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Dear Parents / Carers,

Welcome to WMG for Young Engineers and thank you for selecting us 

to nurture, develop and foster your child’s passion and interest in our 

specialism. We are an academy, but also a community where we 

share a common interest that gives us a sense of belonging.

During their time with us, your child will receive an education that 

reflects our ‘business-like, business-led’ ethos. They will learn and 

grow in an environment that is caring and supportive to ensure that 

they achieve the best possible academic outcomes for their future 

careers and gain high quality work placements and employer 

engagement experiences.

We have compiled this booklet to set out our expectations and 

explain what you can expect from us and by working together we can 

develop young people who have meaningful contributions to make to 

society.

“Education is the passport to the future, for tomorrow belongs to 

those who prepare for it today” (Malcolm X).

With the very best of wishes

Adele Wallis

Associate Principal 
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Key Dates Term Dates for Students 

Autumn Term

Academy opens for Autumn Term             Wednesday 4th September 2024 

Academy closes for Half Term                        Friday 25th October 2024

Academy opens after Half Term               Monday 4th November 2024

Academy closes for end of Autumn Term              Friday 20th December 2024

Spring Term

Academy opens for Spring Term                Monday 6th January 2025

Academy closes for Half Term                  Friday 14th February 2025

Academy opens after Half Term                Monday 24th February 2025

Academy closes for end of Spring Term                     Friday 11th April 2025

Summer Term

Academy opens for Summer Term                Monday 28th April 2025

May Bank Holiday                  Monday 5th May 2025

Academy closes for Half Term                  Friday 23rd May 2025

Academy opens after Half Term                Monday 2nd June 2025

Academy closes for end of Summer Term               Monday 21st July 2025

INSET Days 2024-2025

Monday 2nd September 2024

Tuesday 3rd September 2024

Friday 18th October 2024

Monday 6th January 2025

Friday 21st March 2025

Monday 7th July 2025

Important Dates- Staggered Return in September

Wednesday 4th September    Year 10

Thursday 5th September         Year 10 & Year 12

Friday 6th September         All year groups return 

Lessons resume as normal, students should refer 

to their timetables.

Monday 21st July 2025

The Academy Working Day
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08:30 – 09:25  Period 1

09:25 – 10:20  Period 2

10:20 – 10:45  Morning Break

10:45 – 11:40  Period 3

11:40 – 12:35  Period 4

12:35 – 13:30  Period 5

13:30 – 14:05  Lunch

14:05 – 14:25  Pastoral

14:25 – 15:20  Period 6

15:20 – 15:35  Afternoon Break

15:35 – 16:30  Period 7 **

** On Mondays, Thursdays and Fridays, students finish at 15:20

Who should I contact?
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Main switchboard number – 02476 464661

● Option 1 – to inform the academy of a student absence.
● Option 2 - to speak to a member of reception staff.

Student absence

If your child is ill and unable to attend the academy, please call the main switchboard, using option 1, 

as early as possible. Leave your name, the student’s name, contact number and reason for absence. 

Alternatively, send an email to info@wmgacademy.org.uk. 

Illness during the day

Students must report to a First Aider if they feel unwell during the day. A trained First Aider will be 
called to assess the student. If a Year 10 or 11 student needs to be sent home, a telephone call will be 
made to the parent/carer so that the student can be collected and signed out from Reception. If no 
one is available to collect your child, you have the option to  give permission for them to make their 
own way home on their own or  they will be kept safely at the academy until they can be collected or 
until the normal end of the Academy day. 

Medical/other appointments

Please try to arrange appointments outside of the academy day. We understand this is not always 
possible so when this occurs, please supply a copy of the medical appointment to Reception. Emails 
can be sent to info@wmgacademy.org.uk. Students will be provided with a pass to enable them to 
leave at their designated agreed time.

Year 10 and 11 students must be collected and signed out by a parent/carer.

What happens if my child needs first aid?

