom almost 200 are 
boarders and day boarders. Senior staff are the Assistant Headteacher – the Head 
of House, the Deputy Head of House and two Boarding House Managers. 
Additionally, there is an Assistant Heads of House and three Deputy Boarding 
House Managers. Formally, in residential terms there are two Boarding House 
Managers for Year 12 and two for Year 13. Informally, any Boarding House 
Manager will attend to helping any student.  
 
Boarding Staff Job Descriptions/Roles – overview  
The structures and responsibilities are largely those of the rest of the College.  
There are, however, variations in scale and some elements of staffing between 
Lincoln Ralphs and Main School Houses.  
 
 
Duties for Boarding House Managers/Deputy Boarding House Managers  
06:00: Rising time  
06:30: Un-setting Movement and People Sensor alarms  
06:30 – 07:00: Preparing for the breakfast roll-call/checking downstairs/ circulating 
on landings  
07:00 – 08:00: Supervising breakfast/ensuring students are registered at breakfast 
and chasing up if not/attending to clear-up rota and supervision/dealing with 
student issues, e.g. medical issues. At this point, it will not require all four 
Managers to be downstairs throughout. Two can be upstairs, one in each boarding 
area, to ensure students have attended breakfast and to monitor students 
returning upstairs.  
08:00 - 08:30: Supervising upstairs and ensuring students are prepared for the day 
and sent to registration/assembly/Chapel on time.  
08:30: Registration and Assembly or Chapel or Tutor Period  
08:55 – 10:00: 
Liaison with cleaners or maintenance team or Medical Centre as required 
Prepare handover notes as required 
Monitor student departure to lessons 
Domestic tasks within each of the respective boarding areas  
NB: There are only rising bells or assembly warning bells in Lincoln. However, 
students are responsible for getting up and to the required places on time.  
 
c) After school staff duty  
15:45 – 17:15  
• Supervise afternoon squash and biscuits  
• Monitor all the ground floor house areas and external house areas and supervise 
behaviour  
• Monitor the upstairs boarding areas and supervise behaviour  
• Ensure quiet study areas are kept as such  



• Take any phone messages as appropriate – a member of staff should have the 
portable phone in possession at all times  
• Engage with students (see below)  
 
Staff should try to engage with students on academic, pastoral and social levels. 
Positive interaction invariably leads to greater cooperation and a cohesive and 
manageable environment for all.  
The core aspect of the member of staff’s duty is supervision and ensuring good 
order and safety, as in the Main School. Please ensure that appropriate activities 
take place in the specified areas – e.g. no ball games in Piazza – space is available 
behind the curved wing and this should be supervised at least intermittently.  
 
Daily Sixth Form House Routines: Weekends  
 
SATURDAYS  
07:45 Rising call (by duty students)  
08:00 - 08:30 Breakfast  
08:45 House ‘quiet study period’ starts  
10:45 – 11:00 Break  
12:00 noon ‘Quiet study period’ ends; departure for weekend leave and  
 
Absits  
12:30 – 12:50 Lunch  
15:45 Afternoon tea  
15:15 – 15:50 Evening meal – either in Lincoln or Refectory  
21:00 Supper  
21:45 Student duty team checks  
By 22:15 all students upstairs, bedtime routines; house locked.  
 
SUNDAYS  
9:00 Optional breakfast – please inform Boarding House Managers  
9:45 Y12s assemble for Chapel (Year 13s optional)  
Times may vary each weekend – see rota  
After Chapel Morning break. Absit begins  
12:45 Lunch – either in Lincoln or Refectory  
15:45 Afternoon tea  
17:15 - 17:50 Evening meal – either in Lincoln or Refectory  
19:00 – 21:00 Return from weekend leave and Absit (19:00)  
21:00 Supper  
21:45 Student duty team checks  
By 22:15 All students upstairs, bedtime routines; house locked  
22:30 Students in own rooms;  
22:45 House quiet; intruder alarms set  
 
 
 
 
 



Exeats and Half-terms  
Senior House staff and Boarding House Managers must be fully informed of all 
arrangements, ideally by form or letter. This is particularly important given that 
some Sixth Formers will be entitled to leave early on a Friday if they have no 
academic commitments. Parental and staff consent must be formalised for this. 
The main signing out time is 15:45 on Fridays and return time is between 19:00 
and 21:00 on Sundays (Mondays on Bank Holidays), unless otherwise agreed with 
House staff. If a student expected back on Sunday night has not arrived by 21:00, 
House staff must telephone parents or guardians to establish the reason. Students 
should therefore take responsibility for giving the correct information and for 
informing House staff if there are unavoidable changes to their arrangements. 
Arrangements for staying in the ‘Exeat house’ must be made in good time to 
ensure there is space.  
 
Fire Evacuation Orders  
For Lincoln the assembly area is outside the Dining Room on the tarmac area 
facing Kett/Peel 
For Ralphs Building the assembly area is on the hard court basketball area 
adjacent to Peel. Both assembly points are clearly labelled.  
 
Food   
 
Breakfast offers a range of cooked options as well as fruit, yoghurt, cereal and 
toast. Students are responsible for clearing their own tables and for maintaining a 
civilised atmosphere for all to enjoy. At the start of breakfast a register of 
attendance is recorded. It is therefore compulsory to attend apart from on 
Sundays, when students may have an extended lie in if they wish. Other snacks 
are provided at break and after prep and there are hot and cold drinks from vending 
machines throughout the day.  
 
All boarders and day boarders take their meals in Lincoln. Day students also take 
their lunch in Lincoln. 
At weekends, on some occasions, the other Houses come across to Lincoln for 
meals and on other occasions Sixth Form students go to the Refectory for 
Saturday evening and Sunday’s meals. This is dependent on whole school 
numbers each weekend.  
 
Additionally, there are cooking facilities upstairs in each area of the boarding 
House. Students have access to a microwave, kettle and fridge. 
 
Occasionally students wish to order a takeaway meal – this must only be done 
with prior consent from the Heads of House, Deputy Heads of House, or Boarding 
House Manager on duty, and must be delivered no later than 21:00.  
 
 
 
 
 



Wymondham Life 
Extra-curricular Activities and Sixth Form Student Leadership  
The opportunities available to Sixth Form students are vast. A strong focus on 
Student Leadership in the Sixth Form lies behind many of the extra-curricular 
opportunities named below. 
  
All students are encouraged to take an active part in extracurricular activities. If 
activities take place during prep time, students must make arrangements to get 
their work done at other times. Occasionally students have commitments outside 
of the College, such as sports clubs, music lessons etc. Parental approval should 
be given and students should be mindful that such regular activities do not impact 
on their academic studies.  
 
The Headteacher’s Council (Year 13) 
JCR12 & JCR13 (Student representative councils)  
Student Subject Leaders (Year 13) 
School Council 
Clubs and Societies and Sports – many and various  
Chapel  
The Food Committee and Lincoln Food and Dining Group  
The Student Council  
Enterprise Group  
The College Magazine  
Paired Reading Scheme  
Competitive Sports Training  
Recreational Sport  
Debating  
Public Speaking  
Amnesty International  
Working with the various Specialists in Residence  
Charitable events  
 
 



THE SIXTH FORM BOARDING 
MANUAL – DAY STAFF COPY 
 
Sixth Form Tutor Duties:  
Monday: Cavell 
Tuesday: Fry 
Wednesday: Kett 
Thursday: New 
Friday: Peel 
 
a) Morning break staff duty  
Morning Break – 11:05 – 11:25  
• Arrive as close to 11:05 as possible  
• Supervise canteen queue and general behaviour  
• Food should not be taken out of the dining areas  
• Sitting on tables is discouraged, as we eat off them  
• Locate day students on duty   
• Ensure all eating areas are left clean and tidy – Year 12 duty team clear the dining 
room and Year 13 the Atrium  
 
NRBTs duties – 16.15 – 20.30 or 17:15 – 21:30 
 



General Approach  
Good evening supervision is essential if Sixth Form life is to be effective. It is 
important that staff arrive with a positive approach to spending time with the 
students and that this remains the priority throughout the evening’s duty. Being 
part of a team responsible for a house of over 200 boarders means that staff need 
to remain proactive throughout their time in the house.  
• Tour the ground floor, upstairs and outside;  
• Check cloakrooms and toilet areas occasionally;  
• Engage with students;  
• Develop positive relationships;  
• Help with academic and social problems/issues;  
• Encourage good behaviour;  
• Ensure the fabric and fixtures within and around Lincoln Ralphs are treated with 
respect and that good order is maintained;  
• Please be proactive throughout the evening, maintaining a strong, visible 
presence.  
• Curriculum planning and marking of books are not appropriate activities during 
the duty.  
 
e) Evening meal time (17:00 – 18:00)  
This is an important occasion within the day. Monitoring the queue and the dining 
room provides a useful opportunity to engage with students casually and subtly. 
Y13 students only will assemble at 17:00. Year 12 students may queue from 17:30. 
Staff may eat together and this also provides a very useful and pleasurable 
opportunity to catch up and exchange information about students and the House. 
Half the duty staff will eat at 17:00 and then monitor the house from 17:30 
onwards, while the other half will monitor the House initially and then eat at 
17:30. This information is marked on the staff duty rota displayed behind the 
Lincoln reception desk. Duties include:  
• Monitoring entrance to ensure students do not ‘queue jump’  
• Engaging with students whilst supervising the queue and general behaviour  
• Circulating through the other communal rooms downstairs  
• Circulating upstairs and outside as appropriate  
 
f) Prep (18:00 – 20:30)  
Securing effective student prep each evening is crucial. This lies at the core of our 
responsibility to boarders. It requires staff to be extremely proactive in engaging 
with and monitoring students throughout the 2½ hours. Staff should not assume 
that quietness necessarily means that good prep is taking place and must be 
vigilant in assessing how well a student is using his/her time. Securing a quiet 
atmosphere is, however, a precondition of a good evening’s prep and staff must 
ensure this happens. In the vast majority of cases students should be working 
independently. Collaborative work is discouraged and should be requested 
enabling staff to judge whether it is a requirement or not.   
 



The prep hours also allow excellent opportunities to engage with students one-to-
one, although staff must not forget the wider responsibility to monitor the whole 
house. This is an important balance to strike. Prep is the means by which students 
are also accounted for in the evening.  
 
The duty team will be allocated a gender within a year group. This may vary, so 
that throughout the course of their time in the house students and staff all get to 
know each other effectively. It also allows the subject expertise of staff to be shared 
around the house.  
• check the house diary and signing out folders for any authorised absences;  
• on the first ‘round’ register all students on the prep sheet;  
• alert senior staff immediately if students are not accounted for; this must be as 
early as possible so any unauthorised absence can be followed up;  
• check all are working effectively; (note on prep sheet using the appropriate code);  
• assist with academic work as appropriate.  
 
If there are concerns regarding a student’s performance in prep, it should be noted 
on the prep checking sheet and senior House staff informed. Occasionally a 
student may have specific instructions during prep and these should be noted on 
the prep check sheet. If in doubt senior House staff can clarify.  
 
Setting the tone for effective Independent Learning is a key requirement early on 
with Sixth Form students. Both Year 12 &13 students may work in their dorms, but 
if their Progress Reviews indicate that attitudes to study are unsatisfactory, then 
this privilege will be withdrawn. Year 13 students may need to start the term 
downstairs if their attitude to Independent Learning in Year 12 showed aspects for 
concern.  
 
g) Social Time (20:30 – 22:00)  
This is an important time, especially for students meeting collectively after the 
academic focus of prep. The house becomes extremely busy, active and sociable, 
and staff need to maintain a relaxed but controlled focus on ensuring that the 
atmosphere remains pleasant and collegiate. Staff must circulate outside too, 
ensuring that the Piazza and the house sports areas are actively monitored. At 
20:30, Boarding House Managers will serve and supervise supper, usually until 
21:00. The final section of the duty, from 21:45 onwards, involves a focus on 
helping the Boarding House Managers and the duty students tidy and secure the 
house.  
 
General routines therefore involve:  
• supervising supper;  
• ensuring duty students help clear the supper trolley, etc;  
• mingling, monitoring and engaging – downstairs, upstairs and outside;  
• ensuring duty students tidy the House from 21:45 and that all students safely, 
and in an acceptably calm order, head upstairs at 22:00;  
• teaching staff may wish to do extended tutorials with students until 21:30 when 
their shift ends.  
 



22:00 Y12 Students go upstairs.  
22:15 Y13 Students go upstairs.  
 
22:15 Y12 Students should be ready for bed and in their own rooms – house quiet. 
BHM/DBHM will continue to walk the floors until they are satisfied that the House 
is settled. On account of the nature of the required night-time routines the 
BHM/DBHM will usually be the staff that set the Movement and People Sensor 
Alarm system.  
 
22:30 Students should be ready for bed and in their own rooms – house quiet. 
BHM/DBHM will continue to walk the floors until they are satisfied that the House 
is settled. On account of the nature of the required night-time routines the 
BHM/DBHM will usually be the staff that set the Movement and People Sensor 
Alarm system.  
 
From Monday to Thursday evenings Wymondham Life takes place, and 
compulsory prep finishes at 20:30 for those who wish to do sport. A range of 
activities is offered depending on preferences and availability of facilities/light.  
 
Friday evening is Film Night, and compulsory prep finishes at 20:00.  
 
Expectations of Boarders  
The protocols outlined earlier in the Manual as to how students should approach 
their boarding lives largely apply to Sixth Form life too.  
 
a. The Lincoln Ralphs ‘Junior Common Room’ Group - the JCR - is the Sixth Form 
House Council. It plays a large part in developing the social and cultural life in the 
house. It consists usually of around 12 students, both boarders and day students. 
The aim is to encourage people to get a sense of what it is like to represent people, 
organize events and take responsibility, so that students feel confident to do so at 
university also. The major function of the year, organized by the JCR, is the 
Christmas Formal.  
 
b. Boarders’ Responsibilities for their ‘On Call’ Duty Day:  
07:55: Students to begin the clear-up duties after breakfast;  
13:00: Students to begin the clear-up duties after lunchtime;  
18:00: Students to begin the clear-up duties after the evening meal;  
21:30: Students to begin the clear up duties after supper;  
21:45: Students to report to duty staff and clear up the House, picking up litter, 
sweeping or vacuuming as required, checking windows are closed and curtains 
open and attending to sports equipment and returning it to the House offices if not 
still in use.  
 
If a student cannot be present on his/her appointed day on the rota, he/she must 
arrange a swap, in consultation with BHM/DBHM.  
 



Fire Evacuation Orders  
The protocols outlined earlier in the Manual apply to Sixth Form life too.  
 
Additional information:  
For Lincoln the assembly area is outside the Dining Room on the tarmac area 
facing Kett/Peel and for the Ralphs Building this is on the hard court basketball 
area adjacent to Peel. Both assembly points are clearly labelled.  
 
The Sixth Form House has, in effect, two separate alarm systems, one covering 
Lincoln and one covering Ralphs. These systems are not automatically linked and 
may operate independently or together, depending on the location of the activated 
sensor. An ‘after hours’ alarm would only require the relevant part of the House to 
evacuate (Lincoln or Ralphs). As far as is possible, there is usually a senior 
member of staff in residence on both sides of the House to cover all eventualities. 
Clear guidelines as to what students should do are displayed both upstairs and 
near the fire doors downstairs. Staff instructions are attached to the prep boards 
and the fire lists as well as in the staff ‘Quick Guide’.  
 
Food   
 
Breakfast offers a range of cooked options as well as fruit, yoghurt, cereal and 
toast. Students are responsible for clearing their own tables and for maintaining a 
civilised atmosphere for all to enjoy. At the start of breakfast a register of 
attendance is recorded. It is therefore compulsory to attend apart from on 
Sundays, when students may have an extended lie in if they wish. Other snacks 
are provided at break and after prep and there are hot and cold drinks from vending 
machines throughout the day.  
 
