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WELCOME LETTER

Dear Student,

We are delighted to welcome you to La Retraite Roman Catholic Sixth Form.

As you know, the next two years are critically important in your personal 
and educational development. With that in mind, the goal of teachers and 
students alike will be to work hard together to make these years a success for 
you.

We have developed this handbook to be a useful source of information about 
the school, the teaching staff, the school’s codes and other relevant matters 
with which you should be familiar.

This school has a well-known and widely respected tradition for which we are 
all now responsible. As the most senior students, you are entrusted with building 
on this tradition. I know you will be positive role models for younger students.

Your time here should be rewarding. If, at any point, you encounter difficulties 
of any kind, please talk to your teachers. Working together, everything 
becomes easier.

The Sixth Form is a very exciting time. Ahead of you, there are great 
opportunities to learn, achieve, and partake in a range of exciting extra-
curricular activities.

We are delighted to be sharing this journey with you.
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Mrs R Coyle

Director of Sixth Form

Miss J Urquhart

Head of Year 13

Miss N Rumble

Head of Year 12



STAFF LIST

Headteacher
Mr D Malins

Key Members of Staff
Mrs R Coyle  
Miss N Rumble 
Miss J Urquhart 
Ms H Laszki 
Ms N McKellar 
Mrs N Weekly 
Mrs A Sacks  
Miss M Love  
Ms A Boyle 
Ms C Fernandez 

— Director of Sixth Form
— Head of Year 12
— Head of Year 13
— Sixth Form Attendance & Study Room Supervisor
— Sixth Form Learning Mentor
— Business Engagement Officer & UCAS Co-ordinator
— Director of Innovative Learning Opportunities
— Admissions Officer & Scholarship Support
— Careers Advisor
— Librarian

Sixth Form Academic Mentors
Year 12: Mrs Thompson/Mrs Franco, Miss Aryiku, Mr Mohamud, Mr Stober, 

Mrs Baxter-Batchelor, Mrs Archie-Pearce, Mrs Day/Mrs Chang

Year 13: Mr Lopez, Miss Silcox, Ms Zyba, Mrs Kelly/Mr Regan, 
Miss Assinder/Ms Nolan
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Nicole, Sixth Form President

SIXTH FORM PRESIDENTIAL TEAM 2020-2021



MISSION STATEMENT
Our mission as a Catholic school is to provide the highest possible standards of education for all our students, 

delivered within the context of gospel values and the teachings of the Church within our Christian community. To 

help achieve this end, Governors and Staff of La Retraite commit themselves to the following:

» Recognising the value and uniqueness of every student taught;

» Ensuring that the school is a safe place to be and one where the interests of justice are served;

» Creating a community which is inclusive, one whose basis is mutual respect and equality;

» Maintaining the long tradition of trust, cooperation and courtesy;

» Generating good order and discipline based on sound relationships between staff, students and parents;

» Nurturing the religious and intellectual lives of our students through both curricular and extra-curricular activities;

» Inviting parents to play an active role in their daughter’s development, academically, spiritually and emotionally.

In our aspirations we recognise the important roles that are played by parents, support agencies, our feeder primary 

schools, our local parishes, the La Retraite Sisters, the Diocese and the Local Authority in supporting our work.

La Retraite values the contributions of all its partners in preparing our young people for the opportunities and 

challenges that lie ahead within the family of the Church and in contemporary society.
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LA RETRAITE MISSION PRAYER
Lord, our school is a Christian community, we pray that You continue to watch over and bless all members of our ‘La 

Retraite Family’.

We ask that You inspire us to use the time and talents you have given us for the benefit of others and ourselves. We 

commit ourselves to be like You; to treat others as we would like to be treated and we pray that you help us to see 

the value and uniqueness of each and every person.

Guide us to offer each day for the ‘greater glory of God’ (AD MAJOREM DEI GLORIAM) remembering with 

thanksgiving all those who love, care for and support us.

We know that You love each one of us as Your creation. Help us to grow in Your love. 

Let us love Jesus in our hearts.

Amen.

