
Principal’s Welcome 
This handbook is designed to help you to se3le quickly into college life and to make 
the most of your 9me at LSC. The learning environment here is intended to 
maximise your learning and achievement, foster your curiosity, build your 
confidence and promote a posi9ve sense of wellbeing. We do this by crea9ng a 
strong sense of community, shared values and a common purpose. The informa9on 
in this handbook will help you to contribute to this community and to benefit fully 
from being a part of it. Please read it carefully and enjoy your studies and the wider 
ac9vi9es and opportuni9es that the College has on offer. 

Gill 
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Our Ambitions for You:



Sec2on One: How we will help you to achieve and support you to make the most of your 
2me at College 

The Tutorial Programme 
All students will have a personal tutor who will support students to achieve their full poten9al during 
their 9me at LSC.  

The Purpose of the LSC Tutorial 
• Within the context of compassionate educa9on principles, to monitor and support all aspects of students’ 

learning; academic progress, career pathway, personal and social development 
• To promote high expecta9ons of good conduct and self-regula9on, including punctual and regular 

a3endance and the mee9ng of academic deadlines 
• Promote student self-confidence and wellbeing. Ensure students are se3led, safe and aware of safeguarding 

policies, procedures and services 
• To ensure appropriate support to overcome barriers to learning and lessen the risk of student withdrawal or 

failure, strengthening student outcomes and reten9on 
• To ensure students maximise their poten9al through ac9vi9es including the Aim High programme 
• To sign post students and help them link with addi9onal services including student wellbeing, learning 

support, catch up tutors and other 
• Champion, equity and belonging and Fundamental Bri9sh Values, encouraging students to be thinking, 

ac9ve ci9zens 
• To provide a plaRorm for informed debate and discussion 
• To keep students fully aware of college informa9on and opportuni9es. 
• To provide students with a range of tutorial ac9vi9es, accredited through QMUL that will encourage their 

development as ques9oning, caring individuals, as well as promote their safety and wellbeing 
• To encourage and promote the benefits of involvement in the wider aspects of college life, wellbeing 

pathways, enrichments, clubs, socie9es, trips and visits. Support students to be community minded 
• Make students aware all par9cipa9on in the above contributes to the QMUL award  
• To establish and support appropriate des9na9on pathways for all students including Higher Educa9on, 

appren9ceships, training and prepara9on for work 
• To ensure students are regularly engaged in Student Voice ac9vity and have opportuni9es to discuss and 

offer opinions on all aspects of their college experience 
• To recognise value and celebrate student achievement 
• To establish a strong rela9onship with parents/carers. Keeping them informed of progress and any emerging 

issues or concerns 
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TUTORIAL SESSIONS 
You will have a timetabled group tutorial every week, during one of the 
following periods: 

Monday, Tuesday, Thursday 15:00-16:20 

Wednesday 13:10-14:20 

You may also have additional 1:1 appointments with your tutor outside these 
times 

Attendance at weekly tutorial sessions is compulsory



QMUL Par2cipa2on and Progression Award 
What is it?  
At LSC the work you do in tutorial is an accredited part of your studies. You can achieve an award from Queen 
Mary University of London by comple9ng ac9vi9es in tutorial including discussion, debate and short wri3en 
responses (20-25 minutes) to a variety of topical issues. These ac9vi9es will take place most weeks. Your tutor will 
introduce the topic and the ac9vi9es you need to complete.  
  
Other enrichment ac9vi9es you do inside college, whether it is joining a club, sports going on trip or visit can also 
count towards your QMUL Award. This is also the case for ac9vi9es you are involved in outside college, including 
part 9me work, volunteering, sport or other interests.   
All you need to do is keep a log of the ac9vity and record the knowledge and skills you have developed as a result 
including how it may benefit your progression and wellbeing.  
Depending on your overall commitment to college and how much work you do for your QMUL Award will 
determine the level of Award. Pla9num, Gold, Silver or Bronze.  
To achieve this award you must also have good a3endance of at least 95% over the year. We expect all students 
to complete the QMUL Award as part of your learning programme.  

Why is the QMUL Award Important? 
This award is only offered to LSC students. It’s a Higher Educa9on award from our Partner University QMUL. 
Universi9es, Appren9ce providers and employers recognise the importance of students developing their 
knowledge and skills outside of the curriculum by undertaking addi9onal ac9vi9es which develop new skills, self-
confidence, wider knowledge, and show you can work independently but also as part of a group.  