All boarders and day boarders take their meals in Lincoln. Day students also take 
their lunch in Lincoln. 
At weekends, on some occasions, the other Houses come across to Lincoln for 
meals and on other occasions Sixth Form students go to the Refectory for 
Saturday evening and Sunday’s meals. This is dependent on whole school 
numbers each weekend.  
 
Additionally, there are cooking facilities upstairs in each area of the boarding 
House. Students have access to a microwave, kettle and fridge. 
 
Occasionally students wish to order a takeaway meal – this must only be done 
with prior consent from the Heads of House, Deputy Heads of House, or Boarding 
House Manager on duty, and must be delivered no later than 21:00.  
 



Health and Safety  
The protocols outlined earlier in the Manual largely apply to Sixth Form life too.  
 
Additional information:  
Regarding roll calls, boarders’ attendance is checked at breakfast, at the start of 
prep and at lights out. An informal check only is undertaken at the evening meal.  
House security issues are different from other houses. As Lincoln Ralphs is open 
all day, 07:00 – 22:15, the need for collective responsibility and trust is great. To 
aid security Salto locks are in operation to all the residential doors in the Ralphs 
building, and in Lincoln the doors are code-operated. Students are issued with an 
electronic wristband to enable entry to the Ralphs building and informed of the 
necessary codes for Lincoln. These are all locked and inaccessible overnight.  
 
All students have a responsibility to observe established Health and Safety 
procedures and practices. This is of particular importance given the fact that the 
house is peopled and open for the entire day. Anything which appears to 
contravene Health and Safety practices should be reported immediately to house 
staff.  
 
House Cleaning  
Everyone is expected to keep the house tidy, clean and free of litter and to help 
with cleaning. This is of particular importance given the fact that the house is 
peopled and open for the entire day. The cleaners have set times for doing 
particular tasks and student co-operation is essential for this. In particular, the 
Dining Room and Atrium are locked for this purpose from 13:30 for 30 minutes 
each day, Monday-Friday.  
 
House Funds  
Students will normally be consulted on deciding how a proportion of house funds 
are to be used. The JCR Expenditure Officer will be responsible for representing 
the wishes of Sixth Form students in this respect.  
 
House/Sixth Form Offices  
The boarding community operates from the House Office and Sixth Form 
Reception in the Atrium in centre of the building, and all signing in and out and 
contact with senior boarding staff is centred here. Sports equipment for use on the 
Lincoln Ralphs Sports area and other items such as DVDs are issued on a signing 
out/in basis and students should ask duty staff for items as required. House offices 
are not locked and operate on the basis of trust. However, no student may enter 
any of the House Offices without staff permission or when the office is unattended. 
Students may ask for items to be stored in the House Office at their own risk in the 
course of a day. Items such as passports can be kept in the house safe.  



Location of Offices:  
Assistant Headteacher - Sixth Form (Mrs Hockley), Deputy Director of Sixth Form 
(Mr Thresh), Assistant Director of Sixth Form (Mrs Calcutt/Mrs Buckton) Careers 
Officer – Ralphs building in the two offices next to Snug.  
Head of House (Mr Smith) – Centre of building next to House Office, in the Atrium  
Attendance and Welfare Officer (Mrs Giddings) – House Office, in the Atrium 
Deputy Head of House –Year 12 (Mr Willett) – Lincoln (Kett side of house)  
Sixth Form Coordinator – College Office, Main Staff Building 
 
House Visiting  
In addition to the visiting times for younger students to each other’s College houses 
(see Boarding Manual), Sixth Form students may visit their Parent House (see 
below) between 21:00 and 21:45 during the week with the consent of the 
respective Head of House. More flexible visiting times operate at the weekends at 
the discretion of each Head of House but these should fit in largely with the times 
shown in the Main School Boarding Manual. It is most important that students, 
having asked permission to visit, should sign out of Lincoln Ralphs and sign in at 
the other House. The route from House to House should be the most direct. Sixth 
Form students should be back inside Lincoln Ralphs no later than 22:00.  
 
There is no general visiting to the Sixth Form House by students from Years 7-11 
but invitations are extended for certain events as and when they occur. Subject 
Leaders or House Captains may need to be seen by lower school students; the 
duty staff should be consulted in such cases. Main School visitors to Lincoln 
Ralphs should be back in their House by 21:00 or earlier if the year group 
concerned is required to be upstairs in their own House prior to this time.  
 
Illness  
Students who feel unwell must inform House staff on duty, preferably before school 
starts. During the curriculum day, the House duty staff are available to deal with 
students who feel or become unwell and to engage with the necessary liaison with 
the Medical Centre. A slip system is in operation between House staff and the 
Medical Centre, in order to communicate the necessary and appropriate action to 
be taken in each case. It is not acceptable for boarders to remain in their dorms, 
or for students to make their own arrangements to go home if they are unwell. 
Medical advice must be sought using the aforementioned slip system.  
 
Sixth Form students may take responsibility for their own prescribed medication, 
unless advised otherwise by staff in the Medical Centre. Students have a right to 
medical confidentiality, although there may be occasions when House staff need 
to be aware of particular circumstances. Students must ensure that any medicines 
in their room are kept in a safe place and not made available to other students.  
 



Intimacy and Decency  
Students must behave in a way that is appropriate. Whilst we encourage students 
to be socially interactive and to enjoy their time with each other, conduct must 
remain suited to life within a large and invariably public community. Students 
should at all times remember that they must behave in an appropriate manner. 
Public displays of affection can create environments which are embarrassing for 
others to share. Conduct must align with context, as is required by living in a large 
boarding community.  
 
Laptops  
It is very difficult for Sixth Form students to perform to their potential academically 
without effective access to IT. Laptops are, therefore, allowed in dorms at all times 
and boarders are enabled to take responsibility for their use. Day students may 
also bring laptops to College and use them in the course of the day. Misuse of IT 
facilities, including laptops, will lead to the loss of the right to use them.  
 
Motorised Vehicles  
The College recognises the importance and practicality of Sixth Form students 
being able to use cars and scooters etc. to facilitate their access to elements of 
College life. Special arrangements must, however, be made for having cars or 
motorcycles on site. It is important to note that this is only for travel to and from the 
College before and after the school day, and does not give consent for students to 
use their vehicles around the College site or to leave the site during the curriculum 
day. Forms are available from outside the Sixth Form Administration office and 
from the Sixth Form Reception and vehicles should not be brought onto the site 
until permission has been granted. If permission is granted for a boarder to have 
a car on site, all keys must be left with the Head of House for safekeeping. 
Boarders may park in the Lincoln car park in the allocated student spaces, but 
when all spaces are full they must park in the Cavell car park. Day students and 
Day Boarders with permission to drive themselves to the College must park in the 
Cavell car park. All students bringing motorised vehicles onto the College site must 
observe the terms of their signed agreement and display the permit issued to them 
by the College. Sixth Form staff reserve the right to withdraw driving privileges at 
any time.  
 
Music  
A respect for music is encouraged and students may have radios or mp3 docking 
stations/blue tooth speakers in their rooms. They must be used responsibly with 
an awareness of the community, with a general guide being that music should not 
be audible outside of one’s own dorm. Students should not practice musical 
instruments in their rooms, but may use the Richardson Music Room at any 
reasonable time.  
 
Newspapers  
The House daily buys a copy of each of the following: The Telegraph; The Times; 
The Independent; The Guardian; The EDP; The Daily Mail. This range is provided 
to enable students to keep up-to-date with current affairs and to provide additional 
resources for students taking certain A-level courses, such as Law, Media Studies, 



Sociology and Politics. Occasionally a range of French, German and Spanish 
weekly newspapers will be supplied to enhance the experiences of those studying 
languages. The newspapers should remain in the Reading Room and be treated 
sensibly. No cuttings should be taken on the day of publication, but students 
requiring a copy of any section should ask a member of the House staff for a 
photocopy. The papers are kept for a few weeks in the reference sections of the 
display shelving. They are eventually taken to the recycling centre.  
 
Parent Houses  
All students in the Sixth Form are also attached to one of the five Main Houses 
(Cavell, Fry, Kett, New Hall and Peel). House events and Inter House competitions 
take place on a regular basis throughout the year and Sixth Form students are 
encouraged to take part in their own events and competitions and also to support 
the younger students and assist with the organisation and running of events in 
their respective Parent Houses.  
 
Pastoral Support for Boarders  
The Sixth Form largely follows the College-wide pattern of pastoral care provision, 
and the core values that are the College’s values are those too of the Sixth Form.  
 
Additional Comment:  
It is extremely important that none of us at the College makes assumptions that 
simply because a student enters the Sixth Form he or she has left behind the need 
for pastoral support and guidance. Indeed, the truth is very far from such a thought. 
At what is a time of transition for students, whether a new arrival to the College or 
not, the need for stable, strong and layered support from staff within the College 
is essential. Indeed, the transitional aspects of Sixth Form life are actually ongoing 
over the two years. These two years of the Sixth Form embody so much critical 
change, decision-making and emotional and personal development in students’ 
lives that it is necessary to match this with a very significant emphasis on pastoral 
care.  
 
Naturally, the needs of the students may differ in relation to their age-range, but 
the underlying necessity of open and trusted channels of communication remain 
constant. Ensuring that students trust us to work and advise them in their interests 
is an extremely important part of what we seek to achieve. The positive effects of 
positive relationships are almost impossible to overstate.  
 
Pick-up and Return times  
Timings remain as for the College generally, but we do not insist that Sixth Formers 
return or leave in uniform.  
 
Privacy and Security  
Staff will respect the privacy of students as much as is possible in the busy life of 
a boarding community and students are urged also to show consideration for the 
privacy of others. As a general rule, everyone (staff and students) should knock 
on a door before opening, and only enter after announcing themselves and with 
permission. However, staff have a responsibility to check rooms regularly for wear 



and tear and health and safety issues and must be allowed access in order to do 
this effectively. Given the fact that the building is open and peopled all day, staff 
may need frequently to circulate through the building to check on students’ welfare 
and life upstairs in the House. All dorms have a battery operated safe which is 
secured using a code that can be preset by the user. A battery is provided at the 
beginning of the year, but students will need to supply replacements as these 
expire. Students should ensure that valuables are not left accessible. Larger items 
can be stored in the House office on request.  
 
Private Study – Day time  
Students may work in their study bedrooms (boarders only); downstairs in the 
Lincoln Dining Room and Atrium; the Reading Room; the ICT suites, and in the 
Richardson Music Room if wishing to practice an instrument or other practical 
rehearsal. Private study periods during the day should be used constructively and 
during busy times boarders will be required to be in their rooms rather than 
downstairs, unless there is a specific need for access to a computer. The Snug is 
customarily a social area and is not normally an area for private study, unless there 
is a curricular need for media to be accessed.  
 
Private Study – Prep  
In addition to the study areas mentioned above, during prep (18:30 – 21:00) 
boarders and day boarders may use the Art Block (at specified times), and College 
Library if they are supervised by duty staff. If working anywhere other than the 
House in the evening, the signing-out and signing-in procedures must be 
observed. Prep should be regarded as the prime ‘independent learning’ time and 
Sixth Form students should take full responsibility for extending their subject 
knowledge over and beyond the formal requirements of a ‘set prep task’. (See also 
under 'Duties' above).  
 
Quiet Areas  
The downstairs social areas of the House have to meet a variety of needs and 
uses. During the curriculum day all areas of the House should provide an 
atmosphere where study can take place. Social gatherings and general ‘down 
time’ should be reserved for break-time, lunchtime and after 15:45. In the evening 
the sanctuary of a quiet space is quite important for some students and all should 
feel that if they wish to retire to the privacy of their own bedroom others will respect 
this. In addition, the Reading Room downstairs should provide a space for 
extended study, quiet contemplation and browsing through newspapers, university 
prospectuses and other reading materials.  
 
Signing Out/In  
To meet fire regulations, a record must be kept of who is in the House at any time. 
Students leaving the House, other than for lessons and similar reasons (e.g. 
Sunday Chapel), should sign out and in. It is particularly important that students 
sign out when leaving the site. As they may do so at a time when there is no 
member of staff immediately available, e.g. for a mid-morning driving lesson, the 
protocols must be observed. Although there may be no member of staff on the 
Reception desk at the time of a student’s departure, students should not leave the 



site without prior permission from staff. When returning to the College, the first 
thing the student must do is sign in to the College at the Sixth Form Reception in 
the centre of the building. Two systems for signing out/in operate, one for ‘off site’ 
and the second for ‘on site’. Folders are located on the desk at the Sixth Form 
Reception for ‘off site’ and next to the automatic doors (main Ralphs entrance) for 
‘on site’, and this requirement applies to Year 12 and Year 13 boarders alike. For 
Day Boarders there is a daily signing in/out sheet on the Sixth Form Reception, 
allowing duty staff to be aware of which Day Boarders have stayed for the 
extended evening.  
 
Skype  
A dedicated quiet room has been built in Lincoln where students can access Skype 
to enable them to have regular contact with family and friends at home. This room 
is situated next to the Deputy Head of House office in the West Common Room 
and has space for 4 Skype laptops to be used. An additional internet point is 
available in the Deputy Head of House office if needed at busy times. Equipment 
should be signed out and back in again after use and students should request this 
from a member of the house staff at any reasonable time.  
 
Sports Equipment  
A selection of sports equipment is purchased with House funds for boarders’ use 
in the outside spaces between Peel and Lincoln Ralphs and (in the summer term 
only when it is light enough) behind the curved wing of the Ralphs building. 
Equipment should be signed out and back in again, using the sheet on the Sixth 
Form Reception desk. Some equipment is on a sale only basis, and becomes the 
property of the purchaser and therefore their responsibility. Students should treat 
all borrowed equipment with respect to ensure that funds are not used 
unnecessarily on replacements.  
 
Wymondham Life  
Wymondham Life activities are available from Monday through to Thursday from 
20:30 to 21:20. A range of sports is offered allowing both girls and boys to enjoy 
their favoured activities. Sixth Form students who are qualified Pool Lifeguards are 
encouraged to make use of their qualification on these evening sessions, for the 
Main School Houses and at the weekends. A record of those with up to date 
qualifications is kept and controls the work rota for these sessions. Additional lane 
swimming is available for club swimmers on other nights during the week and 
students wishing to use these extra sessions should request permission from 
senior house staff in advance.  



Sport – Wednesday afternoon Games  
As a Sixth Form privilege, boarders, if they wish, may use the house to change 
before and after Games. They may of course also use the facilities in the Sports 
Department. Showers should be left clean, with any mud rinsed away. Boots 
should be cleaned outside and NOT NEAR THE ENTRANCES TO THE HOUSE. 
No boots should be worn in the house. Students should not come into dinner in 
sports kit, especially if it is, or they are, muddy.  
 
Sports - Weekends  
There is a programme of recreational sports offered at weekends, which students 
may sign up for, as well as an extensive calendar of inter-school fixtures for those 
selected to represent the College. A high level of commitment from squad 
members is expected, with matches taking priority over activities outside of the 
College. Representation of the College in sports teams should be viewed as an 
honour and students should make sure that their departure time for weekend leave 
is after they have fulfilled their sporting commitment.  
 
Televisions  
There are several televisions throughout Lincoln Ralphs. The common rooms, the 
Snug, the Reading Room and the Richardson Music Room all have televisions 
and DVD players. A Sixth Form student may not have a television in his/her own 
room as these are not licensed.  
 