ROLE MODELS
Sixth Form students are the most senior students of La Retraite. You are therefore role models for the girls lower down 

in the school. This is why it is so important for you to set a good example when you move around the school. Sixth 

Formers do have privileges but this does not make it appropriate to abuse those privileges.

For example, using a mobile phone, eating or drinking in corridors, or screaming at the top of your voice as you run 

down the stairs are all unacceptable. The same expectations exist for teachers too.



REGISTRATION AND CONSULTATIONS
Your tutor will simply mark you as Present or Absent. He or she must see you at registration in the morning and in the 

afternoon. The first key to unlock the door of Sixth Form success is daily attendance. Registration is also a time for 

prayer and reflection, and a time to find out what opportunities are available through registration notices. 

During registration time you will also have individual consultations with your tutor. These are an important way of 

helping you set challenging yet realistic targets, to make sure that you achieve the grades you need to succeed.

It is an expectation that you will attend Sixth Form Monday to Friday from 8:30am-3:00pm. Students finish at 12:30pm 

one day a week to enable them to carry out volunteering.
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ABSENT FROM SCHOOL?
If you are absent from school, volunteering or work experience due to illness or unforeseen circumstances, you MUST 

contact the school by 8:15am that day on 020 8673 5644, ext. 112. You must include the name of student, form 

group, and reason for absence.

Unauthorised absences will affect your acceptable attendance record and your future references. If you know that 

you will be absent from school in advance, you must bring a note explaining your absence to your tutor. You will also 

need to complete a green Authorised Absence Form, which subject teachers will fill in to outline work which will need 

to be completed. 

If this absence is for more than two days you must ask for the permission of the Director of Sixth Form. The automated 

truancy call system will automatically contact parents/carers of any student who has not been registered and has 

not informed the school of their absence.  Any student who does not have 90% + attendance record may be asked 

to leave the Sixth Form.

LATE FOR SCHOOL?
You have chosen La Retraite for its high standards. Consequently, lateness will not be tolerated.  However, if you are 

late due to illness or because it has been necessary for you to attend an emergency medical/dental appointment, 

a responsible adult must call the school by 8:15am to confirm this.  Students who are repeatedly late for school will 

attend late detention on a Friday after school and may be placed on report.  If there is no improvement after being 

on report, your parents will be invited in for a meeting.  If poor attendance persists, you will be at risk of a period 

of internal exclusion or losing your place at La Retraite. If you arrive late you must swipe in at Visitor’s Reception for 

security and safety reasons (e.g. in case of a fire).

SILENT STUDY ROOM
To guarantee successful results in the Sixth Form, independent study is vital. It is an expectation that each student 

studies for an additional 6 hours a week for each subject they take in the Sixth Form (e.g. if you do 3 subjects you 

should be studying for an additional 18 hours per week outside the classroom). To support Sixth Form students with the 

development of their independent study skills, when they have a study period they MUST register their attendance 

with the Study Room Supervisor. Failure to do so will be treated as lesson truancy. The Study Room is here for you

to complete your research, assessment tasks and homework to support your studies. Students should work silently. 

Listening to music, watching films or eating food in the Study Room is NOT allowed.
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SIXTH FORM MERITS & CONSEQUENCES
The teachers in the Sixth Form want to make sure that you achieve the very best grades you can, in order for you to 

be able to choose your next steps in education or employment. Students who work hard will be rewarded with Merits 

and appear on the weekly Wall of Fame. Each half term, students with 100% attendance and punctuality and a 

significant number of Merits will be rewarded with certificates and termly with vouchers.

Consequences are in place to make sure that you do not lose focus during your study here. If you receive a 

Consequence, this will be published on the weekly Wall of Shame. If you continually receive Consequences, your 

form tutor will put you on green report. Consequences are given for things such as:

» Lateness to lessons or registration;

» Failure to complete homework;

» Inappropriate dress;

» Poor use of study time.

3 2 1 INTERVENTION SYSTEM
If your form tutor puts you on Green Report (Stage 3), a letter will be sent home to parents confirming this. If, after 2 

weeks, there is no improvement the student will go on Amber Report (Stage 2) to the Head of Year and a meeting 

will take place with the parents. If, after this level of intervention, there is still no improvement the student will go on 

Red Report (Stage 1) to the Director of Sixth Form and another meeting will take place with the parents. If the student 

is unable to improve at this stage they will be asked to leave the Sixth Form.