Administering first aid requires close contact between students and qualified members of staff. To 
limit this contact, students will be encouraged to administer basic first aid to themselves under 
supervision. This includes cleaning and dressing small cuts and grazes. Where this is not possible, staff 
will wear personal protective equipment (PPE), which may include gloves, surgical masks and aprons, 
in order to administer first aid.

Accidents rarely occur at WMG. However, some injuries from sporting activities or practical subjects 
do occur from time to time, which is why the above arrangements are in place.

Student lockers

Lockers are available for all students with a payment of £5.10. Once a payment has been made via our 
payment portal, ParentPay, students can collect their allocated locker key from reception. Students 
and parents are required to sign the Locker Protocol Agreement prior to a locker being issued.

Lockers are essential, as we expect every student to attend their lessons prepared to learn.  In order 
to achieve this, it is expected that every student will use their locker to safely store any items that 
they do not need for their lesson.  Students will not be allowed to enter the classroom with personal 
belongings that they do not need for the lesson that could cause a distraction. Students are expected, 
therefore, to store items not required in their lockers before they enter their learning space.
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Additional ties

All male Key Stage 4 students are expected to attend the academy wearing a WMG academy tie. 

Spare ties can be paid for via ParentPay and collected from Reception. Ties are priced at £7.75 each.

Contact via email

General email enquiries should be directed to info@wmgacademy.org.uk. We will endeavour 
to reply within 2 working days.

Specific enquiries

Your child’s tutor is the first point of contact. You will be informed of the tutor at the beginning 
of the academic year. Again, we will endeavour to answer initial queries by telephone within 2 
working days. If your enquiry is urgent, contact Reception to leave a message for the Pastoral 
Team.
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Finance and Paying for Items

We operate a cashless payment system at WMG Academy for Young Engineers called 
ParentPay. This is a secure website offering the freedom to make payments whenever and 
wherever you like, 24 hours a day, 7 days a week.

ParentPay is the only means of payment; cash or cheques are not accepted in the academy. 
Payment for school lunches and other items such as ties, locker keys, trips, revision guides etc., 
should be made through ParentPay.

However, cash payments for school meals can also be made using a PayPoint Card at local 
stores displaying the PayPoint logo, which can be ordered from the academy.

Payment in the canteen is cashless and usually relies on the use of thumbprint technology. 
Contactless payment using bank cards is also available from September. 

How does ParentPay help you?

● Gives you the freedom to make payments to school whenever and wherever you like
● Is convenient for users
● Gives you peace of mind that your payment has been made safely and securely
● Helps with budgeting; payments are immediate. 
● Payments for many of the larger trips can be made by instalments up to the due date
● You will never need to miss a payment, or have insufficient credit, as ParentPay offers 

automated email/SMS alerts

Refund procedure for returned lunch money via ParentPay

Generally, refunds will not be made. Parents are expected to maintain and wind down account 
balances if a child is leaving a school.  At the end of each academic term, the credit for meals will be 
“rolled over” to the next term.  Requests for refunds will be considered at the end of each academic 
year where pupils are leaving the school and accounts have an outstanding credit balance of £5.00 
or more. Refunds would also be made when a child moves to a new school.

Refund procedure for other payment items

Where a payment is made in ParentPay by mistake, or a duplicate payment is made, a refund 
will be made directly to the ParentPay account upon request.

Personal property

As our students are in the 14-19 age range, they are responsible for their own property. It is 
important that expensive items or large sums of money are not brought into the academy. 
Expensive items such as bicycles and electronic devices should ideally be insured separately by 
parents or students prior to being brought on site. The academy is not liable for any loss or 
damage to personal property and academy staff do not have the time or resources to 
investigate or provide refunds for such occurrences. Wireless headphones have presented a  
particular recent concern. These items can be easily lost or misplaced and have no educational 
value in the academy and should be left at home.
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Please be aware that no items of personal property are covered under the academy’s 
insurance policy. Costs resulting from theft, loss or damage will not be reimbursed by the 
academy so students are asked to leave expensive items at home.

