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RATIONALE 

Learning Managers have produced this pack to assist Form Tutors with the activities they need 

to carry out with their Form Group and to ensure that there is consistency across Houses and 
Form Groups. 

TITLE CONTENT 
The Role of the Form Tutor The Form Tutor Role 

Consistency of Tutor Time A guide to the activities to be carried out during 

Tutor Time 

Year 11 intervention programme Details of the programme for the first half term for 

Year 11 forms 

Prompt Sheet for Reviewing Assessment 

Cycle 5- start of term 

A prompt sheet to assist Form Tutors in reviewing 

Assessment Cycle 5 

Prompt sheet for review of Assessment 

cycles 

Prompt sheet to assist Form Tutors in reviewing all 

other Assessment Cycles and accessing SIMS 

Activities for start of term Information on activities for the first two weeks of 

term 

Form Pledges Guidance on the setting of Form Pledges 

Form Noticeboard A list of what needs to be included on the Form 

Noticeboard. All noticeboards are to be 

completed by the end of the week beginning 

21st September. Learning Managers will provide 

backing paper 

Calendar of Events for Tutor Time A document for the Pastoral File and the form 

noticeboard 

Charity Involvement Log This will go on the Form Noticeboard. Please 

record any charity events the form 

supports/participates in 

Themes of Week/Assembly A document for the Form Noticeboard 

Collective Worship Group Rota A document for the Form Noticeboard 

Record sheets for reviews Copies of sheets to be completed by learners 

after assessment cycles 

PSHE Log and SOW Learning Managers are revising the SOW to 

reflect the Theme of the Week. This document is 

to be displayed on the Form Noticeboard. 

Learning Managers will provide resources for 

each weeks theme 

Development of the Whole Child A copy of the record sheet. A Power Point will be 

provided to guide learners through this reflection. 

All learners will have a copy of this document in 

their PSHE file 

My Extra-Curricular Involvement Log A copy of the form that each learner will 

complete and keep in their PSHE file 

Job Roles Job descriptions for Prefects 

A Guide To Using SIMS  Guidance on how to access and use SIMS 

Checklist for the Monitoring of Tutor Time 

Activities and House Monitoring 

Document 

A copy of the form to be completed following 

House Monitoring and a copy of the checklist 

used during Tutor Time observations 
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Mission Statement 

In Christ We Grow 

As a learning community we live out our Mission Statement striving for excellence through 

caring, sharing and achieving 

Form Tutors: 

 contribute to the general ethos of the school by setting high personal standards in the 

supervision of learners and in their relationships with fellow staff members 

 ensure the day to day quality of learners’ work, behaviour, appearance, attendance, 

punctuality and involvement in out of class opportunities including before, after school, 

weekend and holiday study support sessions when appropriate in each curriculum area 

in Our Lady’s 

 endeavour to remove barriers to learning 

 recognise learners achievements and improvements 

 lead by example through excellent attendance and punctuality 

 support school policies and provide guidance to and support for the tutor group in 

meeting the high standards expected 

 ensure that the quality of tutor time is at least good (Form time will be monitored as per 

the Calendar House Monitoring) 
 

The role of the Form Tutor: 

Catholic Life of the School 

Form Tutors: 

 make the Mission Statement central to the discussions and work of the tutor group 

 work to explicitly enhance and develop the Catholic ethos of the school 

 make the key action points of the School and Learning Manager Plan – Catholic Ethos 

for Learning central to all leadership work in the school 

 implement the Single Equality Policy 

 provide opportunities to develop deep relationships with all members of the 

community 

 provide opportunities for learners to take on positions of responsibility and leadership in 

the Catholic life of the school and the wider community 

 provide opportunities for learners to participate in activities which enable them to 

contribute to the development of the Catholic character of the school 

 liaise with the Chaplain to encourage learners participation and response to the 

Chaplaincy provision including preparation for form assemblies 

 provide opportunities to develop learners’ interest and engagement in spiritual, moral 

and ethical issues  

 promote learners’ capacity for praise, thanks, forgiveness and readiness to celebrate 

life 

 encourage learners’ contribution to supporting the school as a cohesive community 

 are the critical link for the personal development of each child in their form 



 provide opportunities for children to evaluate their contribution to the Catholic life of 

the school and express their own views and beliefs 

 encourage learners to take full responsibility for themselves and their actions and 

encourage opportunities to congratulate others on their achievements, gifts and 

talents 

 develop a strong sense of personal worth of every child in their care 

 annually review class pledges and half termly provide opportunities for learners to 

demonstrate how they are meeting those pledges 

 encourage children to support charities, demonstrating an ability to empathise with 

others in less fortunate situations to themselves. Fill in Charity Involvement Log 

 prepare and lead House assemblies as per calendar 

 support high standards of participation in whole school events, including Masses and 

assemblies 

 encourage children to actively participate in Learner Voice, School Council, Prefect 

system, Open Days, etc. 

Collective Worship 

This should take place on a daily basis 

Form Tutors provide opportunities that: 

 engage all learners’ interest and ensure active participation 

 encourage participation in singing 

 allow learners to acquire skills in planning, organising and leading prayer and worship 

with confidence and enthusiasm via the form’s Collective Worship Group rota 

 contribute to the overall spiritual and moral development of learners 

 promote reverence and respect 

 develop a knowledge and understanding of prayer and liturgy 

 develop a knowledge of a variety of prayer styles 

 allow learners to design and prepare Collective Worship materials 

 encompass the theme of the week and use available resources in a creative and 

purposeful way 

 encourage participation in voluntary acts of worship 

 inspire children in deep thought 

 reflects the Catholic character of the school and takes into account the variety of faith 

backgrounds of our local and wider community 

 allow children to express their faith openly  

Promote personal development and academic achievement 

Form Tutors: 

 conduct meetings with parents and learners on PTEs and as needed 

 regularly communicate with parents to remove barriers to learning. Log in Sims any 

phone calls, meetings with parents 

 provide a well-planned tutor session which ensures the involvement of all children, 

facilitating the mixed age structure 

 provide opportunities to explore and discuss PSHE themes, including opportunities for 

CEIAG and ensure that learners complete their Extra Curricular Involvement Log Sheets. 