MOBILE PHONES
Sixth Formers are allowed to bring mobile phones to school. However, they can only be used in the Sixth Form lunch 

room or under the canopy. On no account should a mobile phone or Bluetooth device be used in an area where 

lower school pupils may be present. Headphones and Bluetooth devices for mobiles must be removed outside of the 

lunch room or Canopy. Mobile phones must never be charged in school.

LUNCHTIME
Sixth Formers are allowed off-site at lunchtime but must return by 1:10pm. If they go out, they must swipe in and out at 

Visitor’s Reception . This system is for the safety of the students. Any student who truants a lesson will lose the privilege 

of going out at lunch  for the rest of the half term.  ‘Finishing lunch’ will not be accepted as an excuse for lateness in 

the afternoon. It is the students’ responsibility to ensure that they are where they should be in the afternoon.

EATING ARRANGEMENTS
Sixth formers should eat in the Sixth Form lunch room or under the canopy, nowhere else in the building. 

Hot food will be served at 12:30pm in the Sixth Form lunch room.
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LOCKERS
Every Sixth Former has their own locker which is located near form rooms or the Sixth Form Study Area. Personal 

belongings should not be left in the Sixth Form Study Area.

MASS, MORNING PRAYER & ASSEMBLY
Mass is celebrated on Holy Days of Obligation. Morning prayers are said as part of every morning’s registration. Sixth 

Form Assembly takes place once a week and is an important part of your week. You must manage your responsibility 

towards Assemblies by being at all times punctual. Assembly is our opportunity as a Sixth Form to come together in 

prayer and worship.

RELIGIOUS EDUCATION
La Retraite is a Catholic school and our Christian beliefs are central to the way we lead our everyday lives. All Sixth 

Form students will be studying RE. You will be given an opportunity to research and discuss the issues that concern 

you and help relate those issues to your faith.

PSHE
Your tutor will take you for one PSHE lesson each week. There is a full PSHE programme which covers important 

relevant issues throughout the year, from study skills to university application preparation and ASDAN Portfolio work. 

PSHE is also used to communicate important notices and information to students, and to make a contribution to the 

life of the school at certain times of the year such as supporting the Sixth Form charity.

MAKING A FAST START
After three weeks of Year 12, we will be judging every student’s suitability for the courses they are taking. After all, if 

you are not committed, La Retraite Sixth Form is not for you. You must have:

» Completed your summer research project;

» Attended a minimum of 90% of lessons;

» Completed at least one specific assignment in each subject up to an acceptable standard for a student starting

Sixth Form courses.

If you fail to meet either of these criteria, you will be placed on a further three-week trial period. Should you still fail to 

meet with our expectations, you will be asked to leave.
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TARGETS, REPORTS & PARENTS’ EVENINGS
When you begin your Sixth Form courses you will be given a target in each of your Sixth Form subjects. The target 

is worked out using a system called ALPS. You cannot change your target grade but you can exceed it, as many 

students at La Retraite Sixth Form do. Remember, too, that your predicted grade for your university application is 

based on your performance up to the end of Year 12, not on your target grade.

A report will be sent home on a termly basis. This will comment on your current and estimated grades and 

progress. Your attendance and punctuality for each term will be recorded, along with the number of Merits 

and Consequences you have received. Your tutor will then discuss your report with you identify strategies for 

improvement.

Parents’ evenings are considered to be an important part of every student’s development. We expect Sixth Formers 

to attend with their parents. Even though you are Sixth Form students, you are still dependent on the support of your 

parents. It is very important that they understand how you are progressing so that they can help you as effectively as 

possible.

PART-TIME WORK
Some of you will already have part-time jobs and others will be looking for part-time work in due course. Please be 

sensible about this. The main point of being in the Sixth Form is to obtain a good education. Studying A Level, T Level 

and  OCR National courses is a full-time job in itself. 