Weekends  
Sixth Form students do not have formal lessons on Saturday morning. However, 
if students opt to stay for the weekend then they must attend Saturday breakfast 
and be engaged in meaningful private study between 8.45am and noon. Dress 
within Lincoln can be more relaxed but if a student needs to visit any part of the 
College during these hours, then smart College Dress is required. Afternoon absit 
to Norwich is available (see Absits) and evening sports and/or other activities can 
be arranged. On Sunday there is morning Chapel (see Chapel) or Evening Service 
on ‘Big Weekenders’. Afternoon absit is again available to students who have 
obtained prior parental permission, with students returning no later than 7pm. Sixth 
Formers are involved in every Open Morning the College holds on Saturday 
mornings. Certain Sixth Formers are also involved in College Master Classes on 
Saturday mornings. A large number of students are involved in sporting activities. 
(see 'Sports - Weekends' above)  
 
Weekend Leave 
Those wishing to go home at the weekends must have consent from 
parents/guardians and the approval of the Heads of House or Deputy Heads of 
House. At the beginning of the year it is advisable to complete a permission slip 
covering regular weekend arrangements, as this prevents repetition of the process 
every weekend. If the student’s arrangements differ from those agreed on this 
form, then additional consent must be given in advance of the specific weekend 
concerned. Events such as parties, staying with friends and travelling in other 
students’ cars would all fall under this category. For Health and Safety and Child 
Protection reasons it is absolutely essential that parents/guardians are aware of, 



and in agreement with, any weekend leave arrangements, and that these are 
clearly communicated to the senior house staff in advance. Any abuse by the 
student of the above arrangements will result in him/her having to bring in written 
consent and confirmation of the weekend arrangements on a weekly basis. It is 
worth noting that there is an extensive sports’ fixtures programme operating on 
Saturdays and commitment to teams is of paramount importance and must take 
priority over social engagements (see 'Sports - Weekends' above). Weekend leave 
for such students can begin after the fixture, or students may choose to go home 
on Friday evening and come back in for the fixture at the appropriate time (see 
note above under ‘Sports – Weekends’). Departure times and return times for 
weekend leave allow for some flexibility but we do ask that the format below is 
followed unless absolutely unavoidable.  
 
Departure times:  

• Friday evening from 15:45 to 17:00 (Year 13s who are free in the afternoon 
may leave earlier with prior consent);  

• Saturday at noon or after sports fixtures;  

• Return times:  
Customarily for most boarders this is between 19:00 and 21:00 on Sunday 
evening. Monday morning returns are possible to suit the convenience of 
parents, and students should arrive between 07:30 and 08:00 in plenty of 
time to sign in and be ready for morning registration at 08:30.  

 
All weekend leave forms are kept in the House Offices and when completed are 
filed in students’ folders.  
 
NB: - Deviations from the above times are discouraged but may be permitted 
for special circumstances. Students should respect the need to give plenty 
of notice if changes to their arrangements should occur.  
 
Work Experience  
Some students in the Sixth Form may choose to have a part time job at weekends. 
It is important to understand the need for a balance of commitments during these 
two crucial years of academic study and preparation for the future. Gaining 
experience in the work place is of course very valid, and we encourage students 
to engage in activities which develop their independence. Any paid employment, 
however, should not impact on the student's ability to manage the demands of 
his/her A-level courses or affect his/her commitment to sports teams if selected to 
represent the College.  
 
 
Year 11 Boarders' Transfer to Sixth Form  
Aims  
To facilitate a smooth transition into Sixth Form boarding, with particular focus on:  

• opportunities for Year 11s to meet Year 12 students and key staff and have 
questions/anxieties aired and resolved;  

• opportunities through Open Days for external applicants to familiarise 
themselves with the house and meet key staff;  



• provision of student-friendly induction material with clear contact details for 
key Sixth Form and House staff;  

• Liaising with the International Student Liaison and Development Officer over 
issues and concerns raised by overseas applicants and their parents/carers.  

 
Timetable of Events  
Autumn term  
Two open days for potential applicants are held within Lincoln in October. Year 11 
boarders visit Lincoln on rotation in the week before the open days. All key Sixth 
Form staff are introduced and current Year 12 and Year 13 students conduct tours 
and answer individual questions. Interviews for places take place in November/ 
December.  
 
Spring Term  
The Assistant Head of House visits each main school house with a group of Year 
12 students to meet with and answer questions from Year 11 boarders intending 
to return for the Sixth Form. The Assistant Head of House then feeds back 
information and any concerns to senior Sixth Form staff. This takes place in 
Feb/March.  
 
Summer Term  
Each House brings their Year 11 boarders into Lincoln Ralphs for a meeting with 
the Head of House and other staff as appropriate, plus a tour of the boarding is 
offered. Students are also welcome to stay and experience the House until about 
9.30pm, or as agreed with their own Head of House. Attendance is 'non-optional' 
and it is preferable for a member of staff from the Parent House to come over with 
them. The meeting outlines a 'typical day in the life of a Sixth Form boarder', dorm 
arrangements are discussed and forms for preferences issued, and Year 12 
students then take the Year 11s around the House. The Open Evening for external 
new boarders takes place in June. Applicants hear from key staff on a number of 
aspects of both Sixth Form and boarding life, existing students meet with them and 
offer tours, and all key staff are available all evening to answer individual queries 
as well. Induction packs are posted to all applicants in June.  
 
Student Friendly Induction Material  
The induction pack contains the Sixth Form Student Guide (a handy, user friendly 
booklet outlining the key aspects of Sixth Form and boarding life) and all the 
necessary forms for completion and return. Within the Guide, all the current 
contact details for Lincoln staff are clearly listed so that parents/carers can be in 
touch if they have any additional queries or requests.  
 
Overseas Students' Needs 
In order to forge links prior to starting at the College, we have developed a system 
where existing students can meet prospective students in the preceding year of 
entry. The current Year 13 Wymondham College Hong Kong students act as 
ambassadors in Hong Kong, when senior staff meet with Hong Kong students and 
their parents in the October half term visit. In addition, a Year 13 Wymondham 
College Hong Kong student meets with the prospective Year 12 Hong Kong 



students in August (in Hong Kong), so that these students have a known name 
and face when they arrive in September.  
 
For other overseas students, such as the HMC Scholars, care is taken to ensure 
that introductions are made in the initial few days to other students from their home 
country or who have similar interests if possible. If this is not possible due to there 
being only one student from this particular country, then an appropriate ‘buddy’ to 
assist settling in might be deemed appropriate. There is also a handy overseas 
student booklet, which has been compiled by existing overseas boarders.  
 
Buddy system  
The Sixth Form boarding house does not run a pre-determined ‘buddy’ system as 
it is felt that at this age it can be counter-intuitive. However, in some cases it may 
be a useful method to help some students settle in – this would always be 
discussed with the student first. 



PART SEVEN: BOARDING 
DOCUMENTS  
 
 

Annex A: Acceptable Use Agreement  
Annex B: Missing Student Protocol  
Annex C: Bullying Record Form  
Annex D: Prejudice Related Incident Record Form  
Annex E: Complaint Form  
Annex F: Student Leadership Job Descriptions  
Annex G: Dealing with students who have mental health concerns  
Annex H: Suicide Risk Assessing  
Annex I: Wellbeing & Counselling Service Protocol (currently under Review, any 

queries should be directed to the Wellbeing Manager) 
 



PART EIGHT: BOARDING POLICY 
DOCUMENTS  
 
All current policies can be found on the website. This should be used as the 
primary source of information for the most recent version of a policy. Attached is 
the current list of all policies currently held at the College; the current list of 
Health and safety policies and the list of Health and Safety Risk Assessments. 



NATIONAL MINIMUM BOARDING STANDARDS REVIEW FREQUENCY SLT MEMBER RESPONSIBLE 

Anti-Bullying Policy 2021 Every 3 years or as required Dale McMorran 

Admission Policy 2022 - BEING UPDATED FOR 2023 Annually Constance Thompson 

Admissions Policy 2020 Annually Constance Thompson 

Admissions Policy 2021 Annually Constance Thompson 

Off Site Schools Visit Policy As required SET 

SET Whistleblowing Policy SET SET 

Whole School Safeguarding Policy 2021 Annually Julie Marsh/Hannah Booty 

COLLEGE POLICIES     

16-19 Bursary Application Form  Annually Sixth form administrator 

16-19 Policy Guidance and Statement  Annually Suzy Hockley 

Addendum to SET Code of Conduct SET SET 

Addendum to SET Whistleblowing Procedure SET SET 

Attendance Policy Every 3 years or as required Steven Dye 

Behaviour Policy October 2021 Every 3 years or as required Dale McMorran 

Bereavement Policy 2021 Annually Julie Marsh  

Business Continuity Plan Being updated Sophie Bailiee 

Careers Education and Guidance Policy As required David Wallace/NEW LEAD 

Catch Up Premium 2019 2020 As required Jay Edmunds-Grezio 

Charges Remissions Policy BEING UPDATED As required Bob Moorhouse 

Children Missing in Education Policy As required Steven Dye 

Code of Conduct for Students September 2020 Every 3 years or as required Dale McMorran 

Connected Curriculum Policy Every 3 years or as required Steven Dye 

Coronavirus Catch Up Outlined spending 2020 2021 Annually Jay Edmunds-Grezio 

Data Protection Policy 2021 Annually Bob Moorhouse 

EAL Policy Annually Jane Brimble 

Examined Assessments Policy 2019 Annually Tracey Gibson 

Exams Contingency Policy 2019 2020 Annually Tracey Gibson 

Exclusions Policy Every 3 years or as required Dale McMorran 

Formal Complaints Policy Every 3 years or as required SET 

Infection Control Policy Bi-annually Lead Nurse 

Leave of Absence for students 2020 Every 3 years or as required Steven Dye 



Managing Confidential Information Policy (Med Centre) Bi-annually Lead Nurse 

Medication Administration Policy for House Staff Bi-annually Lead Nurse 

Medication Administration Policy for Medical Centre staff Bi-annually Lead Nurse 

NEA Appeals Policy As required LAST REVIEWED 2017 

Prevent Policy Oct 2021 with risk assessment Annually Julie Marsh/Hannah Booty 

Provider Access Policy As required David Wallace/NEW LEAD 

PSHE Policy October 2020 Every 3 years   Julie Marsh 

Public Sector Equality Statement 2021 Every 4 years SET 

Pupil Premium Policy 2021 Annually Jay Edmunds-Grezio 

Safeguarding Team Annually or as required Julie Marsh 

Searching Screening and Confiscation Policy 2020 Every 3 years or as required Dale McMorran 

SEND Information Report 2021 Annually SENDCo 

SEND Policy 2021 Annually SENDCo 

SET Code of Conduct for staff and volunteers SET SET 

SET Dignity at Work Policy September 2018 SET SET 

SET Privacy Notice SET SET 

Single Equality Scheme As required SET 

Social Media Safeguarding Guide As required Julie Marsh 

Social Moral Spiritual and Cultural Policy 2020 As required SET 

Standard Operating Procedure Wymondham College Medical 
Centre 

Bi-annually 
Lead Nurse 

Substance Abuse and Misuse Policy 2020 Every 3 years or as required Dale McMorran 

Supporting Students with Medical Conditions Bi-annually Lead Nurse 

Teacher Assessed Grades- Wymondham College Centre Policy As required Tracey Gibson 

Track and Trace addition to the Privacy Notice As required SET 

Worship Policy As required SET 



 



Wymondham College 

Use of Mobile Telephones and Other Data and Media Enabled Devices (September 2021) 

The College permits its students to use mobile telephones (and other data and media enabled 
devices) provided the student signs up to the following Acceptable Use Agreement and that parents 
countersign the agreement.  Throughout this agreement, such devices will be referred to as electronic 
devices.  If the agreement is not signed by a parent or a student, the student is not permitted to bring 
any electronic devices to the College. 

Acceptable Use Agreement and Licence 

The undersigned is entitled to possess and use electronic devices at the College and by signing this 
agreement undertakes the following: 

• I understand that my electronic device is my responsibility and that the College does not accept
any responsibility for the loss of or damage to phones or for any costs that arise from the use
or misuse of such devices.

• I will protect my electronic devices from misuse by others by locking it with a password or PIN
where possible.

• I will only use my electronic devices outside curricular time and only within the boarding
houses.
Curricular time includes: walking to and from lessons 

waiting in the corridors 
eating meals in the refectory 

• I will not have any electronic device turned on in class and accept that it will be confiscated if it
interferes with teaching and learning in class.

• I understand that headphones should not be worn around the College campus and should be
in pockets or bags during meals in the refectory and during curricular time.

• I can use electronic devices for prep downstairs in the prep room if I have obtained permission
to do so from the prep supervisor.  The use of electronic devices upstairs in main school
houses during prep is not permitted (unless explicit permission has been granted from staff).

• I understand that boarding students in Years 7 – 11 are required to hand in their mobile
phones to house staff before lights out.  At the weekends, there may be exceptions to this rule,
which will be communicated to parents by Heads of House.

• I will not take any electronic device out in lessons and accept that it will be immediately
confiscated if I do (unless explicit permission has been granted from staff).

• I will not take any photos or make video or audio recordings of staff or students without their
permission.

• I will not take photos in dorms, toilets, upstairs in a boarding house or in changing rooms or in
any other situation which may cause embarrassment or distress to others

• I understand that taking/possessing/forwarding photos of anyone who is not fully dressed may
lead to me being reported to the police for taking/possessing/forwarding an indecent image

• I will only share photos, video and audio recordings with those I know and only if I have
permission of those in the photos or recordings.

• I understand that I have a responsibility to protect my own online reputation and that of the
College and of others, and that once something is posted on the internet, it is accessible to lots
of people for a very long time.  I understand that a poor online reputation can affect my career
prospects.

• When on a school trip, I will follow the instructions on the use of electronic devices given by the
trip leader and other staff.

Appendix A



• I understand that using my mobile on a trip to a foreign country is expensive and that I will incur 
roaming costs as smart phones constantly update, even when not in use.  I understand that 
calling or texting friends who are on the same trip can also incur huge costs. 

• I understand that cyberbullying can be very upsetting and will only use electronic devices to 
communicate appropriately with others. I will not use any electronic device to bully, harass or 
humiliate anyone in any way 

• I will not send threatening or offensive messages or indecent or embarrassing images, or allow 
others to do so using my phone.  

• I realise that I am responsible for content that is posted on my Social Media feeds and any 
defamatory or discriminatory posts will be considered a clear breach of the acceptable use 
policy. 

• I will not make threatening or offensive calls, or allow others to do so using my phone. 

• I understand that I will be punished by the College and/or be reported to the police if I use my 
electronic devices to cyberbully a member of staff, another student or anyone else, whether or 
not they are connected to the College. 

• I will only download to my electronic devices or access material that is morally decent and 
appropriate to my age and I will not register for or use services which are restricted for my age 
group. 

• I will not download copyrighted material or share files and understand that the owners of such 
material may take legal action should I do so.  

• I will not attempt to hack into the College’s ICT systems and I will not access the personal 
areas of staff or other students. 

• I understand that for examinations I will have to hand in electronic devices for the duration of 
each particular exam. 

• I accept that I may receive a punishment for misuse of electronic devices and that I could lose 
the privilege of bringing my phone to the College for a fixed period of time or permanently 

• I accept that electronic devices may be confiscated if I misuse it and that my parents may be 
required to collect them from the College. 

• I understand that in line with the Education and Inspections Act 2006, I can be punished for 
using electronic devices outside school in a way which affects the smooth running of the 
College or the wellbeing of its staff and students. 

• I agree to College staff searching through my mobile where it is suspected that it has been 
used in a way which breaches the acceptable use policy 

• I understand that the law permits College staff to confiscate my electronic devices and examine 
files and data should they have good reason to do so. 
 