Ensure that  the form PSHE Log is completed 

 ensure that learners fill in the Whole Child Development Sheet on a termly basis  

 ensure that the  form’s pastoral file is completed regularly 

 ensure that learners fill in their learner packs appropriately 

 actively promote high standards of punctuality, attendance and uniform and 

standards 



 check that journals are being filled in appropriately by all learners on a  weekly basis, 

including Personal Study, Theme of the Week, Literacy and Numeracy Theme, 

Attendance Page. Sign journals once a week.  Journals will be monitored formally once 

a term 

 use ‘Go 4 School’ data and other available data to have a full understanding of the 

progress of each member of the form, particularly after each Assessment Cycle when 

there will be time for form tutors to discuss learner progress.  Offer intervention strategies 

to maximise progress as required. Place learners on Level 1 reports when appropriate 

and log in Sims 

 make referrals to Inclusion or Exclusion via the Learning Manager 

 liaise with the SENCO/Learning Mentor/Counsellors as required 

 promote and celebrate Praise Postcards, Learner of the Month and actively celebrate 

Vivo rewards 

 provide opportunities for older learners to buddy younger learners 

 direct form prefects appropriately, including getting them to produce a rota for the 

form relating to Collective Worship as well as assisting the form tutor in the day to day 

running of the form 

 ensure that each form room has a Form Notice Board which has all the necessary 

notices on and is updated when appropriate. Please refer to Form Tutor pack 

Form Tutors support the implementation of school policies and in particular: 

o Safeguarding 

o Behaviour 

o Rewards 

o Uniform 

o Attendance and Punctuality 

o Personal Study 

o Journal 

o Home School Agreement 

o Sex, Relationship Education 

o Spiritual, Moral, Social and Cultural 

o Collective Worship 

o Work Related Learning 

o Personal, Social, Health Education 

o Medicines 

o Literacy 

o Anti-bullying 

o Careers Education, Information, Advice and Guidance 

o Extra-Curricular 

o Inclusion 

Additional responsibilities - Form Tutors: 

 must complete assigned duties including before school (8.15 am), break time duty 

(10.05 am) and bus duty (3 pm and 2.40 pm -  Friday)  

 stay on the yard at the end of duty to assist with moving the learners off the yard 

 arrange a swop or cover if a duty cannot be completed 

 attend House Meetings 

 attend CPD sessions relating to the role of the Form Tutor and the Catholic life of the 

school 

 Support the Behaviour policy by keeping learners on isolation with Form Tutor when 

needed 

 complete any other duties required by the Learning Manager and SLT 

July 2016 
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Tutor Time should be used to provide support to all learners.  A daily and weekly structured use 

of this time provides a positive learning environment that encourages our learners to enjoy and 

achieve. Year 11 forms will have an alternative programme which will include intervention 

activities. 

 

Daily Tutor Time Procedure 

1. Learners welcomed into form room by Form Tutor, in an orderly manner, ensuring that all 

policies are adhered to, e.g. appearance and uniform. 

2. Learners sit down placing journals and equipment on desks whilst the register is being taken 

and sent. 

3. The sign of the cross is made at the start and end of Collective Worship 

4. Collective Worship takes place, prepared and delivered by learners via Collective Worship 

Group rota.  (Please see “Role of the Form Tutor”). 

5. Once these daily tutor time procedures have been carried out time should be given over 

to Tutor Time Activities. 

 

Tutor time activity to promote one or more of the following: Class Pledges; Mission Statement; 

Personal Social and Health Education; Careers Education Information Advice and Guidance, 

completion of extra-curricular logs and Development of Whole Child. 

Example of Possible Structured Approach to Weekly Form Time Activities dependant on 

Assembly Day 

Monday Monitoring of Journals – Personal Study, Theme of the Week,  Literacy and 

Numeracy Theme, Attendance Page, Sign Journal on a Weekly Basis.   

Tuesday Mission Statement: How are learners living out our Mission Statement?  

Pledges/Charity Involvement: Fill in Charity Involvement Log when appropriate. 

Wednesday Assembly 

Thursday PSHE/CEIAG Activity: Fill in PSHE Log. 

Friday  Form Quiz/Celebration of Vivo Points 

 

When class discussions are taking place, put learners into mixed age groups to complete the 

necessary form activities. Collective Worship activities should be carried out in mix age groups, 

with students involved in the planning and delivery of Collective Worship 

 



Year 11 Pastoral Intervention Programme Autumn Half Term 1 

Rationale  

To support our year 11 learners throughout their GCSE year, learners have been placed into year 11 

form groups within each house (based on ability in core subjects). In addition to one form period and 

House assembly per week, each year 11 form group has been assigned one English session and one 

Maths session. Each form group will also receive two Science, RE and Humanities sessions within this 

half term. 

In order to ensure the smooth running of the programme, learners will remain in their form rooms and 

staff will move to the form room to deliver their session. Year 11 tutors will be used to cover 

colleagues who are delivering sessions, when needed. 

After AC1, progress and achievement of year 11 learners will be analysed and the programme adapted 

to meet individual’s needs. 