Some of the ac9vi9es that can count towards your QMUL porRolio include:  
·       Extension pathways 
·       EPQ 
·       Aim Higher programme  
·       Duke of Edinburgh award scheme 
·       Work experience or work placement   
·       Par9cipa9on in any external enrichment (Sport, hobbies, clubs etc.)  
·       Par9cipa9on in any college bases enrichment opportuni9es  
·       Par9cipa9on in any college based trips and visits 
·       Read a book 
·       Watch and review a film or documentary 
·       Watch and review a drama or musical performance 
·       A3end and review an exhibi9on or talk 
·       Research and present a health campaign or review a new sport / fitness ac9vity 
·       Share my world 
·       Interview someone 
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QMUL 
Most students par-cipate in the many opportuni-es available to develop their 
personal and social skills, including volunteering, Duke of Edinburgh Awards and 
the accredita-on of their achievements through a university awards scheme. 

OFSTED



Teaching and Learning 
Prepara2on for lessons 
You should arrive for your lessons ready to learn. This means bringing any homework or preparatory work you 
have been set, along with all the equipment and materials you will need in the session. At college we will not 
be providing you with pens and paper so it is important you buy these, along with some folders to store and 
organise your work. 
  
Feedback  
Your work will be regularly assessed and you will be provided with feedback that makes it clear what you have 
done well and what you need to do to improve. We ask teachers to return work as quickly as they can and no 
later than 2 weeks ager it was submi3ed. 
  
Late Submission 
It is important that you hand work in before the deadline. If you are having problems mee9ng these deadlines 
you need to discuss this with your teacher before the work is due to be submi3ed.  
There are specific regula9ons regarding the submission of voca9onal assignments and A Level NEA (non 
examined assessments). Your teacher will make clear what these are. 
  
Your Timetable 
The 9mings of each block are shown below. Your specific 9metable will be given to you at the start of the year. 
You will be registered for each session that appears on your 9metable but you do not need to be in college if 
you do not have a lesson, tutorial or a scheduled session. However, we strongly encourage students to use 
these periods for independent study at college or at home. 

Independent Study 
Subject teachers in each programme area are responsible for seing an appropriate workload so as to 
complete the relevant syllabus in a 9mely fashion and this will include weekly homework. Students should aim 
to complete at least 5 addi9onal hours of independent study each week. This will include homework, pre-
reading, research and revision.  
Study habits and good learning behaviours are essen9al to progress.   
To help students develop and embed their learning we suggest:  

·       Students keep notes in lessons. Outside lessons they re-read and highlight their notes, annotate or 
use mind maps 
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·       Undertake background reading and research recommended by teachers to enhance their 
understanding of the topics being covered in class  

·       Keep an orderly file of work which will be useful for revision 
·       Complete homework and coursework in order to meet all deadlines 
·       Undertake focused revision prior to examina9ons  
·       To make good use of the Library, Computer Hub or other designated study areas  

Study Support at LSC 

Stepping up from GCSE to BTEC or A-levels means learning some new study skills along the way which can help 
secure an appren9ceship, a place at university, or a job. Our Library and Study team are expert at helping you 
to prepare for any path you choose to take. We provide: 
  
Library Support  
Textbooks and Digital Resources: 
LSC library has the latest textbooks for your course along with recommended websites to help you with your 
coursework. 
Fic2on Collec2on: 
LSC Library has a huge collec9on of fic9on, for when you need to take a break from your studies.  
IT Access: 
LSC Library has a computer room called ‘The Hub’ for your coursework, assignments and research. You can 
also borrow laptops and iPads for group work and there are silent areas to help you focus 
  
Study Support 
The Study is a mentoring service run by the library, helping students in several ways: 

Student Mentors: Current students trained to help their fellow students in subjects they are doing well in. 
Catch-Up Tutors: If you find yourself falling behind on your revision or coursework, these Tutors will help you 
to understand course content that you might be struggling with, plan your work and get you back on track. 
University Mentors: Former students with excellent subject knowledge and first hand experience to help you 
make progress and support your studies. 
  