Declaration: 
 

I understand the terms of this Acceptable Use Agreement and Licence. I understand that failure to 
comply with its terms will lead to my electronic devices being confiscated and my losing the privilege of 
using electronic devices at the College for a fixed period of time (typically for a 48 hour period) or 
permanently. In serious cases, I understand that I may lose my boarding place (if I am a boarder) or 
be excluded from the College for a fixed term or permanently and I may be subject to Police action 
and/or prosecution in Court. On conviction, this could lead to me having a criminal record. 

 
Student name:     Date:    
 
Student signature:     House: 
 
Student mobile number:  
 
 
 
This form should be returned to the House office.   
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Morning Registers 

 
1. Open Attendance and At Risk Spreadsheets for the day, log in to SchoolBase 

and open College Office Email inbox. 
2. Take phone off divert.  On phone display, press back to display menu.  Arrow 

down to features.  Arrow right to change enable to disable.  Then SAVE.  Now 
press back until you reach the original phone screen. 

3. Double check the phone is off divert by using another telephone extension in 
the College Office and dial either Ex 3375 or (01953) 609075.  The phone 
should ring and not “Forward to 3000”.  

4. On Monday mornings if a green light is displayed on phone, this may mean 
there are messages from Saturday.  Press this button – a pass code will be 
requested which is 3375. Note down the details on Spreadsheet for previous 
Saturday and update the registers as necessary. You should input a 
Registration Note for these Saturday absences also.  Remember to check you 
have the correct date range entered. 

5. Once you have noted these absences down, delete the message by selecting 
Option 7.   To move on to the next message, press Option 6.  To exit answer 
phone system press # 

6. Make sure the At Risk spreadsheet is easily accessible.  You will need this 
information for reference/amendment during the day. 

7. From the Peripatetic Music Register Sheets Folder, select the correct sheet(s) 
for the day.  Scan through each sheet and using a highlighter pen, highlight 
any lessons at 8.30, 9.00, 13.00 or 13.30.  This is because these students 
may well miss Tutor, Period 1 or Period 4 registers. Add details on to 
Spreadsheet.  If they show as absent for any of these times, mark as present 
on the registers.   

8. Check through College Office inbox and add any medical/wellbeing 
appointments to Spreadsheet. Highlight any At Risk students to help with P3 
check.  

9. Check for emails in the College Office inbox from Learning Support. Students 
sometimes go there for Tutor and many have sessions there throughout the 
day.  Update the spreadsheet. 

10. If you have had advanced notification of Exams, Sporting Fixtures and Trips, 
get a register from Evolve (see protocol) and update the spreadsheet and 
register.  Exams (Tracy Gibson or Rachael Seaward) will usually provide a 
candidate list.  Trip leaders should update you of any amendments.  If these 
are all day events, this information needs to be input for Period 1 and 4. 

11. Collate all attendance telephone notifications on Spreadsheet.  
12. If you receive a call regarding an At Risk student from a parent or from House, 

ALSO NOTE THIS ON THE PERIOD 3 AT RISK Spreadsheet. 
13. Collate all attendance notification emails on to Attendance Spreadsheet and 

respond to parents to acknowledge their correspondence.  File all 
correspondence in appropriate College Office inbox folders eg, sickness, 
medical or leave of absence. 

14. Phone Medical Centre on Ex 3299 to ask for an update.  Ask if any Boarders 
went to Medical Centre over night.  Please note if a student is in Medical 
Centre, they receive a present mark on the register.  Only change code to 
illness when they have physically left the Site.  Keep checking with Medical 
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Centre during the day.  They may also notify you by email of students sent 
home ill. 

15. Email Wellbeing for any updates. 
16. Email Bob Bales in the Refectory to let him know the number of absences for 

the day. 
17. Once you have most of the information begin checking the registers starting 

with Year 7. 
 
 

Checking for Missing Students 
 

• Look for gaps/N’s on the registers. If a student is missing record on ‘Absence 
in Class’ spreadsheet. 

• Check on SchoolBase if they are boarders or days.  

• If you identify a DAY student(s) that has no present marks, it is worth ringing 
the correct department and double checking that the student is definitely not 
present.   

• If no one knows where the DAY student is, access the student’s contact 
details and phone parents. “Good morning/afternoon, this is XXX from the 
College Office at Wymondham College.  I am just ringing to check that 
(student’s name) is ok as he/she does not appear to have received any marks 
on the Register so far today.  If you could call me back and let me know that 
(student’s Christian name) is ok, I would be very grateful”. 

• If you cannot locate Boarding students, call the relevant House to ascertain 
their whereabouts. 

 
 
IF YOU GET TO 11.25 AND YOU HAVE NOT LOCATED ALL STUDENTS, YOU 
MUST MOVE ON TO THE AT RISK CHECK AT PERIOD 3.  THESE STUDENTS 
AND THEIR SAFETY TAKE PRESENCE OVER BOARDERS AND DAY 
STUDENTS AT THIS POINT. 
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At Risk Register Check (High) Period 3 
 
There are three levels of At Risk Students:- 
 
Low, Medium and High Risk 

 
College Office only check the HIGH RISK STUDENTS AT PERIOD 3 ONLY. 
 
It is the responsibility of Boarding Staff to check the whereabouts of Low and 
Medium Risk Students during Periods 1-5 
 
It is the responsibility of Boarding Staff to check High Risk Students during Periods 
1, 2, 4 and 5 
 
Try to memorise the names on this list so you can quickly:-  
 

• Alert House and update the At Risk Register if they are reported as sick. 

• Alert staff if the student has an off-timetable event by inputting a Registration 
Note. 

• Highlight their names in the Medical Appointment Diary so they stand out on 
any given day/input a Registration Note for staff.  

 
It is advisable to wait until 11.40 to allow time for the Period 3 class to settle and for 
teachers to complete their registers. 
 

Creating a Register Report for At Risk 
 

• Students Current 

• Tags - At Risk PSSO 200318 

• Functions 

• Register Report 

• Select dates needed on the From - To 

• Registration by week - view 

• Check to see if they have three /// 

• If the student is confirmed as present mark on the At Risk Register. 

• If the student is not present mark on Absence in Class register with details. 
When you have completed this for all students with missing marks, start by 
calling each relevant department and ask a member of staff to go to the 
relevant room number and confirm whether the student is present. 

• If the student is then confirmed as present, record on At Risk Register. 

• If they are not there and no-one knows where they might be, work your way 
through the list of possible locations detailed on the Pre-Search Party 
Checklist. 
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At Risk Register Check Period 3 – On Foot 

 
• Get student timetables out of Red AT Risk Folder and locate where 

missing students should be. 

• Take Absence in Class Register with students on to tick off as you go. 

• If there are any unaccounted for student(s) having visited all departments, 
work your way through the list of possible locations detailed on the 
Pre-Search Party Checklist 

• If after checking through the Pre-Search Party Checklist you cannot find a 
student, instigate a search party by contacting Estates, as per Pre-
Search Party Checklist. 

•  If student cannot be found by search party, inform the Administration 
Manager and escalate this to the Senior Leadership Team Member who is 
on call and can be contacted on Ex 4444.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Attendance Protocol 2021/22 

7 

 

Afternoon Registers 
 
The main aim for the rest of the day is to have an acceptable code e.g., no N’s or 
gaps against each student’s name.  Please see dropdown list on registers. 
 
There is no point in starting to check Period 4 Registers until 13.50.  This is because 
teachers need to let their classes settle and possibly wait for students who have 
been delayed in the Refectory. 
 
Use this time to ring Medical Centre for an update. Also check through emails in the 
College Office inbox for notifications of students off-timetable during the afternoon. 
 
NB: There is no tutor register taken in the afternoon.  Therefore Period 4 class 

attendance data is crucial! 
 
 

1. As with morning registers, search through the register looking for Ns and 
gaps.   
 

 

No Captured Registration Data for Period 4 
 
Sometimes teachers do not complete a register during Period 4.  This could be due 
to teacher’s forgetting, being in a room with no access to Schoolbase or technical 
issues.  Sometimes it is not possible for you to chase a missing register due to a 
high number of missing registers during Period 4 causing you to run out of time. 
 
Identify the Period 5 teachers for the missing students.  To do this, check their real 
time timetable. 
 

Close of play 
 
Before leaving put phone on divert to Reception.  To do this, press "back" to display 
menu and arrow down to features.  Now arrow right to change disable to enable.  
Press Save then back, back to return to normal screen. 
 
To check that this has been completed successfully, use another Extension in the 
College Office and dial Ex 3375.  It is best to use the phone behind you as you need 
to see if your phone displays “Forward to 3000”.  The phone will not ring and that 
means it has been done correctly. 
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Register Checks 
 

• Registration Report 

• Register by Year 

• Register Main School 

• Select Year Group 

• Select AM 

• Select Action List 

• Complete the first page to clear data and then go back in and tick ‘inc 
unmarked’ 

• The three dots by a student will tell you what lesson/teach they have at 
that period. 
 

If you need to input a whole lesson registration: 
 

• Lesson Registration 

• Register by - select any staff - select staff name required 

• Select group required 

• Select period - choose date required 

• Press top as present to populate and then take off any not there and 
put a ‘N’ in. These will then be flagged on your register checks. 

 

Registration Notes 
 

When you have entered all data on the register, start to input Registration Notes.  
These are very important because teachers can use these to check a student’s 
whereabouts/or confirm why a student needs to leave a class early.   
 

• Student Current - select student requiring note 

• Functions 

• Register/notice board 

• Proceed 

• Input start and expiry date 

• Enter Surname/Forename - Brief reason for absence - Reported by 
 
To view Registration Notes 

• Notice Board Administration 

• Print if needed 
 
 
NB: If a student has an upset stomach, advise parent that College policy is that the 

student should stay off College for 48 hours following the last symptom. 
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Register Codes and their Meaning 
 

? No register data captured 

/ Present 

B Educated Offsite 

C Other Authorised Circumstances 

D Attending another establishment 

E Excluded 

I Illness - not medical or dental 

J Interview eg, City College/Sixth form Provider 

L Late 

M Doctors/Dentist/Medical Appointment 

N Not Present/teacher has not updated their register 

O Unauthorised absence 

P Sporting Fixture 

V Educational Trip/Visit 

# School Closed 

X02 Self-Isolating with Covid 19 symptoms 

X05 (Covid) Required to self-isolate as part of a quarantine requirement after entering 
the UK 

 
NB: If a student was off sick yesterday and they do not receive a present mark for 

Tutor, Period 1 or Period 2 and no call has been received from parent(s), 
extend to a further day of sickness by entering a further “I”. 

 

 

Useful Numbers 
 

4271 - Science 

3351 - Humanities 

4276 - PE 

4284 - Linna Tech Block 

3319 - Maths 

3273 - Music 
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Tutor Register 
 

• Tutor Registration 

• Register by - select tutor required - select date 

• See AM & PM registers to find out codes used. 
 
 
NB: Some Tutor’s leave a gap on the register instead of entering a N.  Either way 

this means the student was not present. 
 
 

Real-Time Timetable 

 
From Schoolbase:- 
 

1. Access Students – Current 
2. Enter the student’s name on the left hand side near Names Like 
3. the student’s name will appear in the centre of the screen.  Click and the 

name will be highlighted in blue. 
4. Move cursor to Functions listed above and click 
5. Move cursor to the right hand side of the screen and click Real-Time 

Timetable 
 
NB:     This timetable only shows the current week. 
 
 

Week A/B Timetables 

 
Alternatively, you could follow steps 1-4 above and then select Timetable on the right 
hand side instead of Real-Time.  This will show Week A and B Timetables.  This is 
useful if a student requests a new copy of their timetable. 
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Overwrite a Register / Enter School Closure 
 

• Registration by week 

• Register by year 

• Choose year group 

• More Options - Set Mark All 

• Choose mark required 

• Tick Overwrite 

• Done 

• Click on the day and fill in all register 

• If incorrect mark - Set Mark All 

• Choose unmark 

• Tick overwrite 

• Click on the day - am or pm to mark to correct mark 
 
N.B. For School Closures do all years 7-13. 
 
 

Attendance Check for Specific Date 
 

• Students Current 

• Select Student 

• Functions 

• Register Report 

• Change date - From/To for specific date required 

• Registration by week 

• View  

• Download 
 

 

Providing Attendance Data to Parents, Heads of House and Teachers 
 
Parents, Heads of House and Teachers often ask for this information.  From the 
Schoolbase Dashboard:- 
 

• Select student 

• Functions 

• Register Report 

• From AM/PM on left hand side, scroll down to Register Summary (for 
full academic year) 

• Change academic year range as appropriate. 

• View 

• Download and view the PDF 

• You can access previous academic years 
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Registration Summary 
 

• Select Student 

• Functions 

• Register Reports 

• Registration Summary - select required information and dates needed 

• View 

 

 

Printing Photographs 
 

• Select student 

• List and reports 

• Pupil - General 

• Student Photographs 

• Generate Report 

• Print PDF for search parties 
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Evolve 

 
You will need access to this system to obtain registers for:- 

 

• School Trips/Visit 

• Sporting Fixtures (not all are loaded here.  Some may be emailed to the 
College Office inbox) 

 
To gain access to this system, contact Lee Summers (Head of House – New Hall) 
summerle.staff@wymondhamcollege.org  
 
From the home page of Evolve:- 
 

• Click on dropdown arrow and scroll down to Wymondham College 

• Enter your user Id and password 

• Click on Reports 

• Click on Visit Diary 

• Search calendar for appropriate date/trip 

• Click on relevant diary entry 

• Find attendees located on right hand side and click.  This should bring up a 
register of students 

• Print this off so you can use if for reference when inputting this data on 
relevant register(s). 

 
NB: If the trip leader does not mark the students as present on the Evolve register 

(tick beside each name), you have no choice but to update the register from 
the list.  Sometimes, the trip leader will call you from the bus on departure. 

 
 When you receive email notification of trips/visits, respond to the email and 

requested that the trip leader completes a register on Evolve on the day.  
Many staff only remember completing nominal rolls and do not know this is a 
new process required for trips/visits. 

 

Data Input on Registers for Trips/Visits/Sporting Fixtures 
 
 

REGISTER CATEGORY CODE 

  

Educational Trips and Visits V 

Sporting Fixtures P 

 

 

 

 
 
 

mailto:summerle.staff@wymondhamcollege.org


Attendance Protocol 2021/22 

14 

 

Amending The At Risk Register (High) 

 
If an amendment is required to this list you will receive an authorisation email from 
the following:- 

 
Miss Julie Marsh (Safeguarding Lead – Assistant Head Teacher) 
Dale McMorran (Director of Boarding and Behaviour) 
Lee Summers (Head of House Cavell) 
Robyn Jones (Head of House Fry) 
Tom Collishaw (Head of House Kett) 
Victoria Worsley (Head of House New Hall) 
Graeme Campbell (Head of House Peel)  
Hannah Booty (Safeguarding Pastoral Support Manager)  

 

Process One – Add/Delete a Student 
 

In Schoolbase, from the Dashboard scroll down to Students – Current:- 
 

1. On the left hand side enter the relevant student name. 
2. The relevant name should appear in the centre of the screen – now 

click to highlight. 
3. From the menu of options at the top of the screen select manage tags. 
4. From work on my tags (left hand side), click on drop down arrow (right 

hand side). 
5. Select At Risk PSSO 200318. 
6. Click on add or remove. 
7. The prompt you are about to add/remove 1 pupil to/from appears.  

Click and  selected tag group is displayed. 
8. Click yes. 
9. The prompt all done is displayed. 
10. Click ok. 