Electric scooters are not permitted to be ridden to or from the academy in line with other 
schools, WM Police advice, and the fact that they are currently not legal on either the road or 
pavement.

Every student can purchase a locker key at a cost of £5.10 for the full duration of their time at 
WMG Academy. If keys are lost and a replacement is required, there will be a charge of £5.10. 
No belongings should be left unsecured near lockers or anywhere else especially when school 
is closing for holidays. The academy reserves the right to open a locker without a student’s 
consent for safeguarding/investigative purposes.

Cycling to the Academy

Students are encouraged to cycle to the academy as a great way of keeping fit and staying 
healthy. Bikes can be stored securely in the bike store but should be locked to a bike stand with 
a substantial ‘D type’ lock. Cyclists should wear a helmet when cycling to and from the 
academy and are advised that bikes need to be insured by students/parents/carers and will 
not be covered by academy insurance policies. In support of the West Midlands Police (as 
mentioned above), students are not permitted to bring electric scooters onto the site.

Parking
There is no provision for students to park vehicles on the academy site. Motorcycles may be 
parked in the cycle bays, however, it is the responsibility of students to ensure their 
motorcycle has adequate security to prevent theft or damage.

Damage to academy property

If a student deliberately causes damage to the academy’s property, including premises, 
furniture, equipment, books or materials, a charge will be levied to cover the cost of repairs or 
replacement. Students’ personal belongings are brought on to site at the owners’ own risk.

In the case of accidental damage, the Associate Principal will consider the circumstances 
reported and decide as to the level of recovery. Thankfully, such occurrences are very rare.
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Careers

The academy aims to give all students careers education, information, advice and guidance 
(CEIAG) throughout their time with us to make them ready for their next step and confident in 
applying for further education or employment.

The academy has a dedicated member of staff to provide CEIAG to students. Paula Carmichael 
is the Student Destinations and Business Engagement Manager.

Student destination data, after they leave us, is shared annually, with an overview of 
destinations provided to parents and current student cohorts.

Employer engagement changes annually, depending upon the students’ interests, employer 
availability and the opportunities available. We are always keen to explore new links in the 
employment market.

In Year 10, we offer a range of career services:

● Employer Events: individual employer workshops, STEM activities, career activities, 
employer visits and tours.

● Students will be given support to understand the wide range of post-16 options that 
are available to them, in order to prepare them for the end of Year 11, via the careers 
department and the PSHE programme.

In Year 11, we offer a range of careers services:

● Overview of Apprenticeships and support to create an online account with the 
National Apprenticeship Service and other relevant websites.

● Workshops to prepare for interviews, researching companies and assessment centres.
● Each student will have access to a 1:1 guidance interview.
● On completion of 1:1 guidance meeting, a student action plan will be created to advise 

students on their options and where to find further information.
● Students will be given support to understand the wide range of post-16 options that 

are available to them, in order to prepare them for the end of Year 11, via the careers 
department and the PSHE programme.

● Local advanced apprenticeship vacancies and training opportunities are regularly 
promoted within the academy.

● Support with making decisions and applications on GCSE results day.
● Parental meetings can be requested throughout Year 11.
● Additional support available for students with additional needs.
● Parental information such as updates regarding apprenticeship/employer vacancy 

openings, apprenticeship overviews.
● Destinations tracking and invitation to the WMG Academy for Young Engineers Alumni.

In Year 12, we offer:

● UCAS Introduction: In June, we run workshops and seminars to introduce the UCAS 
applications process, with a range of external advisors.

● University visits/tours – A visit to The University of Warwick and Coventry University to 
explore the options within Higher Education and to explore the opportunities 
available.

● UCAS convention – Attendance at a UCAS convention, with access to a wider range of 
Universities and Higher Education establishments.
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● Overview of Apprenticeships – An overview of Apprenticeship levels, application open 
dates and when to commence applications.