Part-time work is tiring and eats into your week. You need to have time to study at home, and you need time to 

relax and enjoy yourselves and re-charge your batteries. Too much time spent on part-time work can upset your 

equilibrium. It is recommended that the absolute maximum time you should spend on part time work is eight hours 

per week. If you are tired all the time, can’t concentrate in class, feel demoralised and bored then you are probably 

spending too much time doing part-time work.

CHANGING COURSES
When you enrol for the Sixth Form, everything is done to ensure that each student is taking courses that are suitable 

for their ability and meet with their interests and aspirations. However, it does occasionally happen that after one or 

two weeks a student feels that they have made a mistake.

If you are such a student, this is what you must do:

 »  Discuss with your subject teacher your concerns;

 »  Talk with the Head of Subject of the course you wish to change to;

 »  Discuss the matter with your tutor if you still wish to change course;

 »  Discuss the matter with the Director of Sixth Form and a decision will be made.

COUNSELLING
From time to time, students feel weighed down by something happening in their life that they feel unable to cope 

with. If this sounds familiar then please talk to either your academic mentor or a teacher that you feel you can trust.

If a teacher thinks that you may benefit from seeing a counsellor, then the Director of Sixth Form can make 

arrangements in complete confidence. You will not be the first person with a difficulty to sort out and you 

won’t be the last. Whatever the problem, don’t ‘bottle it up’ if you can’t cope. Talk to someone you trust.



BURSARY AWARD SCHEME
Depending on the income of your parents you may be eligible to apply for the Bursary Award scheme. Applications 

forms are available online or from your Head of Year. You must complete your application by 30th September and 

return to your Head of Year. If you are awarded the Bursary you must give your bank details or equipment order 

form to the Head of Year to ensure you receive your entitlement. Payment of the Bursary is dependent on good 

attendance, punctuality, behaviour and progress grades. The Director of Sixth Form reserves the right with withhold 

payment if a student fails to comply with the rules of the Sixth Form.
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OTHER GRANTS AND ASSISTANCE
There are other means of obtaining financial support, such as the Wandsworth Transport Allowance or the Lambeth 

Walcott Foundation Grants. Speak to the Director of Sixth Form if you are experiencing financial hardship.

COMPUTER USAGE
1. To log onto the computers, use your username and password from the lower school. Students new to the school

should see ICT Support for a username and password. To access your email account:

2. Go to www.lgfl.net.

3. Choose log into London mail.

4. Your username and password is your computer log-in details.

5. The computer acceptable use policy applies to all computer users refer to website. For further details, please visit

www.laretraite.lambeth.sch.uk/uploads/document/ICTAcceptableUsePolicy_1.pdf.

EXAMS
Public exams will be held May and June for Year 13. 

In order to progress into Year 13 you need to achieve a MINIMUM OF 3 C GRADES (OR MERITS FOR OCR TECHNICAL 

EXAMS), in the End of Year 12 exams in July. There is no opportunity to resit exams!

UNIVERSITY APPLICATIONS & APPRENTICESHIPS
The final deadline for UCAS application for Year 13 is 23rd October 2020. Applications for Oxford, Cambridge, 
Medicine, Dentistry and Veterinary are submitted by 25th September 2020.

During the spring term of Year 12 you  will formally begin finding out about universities and apprenticeships during 

the PSHCE programme. Each student will receive their own login for Unifrog which will support them with researching 

courses and universities, careers, and developing skills. University prospectuses are available in the Study Room 

and the Careers Advisor is available every Monday and Tuesday in the sixth form centre. The website for 

university applications is www.ucas.com. We also run a Scholarship Programme in collaboration with St 

Paul’s Private Boy’s School. Ask Mrs Sacks for more details.
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LIBRARY BOOKS
The school Library has many books and resources for you to use during your time at La Retraite school.  It is very 

important that Library books are returned on time in order for others to benefit from them. Students who fail to bring 

back books or leave school without returning them will be invoiced for a replacement. Exam certificates will not be 

given out to students until all books have been returned or paid for.

ADDITIONAL LEARNING OPPORTUNITIES
All Sixth Form students are expected to complete the Level ASDAN portfolio of 6 skills linked to your entire pastoral 

experience. These sessions have been developed to support and extend your learning in your chosen subjects. 