 

 

Key: 

 Form time 

 Maths 

 English 

 Science 

 RE 

 Humanities 

(A) Assembly 
 

 Arkwright Brunel Franklin Stephenson Telford 

 1 LC 2 CC 1 RMW 2 TY 1 SD1 2 JLM 1 KK 2 KNM 1 PA 2 RM1 

05/09/1
6 

FORM TIME 

12/09/1
6 

 

2 
Monday 

LMC DG1 RMW TY PRS JLM SE CF PA(A) RM1(A) 

2 
Tuesday 

SE CF KNM(A) TY(A) SD1 JLM LG PA KK/RM
W 

KK/RM
W 

2 
Wednes 

day 

LG PA LMC DG1 SD1(A) JLM(A) KK KNM SE TY 

House Arkwright Brunel Franklin Stephenson Telford 

Form 1 LC 2 CC 1 
RMW 

2 TY 1 SD1 2 JLM 1 KK 2 KNM 1 PA 2 RM1 

Additional 
Teaching staff 

LMC         DG1      LG     CG1        SE      PRS     CF 



2 
Thursda

y 

LC RD SE TY LMC DG1 KK(A) KNM(A) LG PRS 

2 Friday PB1 
(A) 

RD (A) PRS JLM CG1 CF KK/RM
W 

KK/RM
W 

PA RM1 

19/09/1
6 

 

1 
Monday 

KK/SD
1 

KK/SD
1 

RMW TY PRS JLM SE CF PA(A) RM1(A) 

1 
Tuesday 

SE CF RMW(A) TY(A) SD1 JLM LG PA LMC DG1 

1 
Wednes 

day 

LG PA KK/RMW KK/R
MW 

SD1(A) JLM(A) LC KNM SE TY 

1 
Thursda

y 

LC RD SE TY KK/RM
W 

KK/RM
W 

RM1(A) KNM(A) LG PRS 

1 Friday PB1(A
) 

RD(A) PR JLM CG1 CF LMC DG1 PA RM1 

26/09/1
6 

 

2 
Monday 

DG1 LMC RMW TY PRS JLM SE CF PA(A) (RM1(A
) 

2 
Tuesday 

SE CF KNM(A) TY(A) SD1 JLM LG PA KK/RM
W 

KK/RM
W 

2 
Wednes 

day 

LG PA DG1 LMC SD1(A) JLM(A) KK KNM SE TY 

2 
Thursda

y 

LC RD SE TY DG1 LMC KK(A) KNM(A) LG PRS 

2 Friday LC (A) RD (A) PRS JLM CG1 CF KK/RM
W 

KK/RM
W 

PA RM1 

03/10/1
6 

          

1 
Monday 

KK/SD
1 

KK/SD
1 

RMW TY KK/RM
W 

KK/RM
W 

SE CF PA(A) RM1(A) 

1 
Tuesday 

SE CF RMW(A) TY(A) SD1 JLM LG PA DG1 LMC 

1 
Wednes 

day 

LG PA KK/RMW KK/R
MW 

SD1(A) JLM(A) LC KNM SE TY 

1 
Thursda

y 

LC RD SE TY KK/RM
W 

KK/RM
W 

RM1(A) KNM(A) LG PRS 

1 Friday LC(A) RD(A) PR JLM CG1 CF DG1 LMC PA RM1 

10/10/1
6 

          

2 
Monday 

LMC DG1 RMW TY PRS JLM SE CF PA(A) RM1(A) 

2 
Tuesday 

SE CF KNM(A) TY(A) SD1 JLM LG PA KK/RM
W 

KK/RM
W 



2 
Wednes 

day 

LG PA LMC DG1 SD1(A) JLM(A) KK KNM SE TY 

2 
Thursda

y 

LC RD SE TY LMC DG1 KK(A) KNM(A) LG PRS 

2 Friday PB1 
(A) 

RD (A) PRS JLM CG1 CF KK/RM
W 

KK/RM
W 

PA RM1 

17/10/1
6 

          

1 
Monday 

KK/SD
1 

KK/SD
1 

RMW TY PRS JLM SE CF PA(A) RM1(A) 

1 
Tuesday 

SE CF RMW(A) TY(A) SD1 JLM LG PA LMC DG1 

1 
Wednes 

day 

LG PA KK/RMW KK/R
MW 

SD1(A) JLM(A) LC KNM SE TY 

1 
Thursda

y 

LC RD SE TY KK/RM
W 

KK/RM
W 

RM1(A) KNM(A) LG PRS 

1 Friday PB1(A
) 

RD(A) PR JLM CG1 CF LMC DG1 PA RM1 

24/10/1
6 

          

2 
Monday 

DG1 LMC RMW TY PRS JLM SE CF PA(A) RM1(A) 

2 
Tuesday 

SE CF KNM(A) TY(A) SD1 JLM LG PA KK/RM
W 

KK/RM
W 

2 
Wednes 

day 

LG PA DG1 LMC SD1(A) JLM(A) KK KNM SE TY 

2 
Thursda

y 

LC RD SE TY DG1 LMC KK(A) KNM(A) LG PRS 

2 Friday LC (A) RD (A) PRS JLM CG1 CF KK/RM
W 

KK/RM
W 

PA RM1 
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        term 
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The purpose of the student/teacher review is to reflect on the previous academic year, 

recognising achievements and highlighting areas for development.  It is an opportunity to work 

collaboratively with the student to set achievable goals, incorporating supportive intervention, 

to ensure a positive start to the forthcoming academic year. This review should take place at 

the start of term 

 Use go 4 school and the Learning Manager analysis provided for you to ask each student 

to review the last academic year 

 

 Following reflection on AC5 students complete the end of year review sheet, which 

should be stored in their PSHE file 

 

 Form Teacher completes record sheet of reviews, one copy to be kept in Pastoral File 

and one copy to be passed to Learning Manager 
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 Form Tutor review following an Assessment Cycle 

Following an assessment cycle it is important that you, as a form tutor, sit with each learner in your form and 

review their AC data.  This is a purposeful time to acknowledge progress and highlight areas for improvement.  It 

is an opportunity to set manageable targets and discuss how their progress will be monitored. If necessary, ask 

learners to discuss how they can make further progress with their subject teacher. 

Please complete the record sheet, giving a brief description of what you discussed, any targets set and any 

actions taken e.g. placed on level 1 report. Each learner also completes a review sheet which goes into their 

PSHE file. 

Please pass a copy of your record sheet to your Learning Manager and keep one in your pastoral folder to allow 

you to review learner progress between assessment cycles. 

In addition to this your Learning Manger will email you their analysis prior to your reviews.  This will include the 

name of any learner who needs to go on level 1 report and any other actions they wish you to take. 

 

Using Go 4 School 

Log onto Go 4 Schools 

o Type  child’s surname into search box  

o Select child from list 

o Report will appear 

o Scroll down report to obtain necessary information 

o Learner completes review sheet 
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ACTIVITIES FOR TUTOR TIME 

During tutor Time over the first two weeks the PSHE theme is ‘Mission statement and Pledges’. 