The Library and Study offer enrichment opportuni2es. You can become a Library Ambassador, helping the 
library with displays, and represen9ng the area on open days. You can also develop journalis9c skills by edi9ng 
and wri9ng ar9cles for the college magazine ‘The Showcase’. 
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Careers Guidance  
We provide a comprehensive and impar9al Careers, Employability and Progression programme to all students, 
including a full range of post-16 educa9on, training, and employment opportuni9es.  

The Career advice offer is on-going throughout the academic year, being delivered through guidance 9me with 
our qualified advisors and is enhanced by careers events, where we work with Universi9es, Appren9ceship 
providers and Businesses.  
All students are en9tled to careers interviews and are encouraged to use the Careers Centre’s extensive 
resources to undertake research into future careers paths, including university, appren9ceships and 
employment op9ons. 

You can book your career guidance appointment following the link: 
 h3ps://careersemployabilityandprogression.setmore.com/ 
  
Careers Website  
You can also find more informa9on on our Careers, Employability and Progression website: h3ps://
sites.google.com/leyton.ac.uk/careers 
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CAREERS, EMPLOYABILITY AND PROGRESSION 
At LSC we commit to provide advice and guidance to all our  students to help you make  
an informed decision about  your future career aim. 

The college has a dedicated Careers Centre with our own qualified Careers Advisors in  
Heritage House (room HE-35). 

https://careersemployabilityandprogression.setmore.com/
https://sites.google.com/leyton.ac.uk/careers
https://sites.google.com/leyton.ac.uk/careers


Enrichment  

Ac9vi9es beyond the classroom are also an important element of developing your skills, abili9es and 
experiences as well as the quali9es that universi9es, appren9ceship providers and employers value. 
Our Enrichment and extra-curricular programmes give you the opportunity to take part in a range of ac9vi9es 
that develop transferable skills, confidence, self-esteem and new friendships. Research also demonstrates that 
academic achievement is also higher for students who engage regularly in enrichment so it can actually help to 
boost your grades!  

Students intending to apply for the most compe99ve universi9es and courses, degree appren9ceships or other 
pres9gious College Leavers programmes should join our Aim High provision and/or undertake an EPQ. 

EPQ:What is the Extended Project Qualifica2on?  
The EPQ, normally consis9ng of a 5000-word research project is regarded as an A-level standalone 
qualifica9on designed to extend and develop your abili9es beyond the A-level syllabus and prepare for 
university or a future career.  An EPQ carries UCAS points and is valued at 50% of a full A Level in the UCAS 
tariff calculator. It is recognised by universi9es and employer and many universi9es make lower A-level offers 
to students undertaking an EPQ. 

Aim High  
The Aim High programme supports those students wishing to progress to Russell Group Universi9es including 
Oxbridge and compe99ve careers such as Engineering, Medicine, and Law. Students par9cipa9ng in the 
programme will be challenged academically to ensure that they achieve the best results, whilst also 
developing essen9al professional and super curricular skills required to apply to the most compe99ve 
ins9tu9ons.  
  

A key part of our enrichment offer is to support your personal development and you can find more 
informa9on on how we do this in the next sec9on. 
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Student Wellbeing and Personal Development at LSC 

At Leyton Sixth Form College, we aim to support you in looking ager your physical, mental and emo9onal 
health and wellbeing; they are all connected and equally important if you are going to be successful in your 
studies and future life. 

Studying at college should be enjoyable and s9mula9ng but it will also require you to work hard. We know 
that life as a student can some9mes be stressful and that life outside college can be just as demanding as your 
studies.  

We will help you to manage these pressures and the impact of life events and rela9onships through a range of 
provision and support services 

Tutorial 

All students have a personal tutor who they will meet with on a regular basis. The personal tutor provides the 
cross college glue that brings together the various elements of college life from the first day of induc9on to 
your learning and wider college experience, and on to providing support with progressing to university, 
employment, or appren9ceship.  

Each personal tutor acts as an advocate for their students. They are there to help you to navigate college life.  

Weekly group tutorials will cover key topics related to personal development and wellbeing, including 
safeguarding, managing stress, preparing for exams and planning for the future. 