When it comes to applying for a job, further training or university, it is important that you can show that you have 

experience beyond the curriculum. You will be supported by your RE Teacher and Tutors until submission in the 

Autumn term of Year 13. It is mandatory and a completed portfolio leads toward an AS grade B/16 UCAS points – 

regarded by many universities. 

The 25 most able and determined students are invited to complete the EPQ over 12-18 months. There are two 

submission dates: June in Year 12 or December in Year 13. It leads to a maximum A* at A Level or 28 UCAS points as it 

is half an A Level which is more than an AS. Many universities regard this A Level.



SIXTH FORM DRESS CODE
Through our dress code we, at La Retraite School, would like to instil a sense of pride in our Sixth Form, as well 

as giving our students the adequate preparation for adult life, the world of work and the corporate business 

environment.

We have a compulsory navy suit with logo, which can be purchased online at  www.schooluniformdirect.co.uk or 

from their shop in Tooting. Dress code components will be purchased by the school for students eligible for Free 

School Meals. Lanyards must be worn and visible at all times.

 All Sixth Form students should meet the requirements of our dress code, as detailed in this document. As a young 

adult it is important that, through your presentation, you can show that you are serious about your future and 

therefore serious about how you portray yourself in and around school, as a role model.  If you arrive at school and 

are in breach of the dress code you will be sent home to change into the appropriate attire.  
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Ladies Gentlemen

General Attire
» Navy skirt with LR logo or
» Navy trousers with LR logo
» Navy suit jacket with LR logo

» Navy trousers with LR logo
» Navy suit jacket with LR logo

Tie » Optional » Compulsory

Jumper » Plain, worn under the jacket » Plain, worn under the jacket

Shirt or Blouse
» Any colour shirt or blouse, tucked in (no t-shirts,

emblems or baggy types)
» Any colour shirt, tucked in (no t-shirts, emblems

or baggy types)

Shoes
» Smart shoes (no canvas, trainers or casual

types)
» Knee-length boots in winter (no ‘Ugg’ styles)

» Smart shoes (no canvas, trainers or casual
types)

» No walking-style boots

Jewellery
» Small ear studs, small nose stud
» Subtle necklace/watch/ring
» No tattoos on show

» Subtle jewellery (i.e. watch and 1 ring)
» No facial piercings or tattoos on show

Hair » Should be one natural colour » Should be one natural colour

Hats and Scarves  » Only to be worn outside of school » Only to be worn outside of school

Coat
» Own style, worn outside of school
» Must be taken off in lessons

» Own style, worn outside of school
» Must be taken off in lessons



RULES FOR THE SCHOOL COMMUNITY

1.  All members of the community should show each other good manners, courtesy, kindness, respect
and consideration at all times.

2.  Bullying of any sort is regarded with the utmost seriousness. Students are expected to report any
bullying they witness. Bullying can consist of various activities designed to hurt or to make another
feel unhappy. They may include: physical action against another student; unkind words, racist words,
rumour-mongering or gossiping behind a student’s back; cyber-bullying.

3.  If there is an issue between students, the students involved are expected to seek out a member of
staff to resolve the matter. Students are not allowed to resolve the matter without guidance.

4.  Students are expected to behave in an exemplary manner on the journey to and from school and on
school trips.

5.  Students should follow a member of staff’s instructions at all times.

6.  Sixth Form students should wear the Navy LR Sixth Form suit and ID Badge at all times.

7.  Students must ensure they go to all lessons on time with the necessary equipment for learning and
ensure that they co-operate and try their best.

8.  Students may only visit their lockers before morning registration and at break times, unless they have a
member of staff’s permission.

9.  Mobile Phones: Sixth Form students should only use their mobile phones in the Sixth Form lunch room or
under the canopy. Phones should not be used in corridors or in the school grounds. Phones can only
be used in classrooms, in the Study Room or Library with the permission of the supervising member of
staff. Mobile phones should not be charged at school.

10.  Students should treat the school environment with respect. Stealing will result in a serious sanction.

11.  The possession of an offensive weapon or any illegal item is forbidden. The possession of such an item
may result in permanent exclusion.