 

Process Two – Check that student has been added/removed 
 
In Schoolbase, from the Dashboard scroll down to Students – Current:- 
 

1. From top left hand side click on clear filters 
2. At School tab, remove sixth form by clicking drop down arrow and clicking ok 

leaving only main school selected. 
3. At Tag tab click on drop down arrow and select At Risk PSSO 200318 and 

click ok 
4. The At Risk Register will appear in the centre of the screen 
5. Scroll down the list to check that relevant student has been added/deleted. 
6. If this has not been successful, repeat Process One (above). 

 
- Update At Risk spreadsheet 
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Process Three – Sharing Updated At Risk Register 
 
Recipients of the email should be:- 
 
Senior Leadership Team (enter SLT in recipient line) 
Heads of House (enter Heads in recipient line) 
Rachael Hill - Well Being Manager (enter Mrs R Hill in recipient line) 
Hannah Booty (enter Mrs H Booty in recipient line) 
Medical Centre (enter Medical in recipient line) 
Reception (enter Reception in recipient) 
 
Title should be:- 
 
Updated At Risk Register (High) for Years 7-11 
 
Wording should be:- 
 
Good morning/afternoon (delete as appropriate), 
 
Please find attached the most up to date At Risk Register (High) for Years 7-11.  
 
If you require any further amendments, please do not hesitate to contact me. 
 
Kind regards 
XXX – Attendance 
College Office 
 
 

Process Four – Autumn Term (September) Updates 
 
It is now necessary to delete all last years Year 11 students from the hard copy 
register on Excel:- 
 
Now follow Process Three above but replace the wording with the following:- 
 
Good morning/afternoon, 
 
Please find attached the current At Risk Register with all Year 11 students from last 
year removed. 
 
If you require any amendments to this Register, please do not hesitate to contact 
me. 
 
Kind regards 
XXX – Attendance 
College Office 
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Process Five - Print Off New Academic Year At Risk Student Timetables 
 

1. Go through the A4 Red At Risk Folder and remove all last year’s timetables. 
2. Print new timetables for each student. 
3. Print off new photos 

 
Timetables are often subject to change during the Autumn term.   Students are 
assessed for correct ability teaching groups and are therefore subject to change. 
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Leave Of Absence Forms 

 
NB: If you receive a Leave of Absence form for a medical appointment, there is no 

need to seek authorised from Head of House as these are always authorised. 
 

If a Leave of Absence does not impact an AM or PM register eg, 10.30am 
dentist appointment, only input a registration note.  Remember to update this 
when the student signs back in. 

Store all LOA forms in College Office Inbox 
 

 

 Unauthorised Classification 
 
If the Head of House classes the Leave of Absence as unauthorised, in addition to 
Processes One and Two, the following should be completed:- 
 
From Schoolbase:- 
 

1. From the Dashboard select Students – Current 
2. From the top of the screen, select Communicate 
3. Now select Email Parents 
4. The prompt “This action will affect 1 record” will appear - select Yes 
5. Beside Sort Order, click on drop down arrow. 
6. Hold the control button down and select 1 and 3 (both should be highlighted in 

blue), now click ok and click to continue 
7. When the page loads, on the right hand side, click on select 
8. Scroll down until you find your own name and highlight in blue.  This is so you 

have sent a copy to yourself.  It proves that the email was sent. 
9. select Continue to email 

 
Title should be: Leave of Absence Monday 1 April 2020 
 
Message content should be:- 
 
Dear Parent/Carer, 
 
This is to notify you that the Leave of Absence on Monday 1 April 2020 for (fill in 
Christian name of student) has been classed as unauthorised. 
 
Kind regards 
XXX – Attendance 
College Office 
 

End of Academic Year 
 
At the end of the Academic Year, remove all Leave of Absence Forms from the 
Cream Expandable Folder.  These need to be bundled together in alphabetical order 
and stored in the lockable cupboard located in the Staff Room.  



Attendance Protocol 2021/22 

18 

 

Students Signing In/Out 
 
IT IS VERY IMPORTANT THAT YOU KEEP A CLOSE EYE ON THE SIGNING 
IN/OUT ACTIVITY EVERYDAY.  SOME STUDENTS TRY TO GO HOME WITHOUT 
ANY PERMISSION.  IF THIS HAPPENS, EITHER ASK A MEMBER OF THE SAFE 
GUARDING TEAM OR THE APPROPRIATE HOUSE TO ASSIST YOU.  KEEP 
STUDENT WITH YOU UNTIL HELP ARRIVES. 
 

Students Signing In During the Day 
 
Students often sign in late in the College Office.  Get them to write their name and 
reason for being late on the appropriate sheet. 
 
Fill in a Late Slip and give this to the student.  If arriving late in a class, a teacher 
may ask where the student has been.  The Late Slip explains this and is signed by 
you as authorisation. 
 
If they were listed as absent on the Absence Spreadsheet, update the register 
accordingly, put a Registration Note on Schoolbase and cross them off your list. 
 

Students Signing Out During the Day 
 
Students often come and sign out in the College Office.  If you are aware of this 
absence, there will be:- 
 

• a Leave of Absence submitted by parents in advance which you have noted 
on your A4 Absence Sheet (blue clipboard). 

• You will have received an email from parents notifying you of the absence. 

• You will have received notification from House of the absence. 
 
In all the cases above, the student is permitted to go.  If it is for an external medical 
appointment, they will come back to sign in again.  This is invaluable information for 
registers.  On their return, update the Registration Note to detail their arrival back on 
Site. 
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Students Signing Out with no Permission 
 
Occasionally, a student arrives in the College Office to sign out and you have no 
prior knowledge of the absence. 
 
If they are a Boarder, phone the relevant House for clarification.  If no one can 
confirm the absence, ask the student who is coming to collect them and get their 
details from Schoolbase. 
 
NB: You can only release a student to a named contact on Schoolbase.  If another 

relative is collecting the student, call a parent to get clarification before 
releasing the student.  

 
If they are a Day Student, ask the student who is collecting them and get their details 
from Schoolbase.  Just ask the parent to confirm the reason for absence. 
 
NB: IN BOTH CASES, the parents may well say that the absence has been 

notified to Head of House.  Just explain that information is slow to filter to the 
College Office and recommend that they send an email to 
collegeoffice@wymondhamcollege.org in future. 

 
 

Students arriving in College Office Reception feeling ill 
 
If a student comes in to the College Office feeling ill, send them to the Medical 
Centre immediately. 
 
Take the student’s name and call the Medical Centre so they know to expect the 
student. 
 

Students arriving in College Office requesting to go home ill who have contacted their 
parent(s) 
 
Students often contact their parents to come and collect them if they are feeling 
unwell.  Often parent(s) have already arrived to collect their child.   
This is not College Procedure. 
 

• Explain that the proper procedure is for the student to go to the Medical 
Centre in the first instance. 

 

• The nurses will assess the student and decide if parents should be called to 
collect their child. 

 

• Ask the student who is collecting them and find their mobile number from 
Schoolbase (students – current). 

 

• Ask the student to wait whilst you call the parent to check they are on Site as 
stated.  Explain to the parent the proper procedure for students going home 
sick during the day. 

mailto:collegeoffice@wymondhamcollege.org
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• Confirm to the parent that their child is signing out now and will be with them 
shortly. 

 

• Ask the student to sign out on the sign out sheet  
 

• If the person collecting isn’t on the list of approved contacts, call either mum 
or dad for clarification.  If you cannot get in touch with either parent for 
permission to send their child home with this person, ask the Administration 
Manager/Safe Guarding Department for guidance. 

 
NB: Never send students home with individuals who are not on the student’s 

approved contacts list 
 

• Put a registration note on Schoolbase alerting staff to the fact that the student 
has gone home sick. 

 
Also make a note on the absence spread sheet 



PERSON REPORTING BULLYING ACTIONS AND DATE: 

(Reports may be anonymous, but action is easier if further contact can be made at some point.) 

STUDENT(S) BEING AFFECTED (IF THIS IS NOT YOU): 

NAMES OF THOSE DEMONSTRATING NEGATIVE BEHAVIOUR: 

DATE, TIME AND PLACE OF SPECIFIC INCIDENT: 
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DESCRIPTION OF INCIDENT/S: 

 

 

 

 

 

 

 

 

 

 

 

 

ANY WITNESSES? 

 

 

 

 

HAS THIS TYPE OF BEHAVIOUR HAPPENED BEFORE?  HOW OFTEN? 

 

 

 

 

 

HAS THIS BEEN REPORTED IN COLLEGE BEFORE AND IF SO, WHEN AND TO WHOM? 

 

 

 

 

 



 

FOR THE PERPETRATOR: 

SANCTION, BULLYING BEHAVIOURS WORKSHOP, COMMUNITY 

SERVICE, EXTERNAL SUPPORT, RESTORATIVE WORK 

 

 

 

 

 

BULLYING BEHAVIOURS FORM PICKED UP BY      ON 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Determine level of response and who will 

lead on any investigative work.  

Professional dialogue with Head of House.  

Is this potentially bullying behaviour, 

requiring further investigation? 

 

 

Heightened observation for possible 

escalation and frequency.  Apply sanctions 

as appropriate. 

NO 

FOR THE RECIPIENT: 

Mitigate any further risks and provide distance 

if required.  Point of contact and timeframes 

established.  Determine their preferred 

outcomes.  Keep parents informed as 

appropriate. 

 

 

 

FOR THE PERPETRATOR: 

Clarity of College position reinforced, along with 

actions and behaviours needed moving forward.  

Keep parents informed. 

 

 

 SUMMARY OF INVESTIGATION OUTCOMES: 

 

 

 

 

 FOR THE RECIPIENT: 

PASTORAL SUPPORT, WELLBEING SUPPORT, IN HOUSE MENTOR, 

RESTORATIVE WORK 

 

 

 

 

 

 

 

 
 

 

 

 

REVIEW MEETING DATE: 

CAPTURE RECIPIENT’S VOICE, EXPERIENCES AND FEELINGS: 

 

 

ANY FURTHER ACTION NEEDED? 

 

  



 

 

 

 
NAMES 

 

 
YEAR 

 
HOUSE 

 
 

  
 
 
 

 

 

ISSUES NOTED DURING MEDIATION: 

 

 

 

 

 

AGREED ACTIONS TO MOVE FORWARD: 

 

 

 

 

 

PUPILS HAPPY WITH OUTCOMES (please allow pupils to record responses here; use attachments if 

needed): 

 

 

 

 

 

 

 

 



Wymondham College - Report of Prejudice Related Incident 

A prejudiced-related incident is any incident which is perceived by the victim, or any other person, to be 

prejudiced towards an individual, due to one or more of the protected characteristics.  

Bullying is behaviour by an individual or group, repeated over time, that intentionally hurts another 

individual or group either physically or emotionally. Three characteristics of bullying are:  

• Deliberately hurtful (including aggression)

• Repeated often over a period of time

• Difficult for the victim to defend themselves against

Bullying may be because of a protected characteristic but this is not always the case. 

A prejudice related incident may not be bullying. Bullying related to a protected characteristic would 

always be a prejudice related incident. 

Staff Name: 

 House: 

Date/Time of incident: 

1. Nature of Incident

Verbal Abuse

Physical Harassment

Non-Co-operation or Disrespect

Graffiti, Slogans, etc

Other

2. Type of hostility/prejudice displayed
Race (ethnicity)
Sex (gender)
Disability
Religion or belief
Sexual orientation
Gender reassignment
Pregnancy and maternity
Marriage (refers to staff not pupils)
Age (refers to staff not pupils)
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3. About the victim(s)       Child/Adult 

               Name: 
 
Ethnic group (tick as appropriate):  

 
White British/Irish                                    Bangladeshi Chinese 
Other White                                               Indian Gypsy/traveller 
White and Black Caribbean                     Pakistani 
White and Black African                          Other Asian background 
White and Asian                                        Caribbean 
 Other Mixed                                       African 

 
Gender (tick as appropriate):    Male          Female 
 
Tutor and Year Group: 

 

 
4. About the offender (s)      Child/Adult 

               Name: 
 
Ethnic group (tick as appropriate):  

 
White British/Irish                                     Bangladeshi   Chinese 
Other White                                               Indian   Gypsy/traveller 
White and Black Caribbean                     Pakistani 
White and Black African                          Other Asian background 
White and Asian                                        Caribbean 
Other Mixed African 

 
Gender (circle as appropriate):    Male             Female 
 
Tutor and Year Group: 

 

5.   Brief Description of Incident: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



     

   5.      Outcomes 

Was the issue resolved to the satisfaction of all concerned? Yes/No 

Is further action needed? Yes/No 

If No, please detail why unresolved and any further action: 

 

 

 

 

 

 

 

 

6. Other Agencies 

Where other agencies involved? 

No - Handled internally: 

YES -  

Support from Police:        

Support from Children’s Services Manager/ (CS Equalities Group):  

Support from NNREC:          

Other:           

(Please Specify):  

 

Signature of Report Compiler:  

 

Referred to staff member: 

 

Date:  

 

Follow up action (include any involvement of other agencies e.g.  Police, local wardens): 
 
 
 
 
 
 
 
 
 
Signed:                                                                                                         Date: 

FOR SCHOOLS ONLY: 
Recording and Reporting 
 
Recording using agreed school procedures                                Reported to parents                    
 
Reported to Governors 
 
Contact name in school:                                                                 Position in school: 
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Complaint Form 

Please complete and return to the Headteacher who will acknowledge receipt and explain what 

action will be taken. 

Your name: 

Pupil’s name (if relevant): 

Your relationship to the pupil (if relevant): 

Address: 

Postcode: 
Day time telephone number: 
Evening telephone number: 
Email address: 

Please give details of your complaint, including whether you have spoken to anybody at 
the school about it. 

Appendix E
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What actions do you feel might resolve the problem at this stage? 
 

Are you attaching any paperwork? If so, please give details. 
 

Signature: 
 
Date: 

Official use 

Date acknowledgement sent: Date added to spreadsheet: 

  

By whom:  

Complaint referred to: 
 

Action taken:  

Date:  
 



Overarching Mission Statement 

Most significantly, you will act as role models for all students, setting high standards of dress, 

behaviour and attitude and promoting the ethos of the House. This will involve proactively 

working to achieve a high profile within the student body. You will represent and speak for all 

students in the House and support and prepare activities that both encourage and support the 

wellbeing of others. You will provide a very positive public profile for the House. 

Wymondham College Student Leadership 

Job Specifications 

HOUSE CAPTAIN 

MAIN DUTIES 

• To plan and present key speeches at the start and ends of terms and during special

assemblies. To take regular assemblies

• To actively support and manage the House Council and its allocated budget

• To represent the House during Formal College events (such as Open Days, Speech Day)

• To take a leading role in organising the Christmas Formal

• To organise and monitor duty teams during the day

• To play a significant role in Preview Weekend with both pupils and their parents.