The aim of this is to prepare learners for the year ahead. Please do the following with your form 

over the two week period 

 Distribute packs containing journals, timetables and documents which need to be taken 

home to sign. Collect in letters as they are returned, pass to Paula Moore and award 50 

vivo points to learners when they return their completed documents 

 Remind learners of the daily Tutor Time procedures 

 Go through journals and ensure that they are dated, with the ‘Thought for the Week’ 

completed for the half term. Ensure that learners have completed page 1- learner details  

 Discuss the importance of using the journals correctly and spend time going through the 

different sections so that learners are clear about what needs to be completed and what 

information is available in the journals. Please highlight: 

 The learner points on page 2 

 Attendance and Punctuality page 12. Remind learners that if they are late to 

school they will complete a Learning Manager detention. 

 Personal Attendance Record page 13. This must be completed on a weekly basis. 

Remind students that everyone is expected to achieve at least 95% attendance 

 Learning Expectations page19, ABC page 19-23, Presenting Your Work page 25 

and Marking for Literacy page 26 

 Week 1 and 2 timetable to be completed front and back cover 

 Recording of Personal Study. Learners will receive 4 personal study tasks each day 

 Explain that  journals must be signed  by parents and Form Tutor each week 

 Information on the Engineer that the House is named after page 11 

 Progress Tracker page 118 and Learning Plan page 119. Remind learners that they 

need to record their assessment cycle 1 targets. Discuss targets for equipment, 

attendance and punctuality and get learners to complete this on page 122 

 KS3 journals: Exam Preparation ( page 124 ), Net Smart ( page 125-128 ), Literacy 

pages ( page 129-136 ), Subject Information pages ( page 137-161 ), CEIAG (page 

162-164 ), Learning Skills ( page 165-168 ), Study Support Record ( page 170 ) 

 KS4 journals:  Revision Techniques ( page 124-127 ), Net Smart ( page 128-131 ), 

Literacy pages ( page 132-140 ), Subject Information pages ( page 141-149 ), 

CEIAG (page 154 -157 ) numeracy(page141-150 ,  Learning Skills ( Page158-161 ) 

 Discuss the importance of ‘Collective Worship’. Remind learners that an act of Collective 

Worship will take place each Tutor Time and that it will start and end with the sign of the 

cross. Discuss the fact that once per week a group of learners will plan and deliver Tutor 

Time Collective Worship and that this will be a time to work with learners from other year 

groups 



 Discuss the form noticeboard and the documents/sheets that are on it. Spend some time 

discussing the different forms of Collective Worship that are on the poster and the fact 

that as a form group you will be using these different forms of collective worship 

throughout the year. Have a discussion on what Collective Worship is and its importance 

in our school life 

 Set your Form Pledges for the year- see the guidance sheet 

 Remind learners of expectations in terms of behaviour, uniform, equipment, not wearing 

makeup or jewellery for school. 

 Give learners their PSHE files and booklets. Each week get learners to record what PSHE 

activities they have completed. Also give out the ‘Development of the Whole Child’ 

sheets and ‘Extra-Curricular Involvement Logs’, which are to be kept in the PSHE files.  

 Remind learners of our rewards system ‘Vivo’. Year 7 learners will receive their log in during 

their first ICT lessons and other learners will be reminded of how to log onto their accounts 

 Complete the review of the past academic year. Each student to complete their review 

sheet  

  



Our Lady Queen of Peace  Form Pledges  
              Catholic Engineering College   To be completed by the end of week 

        Beginning 12th September 

 

At the start of each academic year each form sets Form Pledges. These should be pledges that 

the form agrees to live by throughout the year. It is important that these pledges are relevant to 

the learners in the form and that they take ownership for them. They should be reviewed on a 

regular basis (see Calendar of Events) and learners should be able to confidently discuss them. 

Please discuss with your form and produce pledges under the titles Caring, Sharing and 

Achieving. Please set a couple of pledges for each category. Each Learner can also complete 

their own individual pledges, which can be displayed on the form noticeboard or in PSHE files. 

Below are some ideas on points for discussion that could help your form produce their pledges. 

These are taken from previous form pledges. 

 Acting responsibly in school 

 Setting a good example  

 Keeping the Dining Room tidy 

 Helping others in your form 

 Caring for the new Year 7s 

 Following directions 

 Participating in a group activity 

 Helping a classmate 

 Being sensitive to others’ feelings 

 Making a good friend 

 Sharing school experiences with parents/guardians 

 Offering help without being asked 

 Participating in class discussions 

 Giving one’s best efforts in personal study 

 Learning a new skill 

 Good effort on any assignment work 

 Working co-operatively with a partner 

 Reading at home 

 Learning a new skill 

 Good effort on a long term project 

 Not dropping Litter 

 Being honest 

 Organising one fundraising event as a form 

 Joining a club/participating in an extra-curricular activity 

 Showing enthusiasm 

 Making a positive contribution to the form 

 Bringing necessary equipment to school 

 Being organised 

 Offering help without being asked 

 Saying please and thank you 



 Telling the truth 

 Demonstrating a positive attitude 

 Asking questions when unsure 

 Participating in a community project 

 Appropriate use of school property 

 Remaining calm in a problem situation 

 Catching up with missed work 

 Working co-operatively with a Teacher or 

 Support Assistant or any member of staff 

 Showing creativity 

 Preparing for an assessment/test 

 Entering the classroom quietly 

 Listening attentively 

 Returning borrowed books and equipment 

 Taking responsibility for your own actions  

 Treating all people with respect 

 Resolving conflict 

 Offering help to staff  

 Raise profile of House and/or Form 

 Making greater use of the LRC for study and reading 

 Joining a club or activity in or out of school 

 Encouraging other pupils in their work, especially those younger than you 

 Contributing to ideas for the school through your school council representative 

 Representing the school at an event or function 

 Taking responsibility for Collective Worship in your form 

 Developing a sense of personal responsibility towards your own environment 

 Understanding your own and others beliefs, values and cultural traditions 

 Being committed to be involved in a good way in our school 

 Listening to others 

 Building your form into a good team 

 Finding ways in which you can be really involved in the life of the school 

 Looking for at least three positive things that you have done in school so far this year. 