12.  The possession of matches, lighters or fireworks in school is forbidden. Being with another student who
is known to have these items is also considered very serious. Tampering with fire safety equipment
including falsely setting off the alarm is forbidden.

13.  The possession of cigarettes, alcohol and drugs of any sort is forbidden. The supply or use of illegal
drugs will result in permanent exclusion.

14.  During the school day, no one should leave the school grounds without written permission. Sixth Form
students are allowed to leave the school site at lunchtime only but must swipe in and out at Visitors’
Reception.

15.  Any student arriving late for school or leaving early for an authorised appointment must swipe in/out at
Reception.

16.  The buying and selling of goods is forbidden (unless for an authorised charity events). Any stealing is
forbidden and is treated very seriously.
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STUDENT CONTRACT

La Retraite’s Student Contract sets out the expectations that La Retraite Sixth Form has 
of all its students. When you accept your place in the La Retraite Sixth Form, you are 
agreeing to the points listed below.

Any breach of this contract may result in you losing your place in the Sixth Form.

La Retraite Sixth Form agrees to:

» Provide a Christian environment with high quality teaching and learning;

» Provide opportunities for enrichment activities;

» Provide support for students applying to Universities and the world of work;

» Regularly assess and report on student progress.

La Retraite students agree to:

» Attend school from 8:30am to 3:00pm Monday to Friday. (Students finish at 12:30pm
one day a week. They may choose this time to carry out volunteering.);

» Arrive to school punctually and have an attendance record of greater than 90%;

» Wear the Navy LR Sixth Form suit and ID Badge at all times and abide by the Sixth
Form dress code;

» Use study periods effectively to ensure good progress on courses chosen;

» Complete assessments for each subject teacher per half term;

» Be responsible students acting as positive role models for younger pupils and
contribute to the life of the school;

» Actively seek out a Work Experience and Volunteering Placement related to your
specific area of interest;

» Adhere to all Behaviour for Learning Rules for Sixth Form.
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MERITS & CONSEQUENCE SYSTEM

Merits

To encourage students to aspire to be on the weekly Wall of Fame, the top 3 students with the most 
Merits each term will receive a £10 voucher.

In order to ensure students achieve or exceed their target grade, 100% attendance and punctuality to 
the Sixth Form is essential. To encourage students to achieve 100% attendance and punctuality, we have 
introduced the following incentives;

Each week students with 100% attendance and punctuality will receive a Merit from their tutor. The tutor 
group with the most Merits for attendance and punctuality at the end of each term will have a pizza 
party.
Each term, individual students with 100% attendance and punctuality will receive a £5 voucher.
If students achieve 100% attendance and punctuality for a term, they will receive a £10 voucher.
If students maintain 100% attendance and punctuality for 1½ terms, they will receive a £15 voucher.
If students achieve 100% attendance and punctuality for the whole of the Autumn and Spring term, they 
will receive a £20 voucher.

Consequences
Each week the tutor should check the Wall of Shame. If a student in their tutor group has received a 
number of Consequence points the tutor should put the student on Green Report (Stage 3) and inform 
the Sixth Form Administrator to send a green report letter home to parents.

Every 4 weeks the Study Room Supervisor will give tutors a print out of the % attendance in their form. Any 
student with below 90% attendance should be put on Green Report by the tutor.

During the 2-week period that the student is on Green Report to the form tutor if they receive any 
further Consequences on the Wall of Shame, or their attendance does not improve, the student should 
be referred to the Head of Year to go on Amber Report (Stage 2). The Head of Year should arrange a 
meeting with parents and inform the Sixth Form Administrator to send an Amber Report letter home.

During the 2-week period that the student is on Amber Report, if they receive any further Consequences 
on the Wall of Shame, or their attendance does not improve, the student should be referred to the 
Director of Sixth Form to go on Red Report (Stage 1). The Director of Sixth Form should arrange a meeting 
with parents and inform the Sixth Form Administrator to send a Red Report letter home.

If students fail to improve when on Red Report to the Director of Sixth Form, they lose their place in the 
Sixth Form.