• To support and encourage full House participation at Inter House events (sporting, musical,

debating etc)

• To represent the House on the Charities Committee and to organise charity events

• To meet regularly with the HOH and other House Leaders to discuss House matters

• Any other reasonable duties requested by the HOH

PERSONAL QUALITIES 

• Ability to speak confidently and appropriately to students from all Year groups

• Willingness to get to know the students across the House

• Ability to speak confidently and appropriately to staff and students

• Leadership, maturity and good judgement

• Responsibility and reliability

• Dedication and commitment; ensuring tasks are completed

• Time management and organisational skills
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HOUSE LEADER - MARKETING AMBASSADOR 

MAIN DUTIES 

• To play a leading role in College Open Days, presenting to parents, offering tours and 
promoting the positive ethos of the College 

• To act as guides to visitors as directed by the Senior Management Team 

• To promote, manage and support a body of students who will produce the House newsletter, 
providing parents with information and celebrating the success stories of the House each 
EXEAT 

• To take a leading role in presenting the House pages of the whole College yearly magazine 

• To meet with the designated Graduate Boarding Assistant regularly and HOH once an 
EXEAT to report on progress and determine next steps 

 

PERSONAL QUALITIES 

 
• Creativity and imagination 

• Ability to speak confidently and appropriately to small groups of guests and important visitors 

• Willingness to engage and encourage students across all years to contribute; an ability to 
cajole others into completing tasks 

• A willingness to attend events where House students may be involved to take photos and 
create reports 

• Time management and organisational skills 

• Ability to see a project through to its conclusion 
 

HOUSE LEADER - ACADEMIC GUIDE 

MAIN DUTIES 

• In conjunction with House staff, to target, support and provide mentoring for students who 
require additional help to overcome barriers to their learning 

• To offer support after school and during prep through Student Surgeries and advice 
sessions, managing a group of students who are willing to give of their time 

• Liaising with departments and the Sixth Form to secure further help and guidance 

• Offering tutorials on how to revise and work independently 

PERSONAL QUALITIES 

• Patience and understanding; strong one-to-one skills 

• A love of learning 

• A genuine desire to support and help other students; to share in their success 

• Organisation and time management 

• An ability to communicate effectively with staff members and the Sixth Form 

HOUSE LEADER - ENTERTAINMENTS TEAM 

 

MAIN DUTIES 

 
• To create a Friday evening entertainments event once every EXEAT that engages year 

groups throughout the House, encouraging cooperation and enjoyment 

• To organise materials and equipment needed for events, using College booking systems 
and managing the Ents Team budget 



 

• To promote events through assembly announcements and House posters 

• To take a leading role in preparing activities for Preview Weekend and any charitable 

ventures that emerge throughout the year 

• To meet with the designated Graduate Boarding Assistant and HOH regularly to report on 

progress and determine next steps 

 
PERSONAL QUALITIES 

 
• Energy, enthusiasm, confidence and dynamism (and perhaps a strong desire to hold a radio 

mic!)  Ents team members need to be happy speaking quite freely in front of the entire 

House 

• Creativity and imagination; returning to old favourites but also creating new experiences 

• An ability to marry ambition with practicality and reason - what is actually possible and what 

will involve the most number of people 

• Willingness to engage and encourage students across the years to participate 

• An ability to speak effectively to other members of the College community who may support 

ventures 

• Time management and organisational skills 

• Ability to see a project through to its conclusion 

 
 

HOUSE LEADER-MENTOR  
 

MAIN DUTIES 

 
• To be a main point of contact within the student body for all students, especially those new 

to the House, supporting their- transition and alleviating their concerns.   To be a friendly face 

to whom students can turn. 

• To be a leading player in organising and running Preview Day activities 

• Participate in social media interactions (Facebook) with new students during the summer 

holiday. 

• To help new students become accustomed to the practices and routines of College life, 

particularly in the first EXEAT. 

• To meet with new students on a formal and a more casual basis to determine ease of 

transition and identify possible problems 

• To liaise with other House staff as and when necessary 

PERSONAL QUALITIES 

• A genuine desire to help and enhance the experience of other students in the College 

• An approachable and friendly manner 

• An ability to listen 

• An ability to be non-judgemental 

• Judgement  - offering useful advice but, equally, involving House staff as and when 

necessary 

• Mature and trustworthy 
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Self-Harm: Guidance and Process 

Content: 

• Self-Harm: Advice and Guidance process p2 

• Risk Management Strategy p3-4 

• Information and Guidance for staff p5-6 

• Information and Guidance for students p7-8 

• Information and Guidance for parents p9-10 

This document outlines the processes that the College follows for any student who self-harms. The 

College endeavours to support the young person, their family and the College community in cases of self-

harm. This document is in place to facilitate a consistent, supportive approach to encourage all parties 

and professional bodies involved with the young person to work collaboratively in the best interests of 

the young person at risk. 

Appendix G
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Self-Harm: Advice and Guidance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Warning signs of self-harm/Self-harming behaviour identified 

Report on My Concern 

Picked up by Safeguarding Team – task assigned to appropriate 

staff (SG team, HoH etc) 

If this is already a known concern but with no 

escalation or change in the type, nature or 

severity of the self-harm, make a request for 

appropriate staff to monitor  

Safeguarding concern confirmed – new or 

known (but with change/escalation) 

Suicidal self-harm 

Apply the Compact of Care 

protocol 

Non-suicidal self-harm 

• Provide reassurance to student – 

explain that we have a duty of 

care to inform parents  

• Provide information and signpost 

support (see attached) 

• Wellbeing referral (if student 

agrees) 

• Appointment with College nurse 

if necessary (to clean wound and 

to provide information about how 

to avoid infection) 

• Update My Concern with actions 

taken 

Day students: 

• Speak to parents/carer before the 

student goes home (see attached) 

• A risk assessment is needed 

Boarding students: 

• Speak to parents/carer to inform 

of actions taken (see attached) 

• Staff responsible for student care 

should be informed (if it’s in the 

best interests of the child) 

• A risk assessment is needed 
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Risk Management Strategy 

                                                                  (to be completed by HoH & shared with staff on a need to know basis) 

Name of Student:  Assessment Date:  

Boarding House/Status:  

 

Assessment by:  

 

Hazards Potential Risks 

Level of Risk 

before 

measures are 

in place 

Risk control measures/Strategies Level of Risk 

after 

measures are 

in place 

Desire to self-harm as a 

consequence of low 

mood. 

Triggers are: 

 

 

 

 

 

 

Access to sharps 

Possible deterioration of mental 

health 

Will act on thoughts whilst at school. 

Death/Accidental death 

Oversharing with peers that 

may cause others concern, upset or 

harm – affected others 
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Hazards Potential Risks 

Level of Risk 

before 

measures are 

in place 

Risk control measures/Strategies Level of Risk 

after 

measures are 

in place  

  

 

 

 

 

 

   

 

For the ‘AT RISK’ REGISTER:   

MAIN SCHOOL to inform the College Office (Andrea Lawson).  

LINCOLN to inform Attendance & Welfare Assistant (Elaine Giddings) 

High, medium and low to be included on the AR register with the following action by the College Office:  

 

HIGH – Always check MEDIUM – Check periods 1 and 4     LOW – awareness only  

 

Head of House Name and signature ………………..………………………………………………………. 

 

Student Name and signature……………………………………………………………………………………. 

 

Parent Name and signature…………………………………………………………………………………….. 
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Information and Guidance for staff 

 

What is self-harm? 

Typically, self-harming behaviour includes: 

• cutting, scratching, burning 

• pulling hair out, head banging 

• controlling eating patterns 

• swallowing damaging articles such as razor blades 

• abusing alcohol and drugs/medication. 

Some injuries caused by self-harm may need medical attention. 

If you think a child or young person is self-harming, you may notice: 

• they have unexplained cuts and bruises 

• they’re wearing long sleeved clothes, especially in warm weather 

• they have knives or razor blades (or these going missing) 

• unexplained blood stains on clothes or towels 

• your child becoming more withdrawn and closed off 

• changes in their mood and behaviour – e.g. angry or low mood 

Why do young people self-harm? 

• To manage emotional upset 

• To reduce tension 

• To provide a feeling of physical pain to distract from emotional pain 

• To express emotions such as hurt, anger or frustration 

• A form of escape 

• An effort to regain control over feelings or problems 

• An attempt to punish oneself or others 

• To elicit care from others 

• To identify with a peer group 

NB: In some cases self-harm can be a suicide attempt. Some young people who self-harm may also experience 

suicidal thoughts, and self-harm is a risk factor for suicide.  

IF YOU BELIEVE A STUDENT TO BE SUICIDAL CALL 4444 OR A MEMBER OF THE SAFEGUARDING TEAM – DO NOT 

LEAVE THE CHILD UNATTENDED. 

What alternatives to self-harm can be suggested to students? 

Because self-harm helps a child or young person to cope with difficult feelings, it is important to think of other ways 

they might manage their feelings: 

• Distraction 

• Stress management techniques 

• Joining a social activity or sports group can be a useful distraction 
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Alternatives to suggest: 

Soothing/Stress Relief/Distraction: 

• Going for a walk, looking at things and listening to sounds 

• Create something: drawing, writing, music or sculpture 

• Going to a public place, away from the house 

• Keeping a diary or weblog 

• Stroking or caring for a pet 

• Watching TV or a movie 

• Getting in touch with a friend 

• Listening to soothing music 

• Having a relaxing bath 

Releasing emotions: 

• Clenching an ice cube in the hand until it melts 

• Snapping an elastic band against the wrist 

• Drawing on the skin with a red pen or red paint instead of cutting 

• Sports or physical exercise 

• Using a punchbag 

• Hitting a pillow or other soft object 

• Listening to or creating loud music 

 

Further reading/Additional information & advice for professionals: 

• Young People who self-harm: A Guide for school staff 

https://www.selfinjurysupport.org.uk/Handlers/Download.ashx?IDMF=70f21dbc-0da5-408d-8a9a-

961d0f9c968b 

• DFE: Mental Health and behaviour in schools – Nov 2018 

• Mind: How to support someone who feels suicidal 

• Building Suicide-Safer Schools and Colleges – A Guide for teachers and staff (PAPYRUS Prevention of Young 

Suicide) 

• Anna Freud National Centre for Children and Families – Talking Mental Health (Teacher Toolkit) 

• Youth Mental Health First Aid 

• Coping with self-harm: A Guide for parents and carers 

• NSFT (NHS) Suicide Prevention Strategy 2017-2022 

• Norfolk Safeguarding Children Board – July 2017 

• No Harm Done – Things can change: Information and help for young people worried about self-harm 

 

  

https://www.selfinjurysupport.org.uk/Handlers/Download.ashx?IDMF=70f21dbc-0da5-408d-8a9a-961d0f9c968b
https://www.selfinjurysupport.org.uk/Handlers/Download.ashx?IDMF=70f21dbc-0da5-408d-8a9a-961d0f9c968b
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Information and Guidance for students 

What is self-harm? 

• Causing damage to your body, often as a result of distressing or difficult feelings 

Why do people self-harm? 

• It could be as a result of feeling overwhelmed, stressed, numb or disconnected 

• It could be that something in their environment makes them feel vulnerable 

• Everyone’s experience is different 

Am I going crazy? 

• No! Self-harm is a lot more common than you think – it can affect anyone 

What can I do to stop self-harming? 

• It helps if you are able to talk to someone you trust about what you are going through 

Who can help me? 

• People who care about you can offer the support you need, that includes parents, carers, family, friends, 

teachers, school nurses, doctors and youth workers 

Why do teachers have to tell someone else? 

• Teachers want the best for you 

• They have a duty to ensure you get the help you need 

(Taken from a leaflet: No Harm Done – Things can change: Information and help for young people worried about self-harm) 

 

Signposting for advice: 

Harmless 

• http://www.harmless.org.uk/ourResources/copingStrategies 

 

Young Minds 

• No Harm Done – Things can change: Information and help for young people worried about self-harm 

(https://youngminds.org.uk/media/2218/no_harm_done_young_peoples_pack-new-brand.pdf) 

• https://youngminds.org.uk/youngminds-professionals/our-projects/no-harm-done/ 

• https://www.youtube.com/watch?v=kT5cr-HTTEQ 

Samaritans 

• www.samaritans.org.uk 

• Helpline (24hr): 08457 90 90 90 

NSPCC 

• https://www.nspcc.org.uk/preventing-abuse/keeping-children-safe/self-harm/ 

Childline 

• Childline.org.uk  0800 1111 (free 24 hr) 

http://www.harmless.org.uk/ourResources/copingStrategies
https://youngminds.org.uk/media/2218/no_harm_done_young_peoples_pack-new-brand.pdf
https://youngminds.org.uk/youngminds-professionals/our-projects/no-harm-done/
https://www.youtube.com/watch?v=kT5cr-HTTEQ
http://www.samaritans.org.uk/
https://www.nspcc.org.uk/preventing-abuse/keeping-children-safe/self-harm/
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Selfharm UK 

• Selfharm.co.uk 

Self injury Support: 

• Selfinjurysupport.org.uk 

• Helpline: 0808 800 8088 (Tue & Wed 7-10pm, Thur 3-6pm & 7-10pm) 

• Text: 0780 047 2908 (Sun-Fri 7-9pm) 

 

Youth Access: 

• youthaccess.org.uk 
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Information and Guidance for parents/carers 

Discovering that your child is self-harming can be very upsetting and stressful – parents may experience a range of 

emotions, including anger, sadness, helplessness, shame or disgust. We are not all experts and therefore our role is 

to support our parents/carers by signposting them to the most appropriate advice. 

• What follows is advice from Coping with self-harm: A Guide for parents and carers which can be used when 

making that initial communication home. 

Supporting your child: 

• Have a conversation, but don’t bring up self-harm straight away 

• You could organise this around another activity, like a walk or drive 

• Ask if anything is worrying them and how they are feeling 

• Let them know you are not judging them or putting them down, and that you love them and that will not 

change 

• Show that you are prepared to listen to what your child has to say 

• If your child does not want to talk, see if they will write you a note, email or text message about how they 

feel 

• Ask if they would rather speak to someone else (eg, a GP, Counsellor or helpline) 

• If your child is able to open up about their self-harm, try to help them work out feelings and situations that 

may trigger it 

• Encourage them to think about the long view and how things may change in the future 

 

Signposting for advice: 

Professional Help: 

• GPs 

• College nurses 

• College Wellbeing team (Wellbeing Manager: Rachael Hill) 

Helplines and Online Information: 

• Young Minds 

www.youngminds.org.uk 

Young Minds Parent Helpline: 0808 802 5544 (Mon-Fri 9.30am-4.00pm) 

• Samaritans 

116 123 

www.samaritans.org 

 

• Mind (over 18s only) 

www.mind.org 

 

• Rethink 

www.rethink.org 

 

• Harmless 

www.harmless.org.uk 

 

• Royal College of Psychiatrists 

http://www.youngminds.org.uk/
http://www.samaritans.org/
http://www.mind.org/
http://www.rethink.org/
http://www.harmless.org.uk/
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https://www.rcpsych.ac.uk/mental-health/parents-and-young-people/information-for-parents-and-

carers/self-harm-in-young-people-for-parents-and-carers 

 

• NSPCC 

https://www.nspcc.org.uk/preventing-abuse/keeping-children-safe/self-harm/ 

 

• Health Talk 

http://www.healthtalk.org/peoples-experiences/mental-health/self-harm-parents-experiences/topics 

 

If a parent is concerned that the self-harm or distress is increasing, or that anxiety or low mood is heightened, 

advise them to seek further help: 

• Make an appointment with the GP – they may refer to CAMHS (Child and Adolescent Mental Health 

Services) where an assessment would be done and a plan made for support and treatment 

• If the child or young person is reluctant to get help or doesn’t acknowledge the risks, parents can still 

receive advice from their GP 

• Telephone advice lines can provide information (see above) 

 

 

 

 

 

 

https://www.rcpsych.ac.uk/mental-health/parents-and-young-people/information-for-parents-and-carers/self-harm-in-young-people-for-parents-and-carers
https://www.rcpsych.ac.uk/mental-health/parents-and-young-people/information-for-parents-and-carers/self-harm-in-young-people-for-parents-and-carers
https://www.nspcc.org.uk/preventing-abuse/keeping-children-safe/self-harm/
http://www.healthtalk.org/peoples-experiences/mental-health/self-harm-parents-experiences/topics
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Students at risk of suicide 

Guidance and Process  

A student who attempts suicide or has suicide ideation and is considered a risk to themselves or 

others triggers a Compact of Care  

Phase one: Recovery Process 

If there is immediate risk to the child, emergency medical care should be sought. If it is not an 

immediate risk the SLT on call and a member of the safeguarding team should be notified. If the 

student is in College, they will be sent home and removed from boarding, with a support package. A 

baseline risk assessment needs to be carried out by SLT on-call/DSL to identify the need for a 

Recovery Process and time at home. All suicide ideation and attempts should be referred to CAMHs 

for guidance and to any social care involved with the student. A referral should always be made 

where there are concerns about the reasons for the young person's suicidal thoughts or intentions, 

such as abuse or neglect, or where young people are at high risk of suicide and refuse CAMHS 

support, and/or when parents or carers are refusing to engage. 