 Discussions could also incorporate the concept of caring, sharing and achieving through: 

 Our Form Community 

 Our School Community 

 Our Local Community 

 The Global Community 

 Respect for each other 

 Care of the environment 

 Equal opportunities for everyone 

 

Once your form has decided upon their pledges please put a copy of them onto your Form 

Noticeboard and give a copy to your Learning Manager.  
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 A copy of the Mission Statement 

 

 

 The Assembly Rota for the year 

 

 

 The Themes of the Week, with dates 

 

 

 Form Pledges 

 

 

 Charity Involvement log 

 

 Rota for leading Collective Worship 

 

 Collective Worship Poster 

 

 Form Photographs - to show involvement in raising money 

for charity, Collective Worship etc. 

 

 Examples of PSHE activities 
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DATE/WEEK OF ACTIVITIES 

5th September 2016 

Whole school assembly Monday AK/TP 

Distribution of learner packs(letters, 

timetables, journals) 

Students put dates and themes for half term 

into journal 

Form tutors go through ABC behaviour policy 

Form tutors go through VIVO system 

Form tutors go through use of journal 

Review of Assessment cycle 5 from previous 

academic year 

Form and individual pledges 

12th September 2016 

Complete Form and individual Pledges 

Complete review of Assessment cycle 5 

Review of Mission statement 

House assemblies led by Learning Managers 

to set out expectations etc. 

Learning Manager meeting Monday 

Friday- Drug education day- rolling 

programme throughout day 

19th September 2016  

26th  September 2016 

Thursday Y 7 Form Tutor PTE  

Thursday Y11 strategies for success workshops 

throughout the day 

3rd October 2016 House Monitoring this week 

10th  October 2016 Learning Manager meeting Monday 

17th October 2016 
Fire Service assemblies re Bonfire Night/Safety 

Completion of Extra-curricular logs 

24th October 2016 Review of Form Pledges 

31st October 2016 Half Term 

7th November 2016 

Students put dates and themes for half term 

into journal 

Form tutors go through ABC behaviour policy 

Form tutors go through VIVO system 

Form tutors go through use of journal 

Form Tutor review of AC1 



Whole School Assembly Monday KB/JW 

14th November 2016 
Form Tutor review of AC1 

Learning Manager meeting Monday 

21st November 2016  

28th November 2016  

5th December 2016 Development of whole Child 

12th  December 2016 
Review of Extra- curricular logs 

House Meeting Wednesday 

19th December 2016 Christmas Liturgy Tuesday 

26th  December 2016 CHRISTMAS HOLIDAY 

2nd January 2017 CHRISTMAS HOLIDAY 

9th January 2017 

Students put dates and themes for half term 

into journal 

Form tutors go through ABC behaviour policy 

Form tutors go through VIVO system 

Form tutors go through use of journal 

Whole School assembly AW/NJF 

16th January 2017 Learning Manager Meeting 

23rd January 2017 Review of AC2 

30th January 2017 
Completion/Review of extra-curricular logs 

Review of AC2 

6th February 2017 Monday Learning Manager Meeting 

13th February 2017 Half Term 

20th February 2017 

Students put dates and themes for half term 

into journal 

Form tutors go through ABC behaviour policy 

Form tutors go through VIVO system 

Form tutors go through use of journal 

Whole School assembly ND/DS 

Review of Form Pledges 

27th February 2017 

Wed Ash Wednesday- whole school service 

Review of Form pledges 

Wednesday House Meetings 

6th March 2017  

13th March 2017 
Development of whole Child Reflection 

Learning Manager meeting Monday 

20th  March 2017 Review of extra -curricular logs 

27th March 2017  

3rd  April 2017 Easter Holidays 

10th April 2017 Easter Holidays 



17th April 2017 

Students put dates and themes for half term 

into journal 

Form tutors go through ABC behaviour policy 

Form tutors go through VIVO system 

Form tutors go through use of journal 

Whole School assembly MG/KW 

24th  April 2017 Learning Manager Meeting Monday 

1st  May 2017 Review of Assessment Cycle 

8th  May 2017 
Review of Assessment Cycle 

House Meeting  Wednesday 

15th May 2017 Completion of extra- curricular logs 

22nd  May 2017 Monday Learning Manager Meeting 

29th May 2017 HALF TERM 

5th June 2017 

Students put dates and themes for half term 

into journal 

Form tutors go through ABC behaviour policy 

Form tutors go through VIVO system 

Form tutors go through use of journal 

Review of Form pledges 

12th June 2017 
Review of Form Pledges 

Learning Manager meeting Monday 

19th June 2017  

26th June 2017  

3rd July 2017 Development of Whole Child 

10th July 2017 Review of Extra-curricular logs 

17th July 2017 
AC 4 review 

Rewards Day 



FORM ___________________________  HOUSE _______________ 

 

CHARITY INVOLVEMENT  LOG 

 

CHARITY REASONS FOR RAISING 

MONEY 

DATE/S AMOUNT RAISED 

 

 

 

 

 

   

 

 

 

 

 

   

 

 

 

 

 

   

 

 

 

 

 

   



CHARITY REASONS FOR RAISING 

MONEY 

DATE/S AMOUNT RAISED 

 

 

 

 

 

   

 

 

 

 

 

   

 

 

 

 

 

   

 

 

 

 

 

   

 

 

 

 

 

   

 