Wellbeing and Personal Development Extension and Enrichment 

All of our students are en9tled to par9cipate in ac9vi9es that will support their personal development and 
mental health and wellbeing. We provide a range of opportuni9es under the five ways to wellbeing: 

·       Connect with other people 
·       Be physically ac9ve  
·       Learn new skills  
·       Give to others  
·       Pay a3en9on to the present moment (mindfulness) 

We ask that all students dedicate a minimum of 1 hour a week to promo2ng their personal development 
and/or their physical, mental or emo2onal wellbeing. 
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Mul2-Faith/Non Faith Chaplaincy and other Student Networks 

There are a number of faith based socie9es running at the college, including the Chris9an Society and Islamic 
Society. There is also an LGBTQ+ Student Group (Sage). 

Student chaplaincy and youth work at LSC is here for everyone and offers: 

·       Pastoral care and support for students from all faith backgrounds and none 
·       An open and non-judgmental service for everyone 
·       Safe spaces to explore iden9ty and rela9onships 
·       Peer support 
·       A chance to explore the big issues that face us in society  
·       Opportuni9es for students to worship, pray and study together 
·       Volunteering opportuni9es for students to get involved in local community ac9vi9es 

Specialist Support 

Whilst we know that posi9ve physical, emo9onal and mental health is important for all of us, we will also treat 
you as an individual because everyone’s experience is different.  For students who need individualised or 
specialist support, we offer a range of services both within the college and through external partners and 
networks. 

We provide a suppor9ve and empathe9c space to discuss difficul9es and advise on what might help you feel 
be3er. Because each student is different, the support you’ll receive from us will be tailored to your individual 
needs. 

Support might include: 

• Confiden9al and collabora9ve discussion with a Health & Wellbeing Mentor 
• Developing a support plan with next steps 
• Self-help resources 
• Referral to our counselling service or safeguarding team 
• Liaison with other staff and referrals to other teams (such as Senior Tutors, learning support or subject 

support tutors) 
• Liaison with external support, such as GP or CAMHS 
• Signpos9ng to relevant external agencies 

Safeguarding and Student Wellbeing 

At Leyton 6th Form College we have a team of staff cross college that endeavour to provide you with as much 
support as you need.  This is to ensure you are able to have the best possible experience at college and there 
are no barriers to you achieving your full poten9al.   Part of this varied support is Student Wellbeing, where 
staff can support you with emo9onal and general wellbeing issues, help to safeguard you if you are feeling 
unsafe or threatened in anyway and advise on financial and social issues. We also have two dedicated 
counsellors who offer face to face appointments, groups and drop-ins and there will be a Mental Health 
Advisor from CAMHS on site weekly to work with small groups of students on mental health issues that are 
impac9ng their learning.  
The Safeguarding and Student Wellbeing team can be contacted via the wellbeing@leyton.ac.uk email.  
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Learning Support 

Students who have a disability, learning difficulty, physical or mental health need can access academic, 
prac9cal and personal support from the Learning Support team. Each student is allocated a named member of 
staff with whom they can discuss their needs and plan their support. The team have a wide range of exper9se 
in a variety of areas.  Tutors and subject teachers can refer students to Learning Support at any 9me or 
students may self-refer.   
  
The college has close rela9onships with other educa9onal and mul9-agency services in the area and onward 
referrals can be made when necessary.  If students meet the required criteria, and it is their normal way of 
working, students could be eligible for a variety of access arrangements for examina9ons including extra 9me, 
readers, scribes and modified papers.   
  
For further informa9on, help or advice please contact LearningSupport@leyton.ac.uk. 
The team are located in room HE21. 

Sec2on Two: Our Expecta2ons of You  

We have high expecta9ons of staff and students alike. Co-opera9on, mutual support and respect, a passion for 
learning in its broadest sense are the founda9ons of our community and we work hard to be a welcoming 
college where students feel included in every aspect of college life and are comfortable to voice their opinions. 

In order for us and our students to be and do our best and to achieve as highly as possible, it is essen9al that 
we maintain a safe and secure environment and have clear and consistent expecta9ons. The following sec9on 
explains more about these expecta9ons and their importance.  

To make the most of your 2me at College, you need to be: 

Organised 
Arrive punctually, organised and well prepared for all sessions with the necessary materials 
  
Compassionate & Considerate 
Be courteous and caring with all other members of the college and those in the wider community. Look ager 
your environment and treat both the college facili9es and the local area with respect.  
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Commi\ed to learning  
Show a genuine commitment to learning, acquiring the knowledge and skills to successfully complete work in 
a 9mely manner to ensure progress and develop professionally.  