The initial risk assessment will trigger a recovery process period where they are to be at home or a 

place of safety for up to 2 weeks but longer may be considered. The Support Package will provide 

practical guidance on how to use the time as well as information on how to access professional care. 

The young person should visit their GP and/or mental Health professional. 

A letter from the College explaining the typical environment of the College will be sent to all 

professionals working with the young person. 

Following the recovery period at home a two part meeting is organised by the College. All 

professionals involved in the care of the young person should contribute and feed into the meeting. 

The first part is a risk assessment, using PHQ9 for assessing depression and a GAD7 to assess anxiety 

as well as a risk assessment to assess the student’s safety in College. Rachel Hill (College Well Being 

Manager) Sue Kelly (Mental Health Nurse) or a member of the Medical centre are trained and will 

conduct the assessment with the young person (risk assessment assessor). 

The second part of the meeting is a Risk Management Strategy meeting chaired by a member of the 

safeguarding team. The young person, their family, Head of House and risk assessment assessor 

attend the meeting. The Risk Assessment assessor feeds back from the assessment and a risk 

This document outlines the processes that the College follows for any student who has 

attempted suicide or has had or continues to have suicide ideation. The College endeavours to 

support the young person, their family and the College community in cases of attempted or 

ideation of suicide. The processes, delivered through a Compact of Care, are in place to facilitate 

the support and to encourage all parties and professional bodies involved with the young person 

to work collaboratively in the best interests of the young person at risk. 

Appendix H
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management strategy is devised. A decision as to whether or not the young person can return to 

College is not made at the risk management meeting; decisions are made afterwards by the 

Headteacher. 

The outcome of the meeting is discussed with staff and J Marsh and D Browning and is then shared 

with the family and date for review is set. 

 

Phase Two: Reintegration into College 

The Risk management strategy is implemented with a review date set to monitor the wellbeing and 

academic progress of the young person.  

The review should follow a similar format to the first meeting in that it is a two part meeting 

organised by the College. All professionals involved in the care of the young person should 

contribute and feed into the meeting. 

The first part is a risk assessment, using PHQ9 for assessing depression and a GAD7 to assess anxiety 

as well as a baseline risk assessment to assess the student’s safety in College. Rachel Hill (College 

Well Being Manager) Sue Kelly (Mental Health Nurse) or a member of the Medical centre are trained 

and will conduct the assessment with the young person. 

The second part of the meeting is to review the Risk Management Strategy chaired by a member of 

SLT on the safeguarding team. The young person, their family, Head of House and risk assessment 

assessor attend the meeting. The Risk Assessment assessor feeds back from the assessment and the 

Risk Management Strategy is devised. 

Phase Three: Monitoring of the young person’s wellbeing and academic progress. 

Once the young person has fully reintegrated back into College and are not considered a significant 

risk, review meetings continue to take place with the student, family and Head of House. 

The Risk Management strategy continues to be reviewed and amended accordingly. Updates from 

the meeting will be passed to the safeguarding team and Rachel Hill’s team and med centre.  

 

Appendices 

Appendix A: Compact of Care process 

Appendix B: Assessment Tools including Risk Assessment, PHQ9 and GAD7 

Appendix C: Parent Letter  

Appendix D: Letter to care professionals – Main School 

Appendix E: Letter to care professionals – Lincoln 
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Appendix F: Risk Management Strategy 

Appendix G: Review Meeting document – Signs of Safety                                                                                

Appendix H: Signposting for help, advice and support for staff, students and parents 
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Appendix A: Compact of Care process 

PHASE 1: DISCLOSURE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

HoH/Safeguarding/wellbeing/med centre interview 

student 

Interviewer to explicitly ask if student is feeling suicidal: 

“Are you having thoughts of ending your life?” “Do you 

have a plan of how you would do it?” 

Suicide Ideation recognised 

 

No suicide ideation: 

• refer for House 

support/Wellbeing 

• GP appointment for low 

mood/anxiety/self-harm 

Initiate Compact of Care: 

• Parents contacted to collect student 

• Compact of Care meeting with parents (with 

student if this is desired) 

• Parents to take student home (if a boarder, 

student should be supervised whilst gathering 

belongings) 

Compact of Care meeting should cover: 

• Rationale behind C.O.C  

• Next steps for  parents – visit GP 

asap 

• If immediate concerns, go to A 

& E 

• Inform about letter/guidance 

pack to be emailed  

• Point of contact with College: 

HoH – should make regular 

contact home to offer support 

and advice. 

• HoH can facilitate work being 

sent home if this is considered 

to be appropriate 

Concern identified by any member of staff 

Ensure student safe and supervised 

Contact Safeguarding (4444) 

 

Safeguarding Action: 

• Email parents copy of CoC letter & Mind guide 

• Complete Baseline risk assessment 

• Upload all onto My Concern 
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PHASE 2: REST AND RECOVERY 

 

 

 

 

 

 

 

Parents: 

• Call your GP – ask for an emergency appointment 

• If you have further concerns call 111 out of hours – they will help you find the support 

and help you need or take them to A & E 

• Read ‘The Mind’ guide – it offers valuable advice 

• Make sure you’re available to listen if they want to talk 

• Remember that you don’t need to find an answer, or even to completely understand why 

they feel the way they do 

• Reassurance, respect and support can help a person recover at this difficult time 

• Keep in contact with your Head of House so that a reintegration meeting can be 

organised 

If you would like additional information there are some links below that may be of use: 

• NSPCC- Mental Health & Suicidal thoughts:  https://www.nspcc.org.uk 

• https://www.rethink.org/ 

Students: 

• You may find it too difficult to speak to anyone at the moment. That’s ok. But try not to 

spend too much time alone - being around people can help to keep you safe, even if they 

don’t know how you’re feeling. 

• Distract yourself - do something you usually enjoy, such as spending time with a pet, 

reading a book, listening to music, watching a film, going for a walk 

• Make a list of all the positive things about yourself and your life. It might be hard to think 

of these things right now, but try. Think about your strengths and positive things other 

people have said about you 

• Exercise can have a good effect on your mood and thinking 

• Relax - meditation or mindfulness, breathing techniques or guided meditation - you can 

find these through a podcast or an online video website such as YouTube 

• Remember to be patient - your friends and family may want to help but might not know 

how to straight away. If this happens, you should tell them what you want from them. You 

may want to talk about how you’re feeling or you may want them to help you get 

professional help 

• Look for additional advice – there are some really good websites that could help you 

• https://youngminds.org.uk/ 

https://www.nspcc.org.uk/
https://www.rethink.org/
https://youngminds.org.uk/
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PHASE 3: RETURN AND ONGOING MONITORING 

Reintegration Meeting: 

• This should be organised by the HoH 

• Participants should include: Parent(s), student, HoH, 

Safeguarding team member, Wellbeing/Med Centre 

Reintegration Meeting with parent(s): 

• HoH, parent(s), Safeguarding discuss 

how things have been 

• Reiterate next steps – following this 

meeting a decision will be made as to 

whether the student can return to school 

– parents will be contacted by HoH once 

the formal decision has made by HT 

Reintegration Meeting with student: 

• Wellbeing/Med Centre will talk to 

the student, using PHQ – 9 

(Depression) & GAD-7 (Anxiety) 

• Opportunity for student voice to 

be heard 

 

Reintegration Meeting: Everyone comes together 

• Wellbeing/Med Centre will feedback on PHQ & GAD 

• Discussion of protective factors & strategies 

• Establish a point of contact for student – who they feel they can talk to 

• HoH to complete Risk Management Strategies – how the student can be best supported in 

House 

• Ensure all are happy with the outcome of the meeting – ask parents to sign the Risk 

Management Strategies & provide a copy for them 

• Safeguarding to feedback findings to Headteacher who decides if student is suitable to return 

to school 

And Beyond: 

• Regular wellbeing appointments if the student wishes 

• Student can identify protective factors & somebody they can talk to 

• HoH puts strategies into place & student included on the At Risk register 

• HoH updates My Concern so it can be reviewed by the Safeguarding team/TAC 

• Annual review between HoH, parents & student – does the student need to remain on the At Risk 

register? 
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Appendix B: Assessment Tools including Baseline Risk Assessment, PHQ9 and GAD7 

Wymondham College 

Baseline Risk Assessment  
(Carried out by anyone who has received initial safeguarding training) 

 
Potential hazards and risks 

 

 
 
 

Who might be harmed? 

 
 
 

What Actions Are Needed to Control 
the Risk? 

 

 
 

Consequent 
Risk Level   

Hazards 
 

 
Potential Risks  

 
Suicide Attempt 
 

 
Explain any plans that have been 
disclosed, previous methods used 
or other potential risks 

 
Student name 

 
Continuous Supervision 

 
High 

 
 
 

    

 

If the College is considered as currently an unsafe place for the student, Compact of Care should be triggered  

For the  ‘AT RISK’ REGISTER -  MAIN SCHOOL - inform PSSO / LINCOLN - inform MACs  

High, medium and low to be included on the AR register with the following action by PSSO: 

HIGH – Always check  MEDIUM – Check periods 1 and 4  LOW – awareness 

only  
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PHQ – 9 Depression 

Over the last 2 weeks, how often have you been bothered by any of the following 

problems? 

           Not at all       Several      Over a week      Every Day 

              Days 

Little Interest or pleasure in doing things     0                1             2                            3 

Feeling down, depressed, or hopeless             0          1        2                           3 

Trouble falling or staying asleep                       0                   1                    2                           3 

Feeling tired or having little energy                 0                   1                    2                           3 

Poor appetite or overeating                              0                   1                    2                           3 

Feeling bad about yourself –  

Or that you are a failure or have  

Let yourself or your family down                      0           1                    2                           3 

Trouble concentrating      0                  1                    2                           3 

Moving or speaking so slowly  

Others have noticed? Or the  

Opposite – being so fidgety or 

Restless that it’s hard to remain still  0                   1                     2                   3      

Thoughts that you would be better 

off dead or hurting yourself in some 

way      0                 1       2                            3 

 

Column Totals      _        +        _       +         _          +           _      

= Total Score   ____ 

Scores represent: 0 – 5 = mild, 6-10 = moderate, 11-15 = moderately severe, 16 

-27 = severe depression 



September 2019 
 

9 | P a g e  
 

GAD-7 Anxiety 

Over the last 2 weeks, how often have you been bothered by any of the following 

problems? 

                Not at all       Several      Over a week      Every Day 

              Days 

Feeling nervous, anxious or on edge  0          1          2          3 

Not being able to stop or control 

Worrying     0          1           2          3 

Worrying too much about 

Different things    0          1                       2                        3 

Trouble relaxing    0          1          2          3 

Being so restless that it is hard to 

Sit still      0          1           2         3 

Becoming easily annoyed or  

Irritable     0          1           2         3 

Feeling afraid that something 

Bad may happen    0         1           2         3 

 

Column Totals      _        +        _       +         _          +           _    

     

= Total Score   ____ 

 

Scores represent: 0 – 5 = mild, 6-10 = moderate, 11-15 = moderately severe, 16 

-21 = severe anxiety 
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Appendix C: Parent Letter  

9 Welsford Road 

Norwich 

Norfolk 

NR4 6QA 

10 May 2019 

Dear  

I understand that this is a difficult time for both NAME and your family following the recent disclosure 

of suicide ideation. Further to our earlier conversation I would like to outline the support plan that will 

be put in place by the College. 

What follows may appear a little formal in tone but it is important at this stage that there is clarity 

around the nature of support that now needs to be provided to ensure NAME’s wellbeing. 

The College has carried out an initial risk assessment and has identified that NAME is not safe to be in 

College at this moment, requiring us to implement our Compact of Care policy. This approach seeks 

to provide support and guidance and is organised into three phases: rest and recovery, reintegration 

and on-going review.  

Phase 1: Rest & Recovery 

NAME needs to rest at home for up to two weeks. We have included The Mind Guide to Seeking Help 

for Mental Health Problems, which has some practical advice for you and your child and also 

information on where and how to seek professional help. 

We recommend that NAME visits his/her GP or a mental health professional to seek support. On 

request we can provide a letter to all medical and mental health services outlining the College 

environment and the typical support that NAME has access to.  

Phase 2: Reintegration 

Following the recovery period at home, a two part meeting is organised by the College. All 

professionals involved in the care of NAME are invited to contribute and feed into the meeting. 

The first part of the meeting is a risk assessment, using PHQ9 for assessing depression and a GAD7 to 

assess anxiety as well as a baseline risk assessment to assess the student’s safety in College. Rachael 

Hill (College Well Being Manager) Sue Kelly (Mental Health Nurse) or a member of the Medical centre 

are trained and will conduct the assessment with NAME. 

The second part is a Risk Management Strategy meeting. You and NAME, HoH, a member of the 

safeguarding team and the member of staff carrying out the risk assessment are all invited. A decision 

as to whether or not NAME can return to College is not made at the risk management meeting; 

decisions are made afterwards by the Headteacher. 
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The outcome of the meeting will be shared with the family as soon as possible and a date for a return 

will be set. 

Phase 3: Return and ongoing review 

Once NAME has fully reintegrated back into College, ongoing monitoring will take place. It is important 

for NAME, you and HoH to have an ongoing dialogue to ensure that the Risk Management strategy is 

effective in the support it is providing. 

If you would like any further information please do not hesitate to contact HoH who will endeavour 

to support. We appreciate this may be a challenging time for NAME and your family and hope that by 

working together we can ensure NAME receives the support and help needed.  

Best wishes 

 

 

Miss Julie Marsh 

Designated Safeguard Lead 
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Appendix D: Letter to care professionals – Main School 

Boarding at Wymondham College 

A Boarder at Wymondham College will live in one of five Main School Boarding Houses (Cavell, Fry, Kett, New 

Hall, Peel) between Years 7 and 11 and in the Sixth Form Boarding House (Lincoln) in Years 12 and 13.  All of 

these Houses are mixed, so whilst sleeping accommodation is entirely separate, both boys and girls mix 

naturally in the social and work areas.  Main School Houses accommodate 100 boarders (and an additional 100 

Day pupils are present during the school day). Boarders in Years 7 and 8 will typically share a dorm with three 

or four others.  Boarders in Year 9 and 10 will typically share a dorm with one other.  Year 11 Boarders typically 

have their own room. 

Each House is managed by a Head of House who will be supported by a House Parent and Assistant Head of 

House. All of these roles are held by teachers.  Graduate Boarding Assistant (recent graduates from University) 

are attached to the Houses and teaching staff support House operations in the evening.  Matrons have a 

specific focus on the personal wellbeing of Boarders in the evenings and in their dorm areas, putting Boarders 

to bed and waking them in the mornings.  Each Matron will look after around 50 Boarders, across 4 landings.  

They reside with the Boarders in their ‘Matron flats’ and can be contacted by pressing a bell at any time.  The 

staff to Boarder ratio in the evenings is approximately one member of staff for every 20 boarders.  