FORM _____________  HOUSE_______________________ 

 COLLECTIVE WORSHIP THEME OF WEEK/ASSEMBLY 

WEEK 
THEME FORM LEADING 

ASSEMBLY 

5th September 

2016 
In Christ We Grow 

Whole School Assembly 

AK/TP 

12th September 

2016 

A Positive New 

Beginning/Tolerance of 

All 

Learning  Manager 

Assemblies 

19th September 

2016 
What are our values? DAC 

26th  September 

2016 
Being a role model DG/SW 

3rd October 

2016 
Faith, Hope and Love PAS/CG 

10th  October 

2016 
A World of Peace AB 

17th October 

2016 
Helping Others 

Fire Service Safety 

assemblies 

24th October 

2016 

Helping 

others/operation 

Christmas Child 

HR 

31st October 

2016 
Half Term  

7th November 

2016 

Our Act of 

Remembrance 

Whole School Assembly 

KB/JW 

14th November 

2016 

Creating A Caring 

Community 
VC 

21st November 

2016 
Anti -Bullying MH 

28th November 

2016 
Love Your Neighbour TH 

5th December 

2016 

People Who Work For 

Peace 
NK 

12th  December 

2016 
Mission Week- Courage RJH 

19th December 

2016 
The Giving of the Gift 

Chaplains- Whole 

School Assembly 

26th  December 

2016 
Holiday  



2nd January 2017 Holiday  

9th January 2017 Choices 
Whole School Assembly 

AW/NJF 

 

16th January 

2017 

Forgiveness KLB 

23rd January 

2017 

 

Christian Leaders LS 

30th January 

2017 
Holocaust SEC 

6th February 2017 
Showing Compassion to 

All 
SB 

13th February 

2017 
Holiday  

20th February 

2017 
Lent 

Whole School Assembly 

ND/DS 

27th February 

2017 
Kindness AL1 

6th March 2017 Poverty JRT 

13th March 2017 Fairtrade PB1/RD 

20th  March 2017 Respect for All KP 

27th March 2017 Our World 

No House Assemblies 

Thursday Easter Liturgy 

chaplain 

3rd  April 2017 Holiday  

10th April 2017 Holiday  

17th April 2017 Our Community 
Whole School Assembly 

MG/KW 

24th  April 2017 
Self Esteem/Supporting 

others 
BD 

1st  May 2017 Being Thankful MS 

8th  May 2017 People Who ‘inspire us HY 

15th May 2017 Christian Aid Week ZF 

22nd  May 2017 Hopes and Fears ST 



29th May 2017 Holiday  

5th June 2017 
What are our 

Successes? 
PXM 

12th June 2017 Friendship TB 

19th June 2017 Giving Thanks LR 

26th June 2017 Moving On JE2 

3rd July 2017 Acts of Service JBC 

10th July 2017 Charity Week DG 

17th July 2017 Celebrating the Arts 
Rewards day 

Rewards Assemblies 

 

  



FORM ______________  HOUSE _________________________ 

 

COLLECTIVE WORSHIP GROUP ROTA 

 

WEEK THEME 

GROUP PLANNING AND 

LEADING COLLECTIVE 

WORSHIP 

5th September 

2016 
In Christ We Grow 

 

12th September 

2016 

A Positive New 

Beginning/Tolerance of 

All 

 

19th September 

2016 
What are our values? 

 

26th  September 

2016 
Being a role model 

 

3rd October 

2016 
Faith, Hope and Love 

 

10th  October 

2016 
A World of Peace 

 

17th October 

2016 
Helping Others 

 

24th October 

2016 

Helping others/operation 

Christmas Child 

 

31st October 

2016 
Half Term 

 

7th November 

2016 

Our Act of 

Remembrance 

 

14th November 

2016 

Creating A Caring 

Community 

 

21st November 

2016 
Anti -Bullying 

 

28th November 

2016 
Love Your Neighbour 

 

5th December 

2016 

People Who Work For 

Peace 

 

12th  December 

2016 
Mission Week- Courage 

 



19th December 

2016 
The Giving of the Gift 

 

26th  December 

2016 
Holiday 

 

2nd January 2017 Holiday  

9th January 2017 Choices  

 

16th January 

2017 

Forgiveness 

 

23rd January 

2017 

 

Christian Leaders 

 

30th January 

2017 
Holocaust 

 

6th February 2017 
Showing Compassion to 

All 

 

13th February 

2017 
Holiday 

 

20th February 

2017 
Lent 

 

27th February 

2017 
Kindness 

 

6th March 2017 Poverty  

13th March 2017 Fairtrade  

20th  March 2017 Respect for All  

27th March 2017 Our World  

3rd  April 2017 Holiday  

10th April 2017 Holiday  

17th April 2017 Our Community  

24th  April 2017 
Self Esteem/Supporting 

others 

 

1st  May 2017 Being Thankful  

8th  May 2017 People Who ‘inspire us  

15th May 2017 Christian Aid Week  

22nd  May 2017 Hopes and Fears  



29th May 2017 Holiday  

5th June 2017 What are our Successes?  

12th June 2017 Friendship  

19th June 2017 Giving Thanks  

26th June 2017 Moving On  

3rd July 2017 Acts of Service  

10th July 2017 Charity Week  

17th July 2017 Celebrating the Arts  

 

 

 

 

 

 

 

 

 

 

 



ASSESSMENT REVIEW SHEET – END OF YEAR REVIEW 

NAME:       HOUSE:                                            FORM: 

Subjects I did well in: Subjects I need to improve in: 
Review of my behaviour, effort and personal 

study 

 
 
 
 
 
 

  

Highlights of the year: 
 
 
 
 
 

Targets to focus on this year: 
 
 
 
 
 

 

How good was my attendance? 

How good was my punctuality? 



ASSESSMENT REVIEW SHEET – ASSESSMENT CYCLE 

NAME:       HOUSE:                                            FORM: 

Subjects I did well in: Subjects I need to improve in: 
Review of my behaviour, effort and 

personal study 

 
 
 
 
 
 
 

  

Targets for the next assessment cycle: 
 
 
 
 
 

 

How good was my attendance? 

How good was my punctuality? 