Communicate & Listen 
Be willing to join construc9vely with others in discussion and debate. Communicate your ideas appropriately 
and develop opinions that are informed by evidence and research.  

Accountable 
Reflect on one’s own learning and be accountable for the honesty and integrity of the work produced.  

Involved  
Be involved in, and contribute to, wider college life by taking advantage of some of the many ac9vi9es the 
college offers including clubs, socie9es, trips and visits, performances, talks, sports and other opportuni9es.  

Responsible for your own learning and conduct  
Seek support as and when necessary but persevere in the face of challenges.  

What We Ask of You: 

Staying Safe at LSC 
• You must always wear your ID 
• Familiarise yourself with the H&S informa9on on pages and obey all instruc9ons in the event of a fire or 

other emergency 
• No hoods or balaclavas (see Dress Code on page 10) 
• You must not bring anything into college that may cause harm (this includes anything that might be used as 

a weapon, drugs and alcohol) 
• Do not encourage your friends to come to LSC, who are not students here 
• Please note that the college conducts random searches both at the entrance to the college and in 

classrooms and social areas 
• The college has an experienced and well trained security team whose priority is the safety of all students 

A\endance and Punctuality 
As a student of LSC, we expect you to a3end all the learning sessions punctually on your 9metable. You should 
strive for a 100% a3endance. You will have 9me when you are not in lessons you will be expected to 
undertake some independent study in the Library, the Hub or other designated areas in college.  
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Poor A\endance  
If a student’s a3endance falls below 90% the college will contact parents/carers and if there is no jus9fica9on 
the Disciplinary Stage 1 will be issued. Students who do not maintain an a3endance above 90% will find 
themselves moving through the disciplinary stages and may be charged for their examina9on entry fees.  
  
Lateness 
Students should arrive at LSC before 8.50am to be ready for a prompt start. If a student starts their learning 
day at a later period, they must make sure they arrive at the lesson on 9me. Lateness to lessons, par9cularly if 
the pa3ern is repeated will be dealt with through the College Disciplinary Process and parents/carers will be 
informed.  

Academic Integrity 
The work you submit for assignments must be your own and the College will report to the relevant Awarding 
Body (Exam Board) any work which is found to be copied, plagiarised or liged without credi9ng the source. 
Academic misconduct will be dealt with through the disciplinary process.    

The Disciplinary Process 
The college has a staged disciplinary procedure that is designed to bring about improvement where a student 
has poor a3endance, punctuality, behaviour or is not engaging appropriately with their educa9on. When a 
student is placed on a disciplinary stage targets will be set and parent/carers informed. Where improvement is 
not taking place the procedure will be escalated and parents/carers will always be kept informed and their 
support requested.  

Serious Misconduct 
Serious misconduct has no place in the Leyton 6th Form College community environment. Serious misconduct 
leads to a breakdown in rela9onal trust and will be subject to immediate suspension.  
  
Serious misconduct includes:  
• Persistent misconduct where the student shows no sign of addressing their behaviour 
• Bringing drugs, alcohol into college or arriving intoxicated 
• Bringing an offensive weapon or other dangerous items into college 
• Bullying or harassment of any member of the college community 
• Aggressive or violent conduct  
• Vandalism or graffi9  
• Engaging in any an9-social or criminal behaviour outside of the college 
• Exam malprac9ce (plagiarism/chea9ng) 

   
The college has a ‘searching, screening and confisca9on’ policy to ensure the health, safety and wellbeing of all 
students. The policy is compliant with the guidance issued by the DFE.  

Dress Code  
The dress code at LSC is one of a professional/modern workplace. LSC respects and understands that students 
wish to retain their individuality and or culture and have more freedom than provided by their school uniform. 
We also emphasise that a serious place of learning should look and feel professional at all 9mes. A 
‘professional and modern workplace’ dress code does not mean formality but it does mean clothing which is 
appropriate and will not cause offence or be out of place in a work seing. The following are not appropriate 
dress for LSC:  

·       Clothing bearing slogans that may cause offence  
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·       Balaclavas or hoods that cover the face 
·       Low cut tops, clothing which does not adequately cover underwear, such as trousers worn 

below the hips, or which exposes the midriff 
  

Wearing inappropriate clothing will result in a student being asked to return home to change.  