Wymondham is unique because of its size; indeed it has the largest boarding houses of any boarding school in 

Europe.  This offers an abundance of opportunities: friendship groups are diverse and broad; boarders come 

from all over the UK and the rest of the world with their own unique experiences and outlooks; the breadth of 

activities, academic support and clubs that can be offered is significant.  However, unique challenges are also 

raised.  Whilst staff support, guidance and care is outstanding, Wymondham does not have the small and 

intimate boarding houses of other providers.  The community is large, vibrant and busy.  A certain stoicism 

and independence is needed.  

A Boarder’s typical day will begin sometime shortly after 6.30am.  They will be woken by a Matron and 

expected to ready themselves for the school day – showering, tidying their rooms, preparing their books.  

Breakfast is held in the refectory (a large dining room that seats 600 pupils).  The school day begins at 

8.30am, at which point the boarding accommodation is locked for the day (Lincoln Boarders still have access 

to their dorms).   

During the school day, Boarders, along with Day students, will return to their Houses for breaks and the lunch 

hour.  Students are likely to see the management team of the boarding house often, but other staff 

members rotate quite frequently, this includes the matron team. 

At the end of the school day, at 3.45, Boarder accommodation is once again unlocked.  Matrons are present 

from this point until 9.00am the next morning. Clubs and activities take place from 4.00pm, dinner is held close 

to 5.30pm and prep commences for all at 6.30pm.  After prep, Boarders have the opportunity to enjoy more 

clubs and activities.  Supper is served at 8.30pm and the bedtime routine begins at 8.45pm for the youngest 

boarders.  Matrons take the lead upstairs, administering any medicines and offering support at the end of the 

day.  
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Appendix E: Letter to care professionals - Lincoln 

Boarding at Wymondham College Sixth Form 
 
A Boarder at Wymondham College sixth form will live in either Lincoln or Ralphs. Usually 
Year 12s occupy Lincoln and Year 13s Ralphs.  Both Houses are mixed, so whilst sleeping 
accommodation is entirely separate, both boys and girls mix naturally in the social and work 
areas. Lincoln accommodates 85 boarders (and an additional 150 Day pupils are present 
during the school day). Ralphs accommodates 111 boarders (joined by a further 150 Day 
students during the school day). Year 13 Boarders typically have their own room but some 
Year 12 students will share.  
 
Each House is managed by a Head of House who is supported by two Boarding Managers 
(Miss Watt – Lincoln and Mrs Summers – Ralphs) and a Deputy Head of House (Mr Willett 
who teaches chemistry). The Lincoln Fellow (recent Oxbridge graduate) and Graduate 
Boarding Assistants are attached to the Houses and teaching staff (NRBTs) support House 
operations in the evening. Boarding Managers have a specific focus on the personal 
wellbeing of Boarders in the evenings and in their dorm areas, putting Boarders to bed and 
waking them in the mornings. Each Boarding Manager and Deputy Boarding Manager will 
look after around 50 Boarders, across 10 landings. They reside with the Boarders in their 
‘Boarding Manager flats’ and can be contacted by pressing a bell at any time. The staff to 
Boarder ratio in the evenings is approximately one member of staff for every 25 boarders.  
 
Wymondham is unique because of its size; indeed it has the largest boarding houses of any 
boarding school in Europe. This offers an abundance of opportunities: friendship groups are 
diverse and broad; boarders come from all over the UK and the rest of the world with their 
own unique experiences and outlooks; the breadth of activities, academic support and clubs 
that can be offered is significant. However, unique challenges are also raised. Whilst staff 
support, guidance and care is outstanding, Wymondham does not have the small and 
intimate boarding houses of other providers. The community is large, vibrant and busy. A 
certain stoicism and independence is needed.  
 
A Boarder’s typical day will begin sometime shortly after 6.30am. They will be woken by a 
Boarding Manager and expected to ready themselves for the school day – showering, 
tidying their rooms, preparing their books. Breakfast is held in the dining room. The school 
day begins at 8.30am with registration. When not in lessons, boarders can study in dorms. 
  
During the school day, Boarders, along with Day students, will return to their Houses for 
breaks, the lunch hour and after school. Students are likely to see the management team of 
the boarding house often, but other staff members rotate quite frequently.  
 
At the end of the school day, at 3.45, Boarding Managers are on duty until midnight. Clubs and 

activities take place from 4.00pm. Dinner is held from 5.00pm and prep commences for all at 

6.00pm. After prep, Boarders have the opportunity to enjoy more clubs and activities. Supper is 

served at 8.30pm and the bedtime routine begins at 10.00pm for Year 12 students. Boarding 

Managers take the lead upstairs, administering any medicines and offering support at the end of the 

day. 
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Appendix F: Risk Management Strategy                                          Risk Management Strategy 

                                                                  (to be completed by HoH during reintegration & shared with staff on a need to know basis) 

Name of Student:  Assessment Date:  

Boarding House/Status:  
 

Assessment by:  

 

Hazards Potential Risks Level of Risk Risk control measures/Strategies Level of Risk 

List of triggers: 
 

Suicide Ideation 
Low Mood 
Possible deterioration of mental 
health 
Will act on thoughts whilst at 
school. 
Death/Accidental death 
Oversharing with peers that 
may cause others concern, upset 
or harm. 
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Hazards Potential Risks Level of Risk Risk control measures/Strategies Level of Risk 

  
 
 
 
 
 
 
 
 
 
 

   

 

For the ‘AT RISK’ REGISTER:   

MAIN SCHOOL to inform the College Office (Andrea Lawson).  

LINCOLN to inform Attendance & Welfare Assistant (Elaine Giddings) 

High, medium and low to be included on the AR register with the following action by the College Office:  

 

HIGH – Always check MEDIUM – Check periods 1 and 4     LOW – awareness only  

 

Head of House Name and signature ………………..………………………………………………………. 

 

Student Name and signature……………………………………………………………………………………. 

 

Parent Name and signature…………………………………………………………………………………….. 

 

 

 
HoH to organise a review meeting 
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 Appendix G: Review Meeting document – Signs of Safety                                          

Review Meeting for: ______________________ 

                                                                                              (to be completed by HoH during Review Meeting) 

Location:  Review date:  

 Review by:  

 

Use the ‘Signs of Safety’ framework as a starting point for discussions. This encourages participants to: 

• Understand present & past concerns 

• Recognise existing strengths & safety 

• Be clear about what needs to happen 

• Scale risk & discuss and disagreement 

What are we still worried about? 

(past harm, future danger, complicating factors) 

What is working well? 

(Strengths, Safety) 

 

What needs to happen? 

(School goals, Student/Family goals, next steps) 
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What are we still worried about? 

(past harm, future danger, complicating factors) 

What is working well? 

(Strengths, Safety) 

 

What needs to happen? 

(School goals, Student/Family goals, next steps) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Head of House Name and signature ………………..………………………………………………………. 

 

Student Name and signature……………………………………………………………………………………. 

 

Parent Name and signature…………………………………………………………………………………….. 

Amend Risk Management Strategy if necessary 
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Appendix H: Signposting for help, advice and support for staff, students and parents 

• Young People who self-harm: A Guide for school staff 

https://www.selfinjurysupport.org.uk/Handlers/Download.ashx?IDMF=70f21dbc-0da5-408d-8a9a-961d0f9c968b 

• DFE: Mental Health and behaviour in schools – Nov 2018 

• Mind: How to support someone who feels suicidal 

• Mind: Guide to seeking help for a mental health problem 

• Building Suicide-Safer Schools and Colleges – A Guide for teachers and staff (PAPYRUS Prevention of Young Suicide) 

• Anna Freud National Centre for Children and Families – Talking Mental Health (Teacher Toolkit) 

• Youth Mental Health First Aid 

• Coping with self-harm: A Guide for parents and carers 

• NSFT (NHS) Suicide Prevention Strategy 2017-2022 

• Norfolk Safeguarding Children Board – July 2017 

• No Harm Done – Things can change: Information and help for young people worried about self-harm 

• ‘Life out of control?’ leaflet 

 

https://www.selfinjurysupport.org.uk/Handlers/Download.ashx?IDMF=70f21dbc-0da5-408d-8a9a-961d0f9c968b


WELLBEING SERVICE    PROTOCOL 

2022 

Appendix I



 
WYMONDHAM COLLEGE WELLBEING SERVICE  
 
There might be times when you're struggling with life at College and would like some additional support. 
Whatever your situation, we’re here to help. 
 
Wherever you’re from and whatever your circumstances and support needs, our team can work with you 
during your time at Wymondham College. Don't forget to speak to your tutor in College if your studies are 
being affected. 
 
We want you to feel well-supported and confident to seek support from staff, Wellbeing and external 
services, whenever you need it. 
 
The Wellbeing team within the college offer a regular space and time to talk or think about worries or 
difficulties, to help young people explore their feelings and look at how they might want things to be 
different, by talking and using a range of activities 
 
It may be about developmental issues, attachment issues, resolving problems, regulating emotions, 
improving relationships, making choices, coping with changes, gaining insight, understanding and growing 
as a person. 
 
The Wellbeing service at Wymondham College is carried out by trained, fully qualified staff including, 
BACP registered Counsellors and a registered Mental Health Nurse (RMN).  
 
HOW DOES WELLBEING FIT WITH OTHER PASTORAL SUPPORT? 
 
All students in College can access a range of pastoral support, characterised by good listening and 
problem solving strategies.  
 
Some staff may have been trained in aspects of counselling such as listening skills and can bring 
these skills to bear when talking with students, however this is not a structured therapeutic intervention 
and therefore not the same as engaging with the Wellbeing Service within school. 
 
Where students may need additional help a referral to a targeted service or a higher tier of service   
following identification of need by staff, parents or the student themselves may be needed. 
 
WHEN MIGHT WELLBEING SUPPORT HELP? 
 
Wellbeing can be an early intervention strategy to prevent deterioration in emotional wellbeing, 
negative mental health and perspective. It can enhance the young person's self-esteem and ability to 
cope more effectively in College. 
 
The Student Wellbeing service does not provide crisis support. There are a number of places where you 
can get immediate support such as A&E and Child & Adolescent Mental Health Services (CAMHS) 
 
LOOK AFTER YOURSELF AND OTHERS 
 
To get the most out of your time at Wymondham College, look after your emotional and physical health - 
that way you'll be more likely to enjoy all aspects of College life. 
 
RESOURCES AND SELF HELP 
 
Wymondham College Wellbeing Team offer a range of therapeutic interventions and promote positive ways 
of supporting Mental Health. We often suggest students and parents visit the following websites to give you 
some ideas on how you can take action to help stop problems from escalating and investigate potential 
solutions. 
 

https://students.leeds.ac.uk/info/10700/support_and_wellbeing/804/helpful_support_contacts
https://students.leeds.ac.uk/info/10700/support_and_wellbeing/804/helpful_support_contacts
https://students.leeds.ac.uk/info/10700/support_and_wellbeing/804/helpful_support_contacts
https://students.leeds.ac.uk/info/10700/support_and_wellbeing/804/helpful_support_contacts


https://www.youngminds.org.uk/ 
https://charliewaller.org/ 
https://hubofhope.co.uk/ 
https://www.kooth.com/ 
 
MENTAL HEALTH, COUNSELLING AND WELLBEING 
 
We pride ourselves on the services and facilities we offer if you need our support while you're studying with 
us. From our experienced and helpful Wellbeing team to support structures such as our trained in-house 
Peer Mentors, we’re here when you need us. 
 
We're here to support you at times of any emotional, psychological or mental health difficulties.  
 
We welcome students of any age, class, ethnicity, faith, belief, culture, disability, sexual orientation and 
gender identity. 
 
SUPPORT IN RESPONSE TO WORLD EVENTS 
 
When world events affect members of our community, we know how important it is to have the right support.  
 
WELLBEING SERVICE AGREEMENT AND PRIVACY NOTICE 
 
All students who wish to receive Wellbeing, Counselling and Mental Health Services are asked to confirm 
they have read and consent to the Terms and Conditions and Privacy Statement outlined below. 
 
This Agreement describes our services and outlines our mutual commitment to each other, for us as a 
Service Provider and for you as Service User. Consent is required before completion of our referral form, 
and we are unable to offer services without this consent. 
 
PRIVACY NOTICE 
 
In order to provide Counselling and Wellbeing Services, we will keep a record of our communications and 
appointments with you. Wellbeing is one of the support services provided to you as a student of 
Wymondham College.  
 
Our records will comprise the personal data that you provide to us in the referral form and any subsequent 
questionnaires, and notes made by our staff. Records are used for the purpose of providing support with 
issues that may impact your studies or capacity to engage with College life. The data will be held securely 
(paper files held in locked cabinets in locked offices, electronic files held only on secure, College owned 
and approved drives), in accordance with Data Protection laws. 
 
All staff receive regular data protection training. The Wellbeing Service produces anonymised and 
aggregated data for the purposes of service analysis, service improvement, audit and research. Your data 
will be held by the Wellbeing Service for three years from the end of your contact with the Service and after 
the three-year period, your personal data will be removed and destroyed. 
 
CONFIDENTIALITY AND DATA-SHARING 
 
The Student Wellbeing Service provides a confidential service. Wellbeing, mental health and counselling 
practitioners use a team approach in order to provide the best quality services to students, and where 
necessary practitioners within the team may need to liaise to discuss the best possible support for a student. 
These discussions are specific and limited. With regard to sharing personal information outside of 
Wellbeing, this will be rare. We would only disclose your personal information, without your consent, under 
the following circumstances: 
 

a) If there is good reason to believe that you or someone else may be at serious risk of harm we may 
disclose information about you. Unless the situation is an emergency, or we think otherwise 

https://www.youngminds.org.uk/
https://charliewaller.org/
https://hubofhope.co.uk/
https://www.kooth.com/


inappropriate, we will always try to discuss things with you and obtain your consent before making 
the disclosure.  
 

b) We may be legally bound to disclose personal information on certain occasions e.g. under a Court 
Order or under the general law, such as under the Safeguarding and the Protection of Children and 
Vulnerable Adults Act, the Prevention of Terrorism Act, and the Drug Trafficking and Money 
Laundering Act. 

 
REFERRAL FOR ADDITIONAL SUPPORT 
 
There may be occasions when you ask us to pass your personal data (name, email address) to an external 
agency for purposes of onward referral, for example if you would like us to arrange an appointment with 
your GP.  We will always consult with you about the appropriateness of an onward referral and seek your 
specific consent to communicate with that agency. 
 
Clinical supervision is the process by which our staff members receive the advice and guidance of another 
senior practitioner and our engagement in supervision is an important part of our professional Code of 
Conduct.  Your personal details are never shared in clinical supervision; the purpose is to support the 
practitioner in their effective professional practice. 
 
Subject to the above exceptions we don’t discuss students’ personal information (including those relating 
to your attendance) with parents, partners, guardians or tutors unless we have your permission to do so. 
 
EVALUATION AND FEEDBACK 
 
In order to help us monitor the effectiveness of our work here, we may ask you to complete a questionnaire 
at the beginning of therapy or support, and another at the end of any support you are offered. These may 
range between clinical screening and research tools such as the PHQ-A and GAD-7. 
 
After your final appointment, we will normally send you an evaluation form which invites you to comment on 
your experience of Wymondham College Wellbeing. We greatly value the feedback you are able to give us 
which we use to inform future practice. 
 
ETHICS GOVERNING THE WORK OF COUNSELLORS 
 
Counsellors abide by the British Association for Counselling and Psychotherapy (BACP) ethical framework 
or adhere to the United Kingdom Council for Psychotherapy (UKCP) Code of Ethics.  
 
RESPECT 
 
Staff within the Wymondham College Wellbeing service aim to provide a professional, respectful and caring 
environment in which to support the emotional wellbeing of students. In keeping with this, we expect users 
of the Wellbeing Service and the Oasis building to conduct themselves in a respectful way and to abide by 
Wymondham College regulations. 
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