 

 

 



Assessment Cycle: __________   Form: __________  House: ______________________________ 

Name Targets Actions Taken 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

 
 

  

 
 

  



PSHE LOG 

Form Tutors to log the activities carried out each week by their form 

All learners to complete form time booklet on a weekly basis  

Folder Week beginning Title PSHE Activity 

1 5th and 12th 

September 

Mission 

Statement/ 

Pledges 

 

2 

 

19th and 26th 

September 

A Positive New 

Beginning 

 

3 3rd and 10th 

October 

Role Models  

4 17th and 24th 

October 

Values in Action  

 HLAF TERM 

5 7th and 14th 

November 

Personal Safety  

6 21st and 28th 

November 

Anti-Bullying  

7 5th and 12th 

December 

Peace and 

Justice 

 

8 19th December Review of Year 

so Far 

 

 CHRISTMAS HOLIDAY 

9 9th and 16th 

January 

Renewing 

Commitment 

 

10 23rd and 30th 

January 

Providing 

Support for 

others 

 

11 6th  February Who are We?  

 HALF TERM 

12 2Oth  February Who are We?  



13 27th February and 

6th March 

Celebrating 

Different Faiths 

 

15 13th and 20th 

March 

Managing 

Money Wisely 

 

16 27th March  Providing 

Support for 

others 

 

 Easter Holiday   

17 17th and 24th April Creating a 

Sharing 

Community 

 

18 1st and 8th May Friendship  

19 15th and 22nd May Your local 

community 

 

 Half Term   

20 5th June Developing Skills 

for the Wider 

World 

 

21 12th and 19th June Seeing the 

World Through 

others 

 

22 26th June and 3rd 

July 

Moving Forward  

23 10th July Global 

Community 

 

24 17th July Celebration of 

What is Good 

 

  



 

Our Lady Queen of Peace Catholic 

Engineering College       

     

 

    

  Developing the Whole 

Child 
 

In Christ We Grow: Caring, Sharing, Achieving 

 

Consistently Outstanding 

 

 

 

  
    

Name: ………………………………………………………………………… 

Form: ………………………………………………………………………… 

Year: ……………………………………………………………………………. 

House: ………………………………………………………………………… 

Learning Manager: ……………………………………………………….. 



Autumn Term 
 

Spiritual/Moral Development 

Describe an activity that has helped you live out our 
mission statement (In Christ We Grow). 

Social Development 

Make a list of all the activities you have done this 
term that have helped you be a member of our 
community: 

 

   

   

   

   

   

Cultural Development 

Describe an activity you have participated in, where 
you looked at a different culture/country to your 
own. 

 

 

 

 

Who benefited from the activities you have listed? 

 

 

How did you feel when you were doing these 

activities?  

After this activity, did you change your life in any way?  

 

 

Do you think differently or do anything differently 
after taking part in this activity? 

 

 

 

 

Draw an image to represent this term.  

 

Highlight - What has been the highlight of this term and how has it helped you develop as a person? 

Target - Set yourself a target for the spring term. 



Spring Term 
  

Spiritual/Moral Development 

Describe an activity that has helped you live out our 
mission statement (In Christ We Grow). 

Social Development 

Make a list of all the activities you have done this 
term that have helped you be a member of our 
community: 

 

   

   

   

   

   

Cultural Development 

 Describe an activity you have participated in, where 
you looked at a different culture/country to your 
own. 

 

 

 

 

Who benefited from the activities you have listed? 

 

 

How did you feel when you were doing these 

activities?  

After this activity, did you change your life in any way?  

 

 

Do you think differently or do anything differently 
after taking part in this activity? 

 

 

 

 

Draw an image to represent this term.  

 

Highlight - - What has been the highlight of this term and how has it helped you develop as a person? 

 

Target - Set yourself a target for the summer term. 



Summer Term 

Spiritual/Moral Development 

Describe an activity that has helped you live out our 
mission statement (In Christ We Grow). 

Social Development 

Make a list of all the activities you have done this 
term that have helped you be a member of our 
community: 

   

   

   

   

   

 

Cultural Development 

Describe an activity you have participated in, where 
you looked at a different culture/country to your 
own. 

 

 

 

 

 

Who benefited from the activities you have listed? 

 

 

How did you feel when you were doing these 

activities?  

After this activity, did you change your life in any way?  

 

 

Do you think differently or do anything differently 
after taking part in this activity? 

 

 

 

 

Draw an image to represent this term.  

 

Highlight - - What has been the highlight of this term and how has it helped you develop as a person? 

 

Target - Set yourself a target for the autumn term. 



MY EXTRA-CURRICULAR INVOLVEMENT LOG 

 

NAME         _____________________________________________                FORM _______________ 

 

Use this record sheet to note down any Extra-Curricular activities that you are involved in either on a 

regular basis or as a one off event.  

 

Examples- attending Study Support; being a member of ‘Chilli Peppers’; taking part in a production, 

talent show or dance show;  participating in the  ‘Duke of Edinburgh’ Award Scheme; attending an 

activity after school or at lunch time; representing the school at a quiz or event; being on a sports team.  

 

You can also log things that you are involved in outside of school such as being a member of scouts or 

ventures or being part of a Sport Team or being involved in Music activities. 

 

You can record things that you are involved in on a regular basis and things that you are involved in as 

a one off event. 



AUTUMN TERM 

ACTIVITY/EVENT 
WHEN I TOOK PART IN THE 

ACTIVITY/EVENT 

WHY I TOOK PART IN THE ACTIVITY 

AND HOW IT HELPS ME 

   

   

   

   

   



ACTIVITY/EVENT 
WHEN I TOOK PART IN THE 

ACTIVITY/EVENT 

WHY I TOOK PART IN THE ACTIVITY 

AND HOW IT HELPS ME 

   

   

   

   

   

 

 



SPRING TERM 

ACTIVITY/EVENT 
WHEN I TOOK PART IN THE 

ACTIVITY/EVENT 

WHY I TOOK PART IN THE ACTIVITY 

AND HOW IT HELPS ME 

   

   

   

   

   



ACTIVITY/EVENT 
WHEN I TOOK PART IN THE 

ACTIVITY/EVENT 

WHY I TOOK PART IN THE ACTIVITY 

AND HOW IT HELPS ME 

   

   

   

   

   

 

 



SUMMER TERM 

ACTIVITY/EVENT 
WHEN I TOOK PART IN THE 

ACTIVITY/EVENT 

WHY I TOOK PART IN THE ACTIVITY 

AND HOW IT HELPS ME 

   

   

   

   

   



ACTIVITY/EVENT 
WHEN I TOOK PART IN THE 

ACTIVITY/EVENT 

WHY I TOOK PART IN THE ACTIVITY 

AND HOW IT HELPS ME 

   

   

   

   

   

 



Our Lady Queen of Peace  Job Roles  

              Catholic Engineering College    
 

HOUSE CAPTAINS 

 To support the Learning Manager in the day to day running of the House. This includes assisting with 

the distribution and collection of letters, resources etc. 