Smoking and Vaping 
Students are strongly advised not to smoke as it is harmful to health. Smoking includes vaping/e-cigare3es and 
is only permi3ed in the designated smoking area outside. Smoking and vaping are not permi3ed inside the 
college building and cigare\es/vapes will be permanently confiscated if they are used inappropriately.  

Mobile Phones and Personal Technologies  
• Mobile phones are not to be used during lessons for personal use 
• In lessons, personal technologies are only to be used if authorised by the teacher 
• All personal items are brought into college at the student’s own risk, the college is not liable for any loss or 

damage caused 

Examina2ons 
It is vital that you understand the specific exam arrangements, processes and regula9ons related to your 
course. All students will be issued with guidance in tutorial, regarding general examina9on procedures and 
rules. Teaching staff will provide informa9on on subject-specific assessments. Individual exam 9metables will 
be distributed to students and it is very important that you check these carefully and that you note start and 
finish 9mes. Arrangements cannot be made to sit external examina9ons at an alterna9ve 9me so you must 
a3end on the dates and 9mes specified. The college pays for all examina9on entry fees with the excep9on of 
some resits. The Examina9on Team can be found in Orient House, Room O11.  
Please note that any infringement of exam regula2ons is considered malprac2ce and is likely to result in you 
being disqualified. 

Communica2on 
Strong partnership and good communica9on between students, tutors, teachers and parents is important and 
essen9al in building suppor9ve and trus9ng rela9onships. The college is commi3ed to regularly reviewing 
student’s progress and iden9fying and discussing any emerging issues. Students and parents should have a 
clear understanding of academic performance as well as aitude to learning as indicated by a3endance, 
punctuality, assessment outcomes and par9cipa9on in lessons.  

The college will communicate with students is a variety of ways, including by email and via the student 
intranet and social media. In order to remain up to date with important informa9on, students should check 
their college emails on a regular basis. 
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Parents/Carers 
We recognise that Parents and Carers are an important partner in their son or daughters educa9on.  
We encourage them to:  
• Provide support and encouragement to their son/daughter but realise there maybe challenges or set backs 
• Recognise Sixth Form study is a full 9me educa9on 
• Support the college in the expecta9on that students a3end all learning sessions 
• Maintain close communica9on with the college through their son or daughter’s tutor, par9cularly in regard 

to academic progress or pastoral issues 
• Monitor their son/daughters college/work life balance and ensure in par9cular paid work does not interfere 

with their studies 
• Support the college by avoiding holidays or trips during term 9me 
• Ensure absences are reported 

Staff can be contacted by parents via email. The personal tutor will be the first point of contact and will 
introduce themselves personally via email or phone during the first few weeks of term. 

The college is currently developing a parent portal and informa9on about accessing this will be sent to parents 
following enrolment. 

Sec2on Three: College Informa2on 

Key Dates 
Term Dates 2022-23 
Autumn Term 
Teaching starts Thursday 8th September 
Last day for students Wednesday 14th December 
Half Term Monday 24th - Friday 28th October 
Spring Term 
Starts Tuesday 3rd January 
Ends Friday 31st March 
Half Term Monday 13th February to Friday 17th February 
Summer Term 
Starts Monday 17th April 
Last day for students Wednesday 28th June 

Examina2ons  
You will have in-class assessments and get regular feedback on your progress throughout your course. Below 
are some key dates for both internal and external assessments. 
  
W/C 19th September 2022 A Level Year 2 Assessments (these will help determine your UCAS predicted grade) 
31st October – 7th November 2022 GCES Maths and English resits 
W/C 5th December 2022 Voca9onal Mock exams (all voca9onal students) 
12th – 30th January 2023 Winter Voca9onal Exams (external) 
W/C 27 February 2023 A Level Year 2 Mock exams 
March 21st 2023 GCSE Maths mock 
March 22nd 2023 GCSE English mock 
22nd May 2023 (TBC) External Summer Exams begin (A level and voca9onal) 
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Parents Evenings 
Year 2 Thursday 20 October 2022 4-7.30pm 
Year 1&2 Wednesday 14 December 2022 
4-7.30pm 
Year 1&2 Thursday 30 March 2023 4-7.30pm 

Open Days 
Saturday 5th November 2022 
Saturday 5th March 2023 



The College Day 
The college days begin at 9.00 but students can arrive onsite from 8.15. You are strongly encouraged to arrive 
at least 10 minutes before your lesson begins.  
Students remaining at the college beyond 16:30 must be in a supervised area or taking part in a scheduled 
ac9vity overseen by a member of staff. 

Site Map 

Student Absence Procedure 
If you are unable to your a3end lessons you should contact the college as soon as possible to report your 
absence, this can be done by either phoning the college on 020 8928 9000 and selec9ng op9on 1 – Report a 
student absence or by emailing studentabsence@leyton.ac.uk  
The college does not authorise absences for the following reasons: 
•          Den9st appointments (with the excep9on of Orthodon9st – Evidence to be provided to Recep9on) 
•          Doctor’s appointments 
•          Op9cians appointments 
Any other medical absences will only be authorised with the appropriate evidence i.e. A hospital appointment 
le3er. 

Mul2 Faith Prayer and Quiet Rooms  
LSC provides a male and female mul9 faith prayer and quiet space. These are spaces for silent prayer and 
contempla9on and suited to small groups (maximum 4) and individual use. Islamic Friday prayers 
arrangements take place in the Sports Hall at lunch9me. The purpose of all these facili9es must be respected 
by all.  
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Catering Facili2es  
The college has several outlets onsite as follows: 
Costa – from 8.30 am to 3.15 pm Monday - Friday (to 1.15pm Wednesday) 
Offering a selec9on of: 
·       Costa Hot Beverages 
·       Cold Beverages 
·       Sandwiches 
·       Hot Snacks 
·       Bakery Selec9ons 
Quad Café - from 9:00 am to 2:00pm Monday – Friday  
Offering a selec9on of: 
·       Hot & Cold Beverages 
·       Sandwiches 
·       Hot & Cold Snacks 
·       Bakery Selec9on 
Eat10 – from 12:00 noon to 1:30pm Monday – Friday over the main lunch 9me.   
Offering a variety of: 
·       Hot Meals Daily 
·       Selec9on of salads 
·       Cold Beverages 
·       Hot & Cold Snacks 

Look out for your daily meal deal and offers in the outlets 

If you are in receipt of Free Meals, you are able to use your daily allowance at any of these service points using 
your college ID card.  Ini9ally any purchase outside of this or over the daily allowance can be paid by either 
cash or by using debit/credit cards. It is also an9cipated that ParentPay facility will be introduced during the 
year. 
Please note opening 9mes are subject to change 
Although students are permi3ed to leave the college site at lunch9me to purchase food elsewhere, food must 
not be ordered to be delivered to the college or neighbouring addresses. Any food deliveries of this kind will 
be confiscated. 

Travel 
Students are encouraged to walk or cycle to College where possible. For those students using public transport, 
please ensure that you behave considerately and respecRully towards other passengers. You should leave 
plenty of 9me to make your journey to ensure that you arrive on 9me for your lessons. 
There is very limited parking onsite and we therefore cannot provide car parking spaces to students in any 
circumstances. There is the capacity to accommodate a small number of mopeds or motorbikes but these 
require a parking permit which can be obtained from Recep9on subject to availability.  
NB Electric scooters are currently not permi\ed onsite. 
  
16-19 Bursary 
The College receives funding to run the 16-19 Bursary Fund, which supports the most financially challenged 
16-19 year old students to overcome barriers to educa9on.  The funding is to help with costs associated with 
the courses being studied, not for general expenses.  There are two types of 16-19 Bursary: 

·       Vulnerable bursary of up to £1,200 per year for young people in one of the defined groups 
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·       Discre9onary bursary that the college awards to meet individual needs.  This is based on the income 
of the household and financial needs (in part the requirements associated with your programme of 
study at the college).   

You will be required to provide evidence of household income (or evidence of being in one of the defined 
groups for the vulnerable bursary) and es9mates of need in terms of resources, equipment and travel costs (if 
over 3 miles).   

More detailed guidance can be found on the student Intranet. 

Student complaints 
The college is commi3ed to ensuring the best possible student experience for all, but we accept that, on 
occasion, things can and do go wrong.  The Complaints Procedure is designed to ensure that any concerns and 
problems you may have in connec9on with the college are aired and resolved quickly, fairly and consistently. 
  