 To lead the learners in the house, through: exemplary behaviour, appearance, attendance, 

punctuality and effort. 

 In liaison with the Head boy and Head girl, organise and monitor the duties carried out by their team 

of senior prefects/prefects. 

 To organise and monitor a rota for senior prefects for lining up the Y7 learners on the yard, at the end 

of break and lunch time.  

 To support the school by helping out at, whole school events- both during the school day and after 

school, e.g. parents evenings. 

 To assist the Learning Manager in assemblies by checking that learners are correctly dressed, that 

they enter the assembly in an appropriate manner, seating learners and ensuring learners leave 

assembly in the correct way. 

 To take an active part in assemblies led by the learning manager- eg by reading a prayer. 

 To motivate the learners in the House to participate in all school activities such as raising money for 

charity.  

SENIOR PREFECTS 

 To support the House Captains in assisting the Learning Manager in the day to day running of the 

House. This includes assisting with the distribution and collection of letters, resources etc. 

 To lead the learners in the House:  through exemplary behaviour, appearance, attendance, 

punctuality and effort. 

 To carry out the duties assigned to them by the House Captains 

 To assist in lining up year 7 learners 

 on the yard, at the end of break and lunch time. 

 To support the school by helping out at whole school events- both during the school day and after 

school, e.g. parents evenings. 

 To assist the House Captains in checking that learners are correctly dressed, that they enter the 

assembly in an appropriate manner, seating learners and ensuring learners leave assembly in the 

correct way 

 To take an active part in assemblies led by the Learning Manager- e.g. by reading a prayer. 

 To motivate the learners in the House to participate in all school activities such as raising money for 

charity.  

FORM PREFECTS 

 To lead the learners in the form: through exemplary behaviour, appearance, attendance, 

punctuality and effort. 

 To produce a rota for the form relating to Collective Worship.  

 To assist the Form Tutor in the day to day running of the form. This includes assisting with the distribution 

and collection of letters, resources etc. 

 To carry out the duties assigned to them by the Form Tutor 



Our Lady Queen of Peace  A Guide to using SIMS  

              Catholic Engineering College    

USING SIMS 

SIMS can be used to look up information on learners and also needs to be used to record any 

meetings, phone calls, interventions, reports issued, behaviour incidents etc. 

Log onto SIMS, using the same user name and password as PARS. 

LOOKING UP INFORMATION ON A LEARNER: 

Click on the icon of the two figures (Student teacher view) 

Type in the surname of the learner and press enter 

All learners with the surname will appear, click on the name of the specific learner you are 

looking for 

All details on that learner will appear on screen 

Click on links and you will be able to view timetable and other information 

ENTERING DETAILS OF MEETINGS/PHONECALLS/INTERVENTIONS 

Go through the above sequence  

Click on Behaviour Management.  

Scroll down to Interventions. 

Click on new.  

Enter date, intervention type- select communication with home for phone calls etc. and 

meeting for anything else that you record 

Enter comments 

Close and choose save when asked if you want to save the new information 

LOGGING BEHAVIOUR ISSUES 

Follow the sequence for looking up information on a learner 

Click on Behaviour Management 

Scroll down to Behaviour 

Click on new 

Complete details then close and save 



 

Our Lady Queen of Peace Catholic    

Engineering College         

House:                       
Monitoring Dates:  
Monitoring Team:  

 

Overall 
Effectiveness: 

Previous:                        

This:   
Supporting the Catholic Ethos:   

SMSC Development:   
Achievement of pupils:   

Behaviour and Safety:   
Leadership and Management    

 

Summary of key findings: 

This is a House that 
    

    

    

    

    

    
 

The House has the following strengths: 

    

    

    

    

    

    
 



What does the House need to do to further improve? 

  

   

   

Supporting the Catholic 
Ethos 

 

   

   

   

   

   

SMSC Development  
   

   

   

   

   

Achievement  
   

   

   

  

   

Behaviour and safety  
   

   

   

   

   

Leadership and management   
   

   

   

   



Consistently Outstanding Checklist 

Form Teacher Observations 

Action Complete 
Collective Worship  

1. Does collective worship follow thought for the week? 

2. Opening and closing prayers? 

3. Sign of the Cross?  

4. Do all learners engage?  

5. Does the teacher lead or do learners have a role to play? 

 

 

Class Pledges  

1. How well do learners do learners live by the Mission Statement? 

What is their understanding of the Mission Statement?  

2. Do learners know what their pledges are?  

3. Do learners know how they are living by the pledges? 

4. How are learners involved in supporting school charities/additional 

charities? 

 

 

Relationships  

1. How does the tutor facilitate the mixed age structure? 

2. Do learners feel safe? 

3. Do learners know who to talk to if they have a problem? 

4. How well does the tutor promote out of class opportunities? 

 

 

Standards  

1. How does the tutor period support high standards in: 

 Uniform 

 Appearance 

 Attendance 

 Punctuality 

 Personal Organisation 

 Positive Behaviour 

 Personal Study 

 Understanding MEGS/MELS 

 Information, advice and guidance at all stages 

 Effectiveness of tutor engaging with parent/carer 

 

General  

1. Is the form noticeboard up-to-date? 

2. Is the Pastoral Folder up-to-date? 

3. Is there evidence of PSHE activities being completed? 

4. Are learners completing Extra-Curricular Logs? 

5. Has the Development of the Whole-Child review document been 

completed? 

 

 