Any complaints should be raised in a 9mely fashion and wherever possible within no more than 3 months of 
the incident/concern arising.  We ask that in the early stages of any complaint being raised, an a3empt is 
made to resolve the problem informally and with the member of staff most relevant to the situa9on. You may 
find it helpful to seek support in going about this by consul9ng your Tutor or a teacher. If an informal approach 
is either inappropriate or has not successfully resolved the issue, a ‘Complaints Procedure’ form is available on 
the student intranet at the main college Recep9on. 

Health and Safety Policy and Informa2on 
Health and Safety informa9on is located in the LSC no9ce boards in every building. 
If you are in doubt about the safety of any process, prac9ce, machine or substance, you should immediately 
consult a member of staff for advice before proceeding. Any health and safety concerns you may have should 
be brought to the a3en9on of your tutor. You can also contact the Health and Safety Manager on ext 9014.  
Building defects should be reported through your course tutor or directly to the Estates Manager on ext 9089 

Emergencies and Fire Arrangements 
In the event of a fire or other emergency requiring evacua9on of the building, you must follow the procedures 
appropriate to the situa9on. In the event of fire, leave the building by the quickest route, do not use ligs and 
do not stop to collect belongings. In the event of a bomb alert, follow instruc9ons given at the 9me by staff, 
par9cularly fire marshals and also the emergency services. If you discover a fire you should follow the 
procedures detailed on the fire ac9on no9ce. You should not a3empt to put out the fire yourself. If you unable 
to evacuate the building unaided you will be advised to complete a Personal Emergency Evacua9on Plan with 
your tutor or Health and Safety Manager.  

Accident/Incident or Near Miss Repor2ng 
Any accident, incident or near miss should be reported immediately to your tutor or teacher in the area. It is a 
legal requirement that we maintain records of any accidents/incidents or near misses which occur on LSC 
premises or when staff, students or visitors take part in any LSC related ac9vi9es. If you suffer an injury or are 
involved in an incident/near miss while on college premises or during an off-site ac9vity rela9ng to LSC, you 
must ensure that it is recorded in the accident/incident book. This should be completed by persons involved; 
first aider who has a3ended or suitable person ac9ng on behalf of the persons involved.  

  
First Aid  
First aid is available during normal working hours, names and telephone numbers of the local first aiders are 
displayed throughout the building. If you feel unwell at any point you should contact your tutor or a member 
of staff. First Aiders can be contacted via recep9on if required. 
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Safe use of machinery and equipment 
Some of our courses might require you to use specialist equipment. You should not operate machinery or 
equipment unless instructed on how to operate it safely. All safety procedures will be provided during 
induc9on by your tutor, teacher or technician. 

Personal Protec2ve Equipment (PPE) 
You should be made aware of any area/ac9vi9es which may require PPE and how to properly use, store and 
maintain these items. The ac9vity risks should be explained by your tutor, teacher or technician as part of the 
induc9on process.  

Health and Safety at Work etc. Act 1974 Sec2on 8 
Health and safety is both a collec9ve and individual responsibility for all persons affected by the ac9vi9es of 
LSC. Students, visitors and others have a duty to adhere to LSC’s policies and procedures and to co-operate 
with LSC in occupa9onal health and safety ma3ers. Each person must take reasonable care of their own 
occupa9onal health and safety but also that of others who may be affected by their acts or omissions. 
Students, must not disregard, interfere or misuse anything provided in the interests of health and safety. This 
includes such acts as unauthorised removal of guards from machinery, discharging fire ex9nguishers without 
proper cause, removing or oblitera9ng safety no9ces. 
The Health and Safety at Work etc. Act 1974 Sec9on 8 places a duty on all persons, including students.  
It states:  No person shall inten9onally or recklessly interfere with or misuse anything provided in the interests 
of health, safety and welfare in pursuance of any of the relevant statutory provisions.  
A breach of this sec2on is a criminal offence. 

 

And Finally…. 

If you haven’t been able to find the informa9on you need in this handbook please do speak to a member of 
staff. Your Tutor will probably be able to advise you so they are a good place to start but if they don’t know the 
answer, they will point you in the direc9on of someone who does! 

Please do ask for help if you need it, we are here to support you.  
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