● Employer visits and workshops to provide details of apprenticeships and guidance for 
successful applications.

In Year 13, we offer:

● Support and guidance to complete UCAS applications, personal statement workshops, 
overview of student finance, authorised attendance to attend 3 university open days

● Tutor support for completing Apprenticeship and Higher Education application 
references.

● 1:1 guidance meeting, further support throughout the academic year to assist decision 
making.

● Enrolment on the National Apprenticeship Service website – all students can attend a 
workshop to support them with enrolling on the National Apprenticeship Service 
website.

● Employer visits and workshops to provide details of apprenticeships
● Updates lists of the Degree and Higher apprenticeship vacancies, with regular reports 

of local apprenticeship vacancies.
● Email group notifications – updates regarding local employer vacancies, events and 

opportunities.
● CV feedback and support to make improvements.
● Workshops for completing quality applications and assessment centres.
● Tailored student support with UCAS Extra.
● Tailored student support with UCAS Clearing.
● Destinations tracking and invitation to the WMG Academy for Young Engineers Alumni.

Work Experience

Students can organise work experience placements during Year 10 and Year 12 through liaising 
with their tutors and the relevant pastoral lead, providing they avoid key assessment and exam 
periods. Physical work experience placements will need to be notified to WMG Academy with 
five weeks’ notice, in order for an external H&S Risk Assessment to be carried out to ensure 
students’ safety. This costs £35 and relevant consent forms must be completed. We also have 
links with companies to complete virtual work placements that are equally valued and allow 
our students to access more companies without geographical barriers.

Unifrog

All students will join Unifrog, a website that will support them and their destination journey 
with a very wide range of resources to do this. They will be directed through tutor teachers 
onto Unifrog that will show a huge range of jobs around the world suited to their own skills 
and interests, support and guidance in how to apply and the ability to see all jobs and 
opportunities available here at home and worldwide.
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Teaching & Learning

Teaching and learning priorities

Here at the academy, quality teaching and learning lies at the heart of our courses. We care 
about students making the best possible progress and want to equip them well for their future 
destinations. Students will experience a range of teaching styles throughout their time at the 
academy and will regularly engage with real business partners who enrich the student 
experience and relate their learning to real world application. We are keen to make the best 
use of technology; ensure that students have a broad and well rounded curriculum; engage 
with businesses in the classroom, and make effective use of rigorous and timely assessments.

All students in the academy are provided with an email address and online Google account. 
Through this account, students have access to Google Classroom, an online platform for 
producing coursework and submitting assignments. Coursework will then be marked 
electronically and returned with appropriate corrections and guidance. Students are expected 
to manage their deadlines and completion of assignments so that work is handed in correctly 
and on time. Students who fail to do this consistently risk being removed from the course.
There is a ‘reminder guide’ to Google Classroom at the end of this booklet.

Assessments

Students will undergo a number of assessments during their time at the academy. We have 
carefully planned when each of these takes place throughout Years 10 to 13. This ensures that 
learners are accurately informed of their progress, and that teachers are able to make the 
correct interventions to support students in their lessons. Students will experience in class 
assessments throughout the term, as well as two sets of formal mock exams to help prepare 
them for procedures involved in completing external examinations at WMG Academy. These 
are normally late in the summer term of the first year of their course, and early in the spring 
term of the second year.

Progress Reports

Progress reports are sent regularly, for all year groups, through the MyChildAtSchool app, and 
contain the following information:

● Academy targets - This grade is an expected outcome at the end of Year 11/13. It is 
aspirational in nature and is therefore a challenging goal to achieve. When students 
join us, we use ‘GL Assessments’, a nationally recognised assessment tool common to 
UTCs across the country, to arrive at this target grade. These target grades might be 
adjusted upwards where students are outperforming in their subjects.

● Predicted grades - At regular points (approximately once every term) throughout the 
academic year, students will receive a predicted grade. This is an estimate of what 
your child will achieve in that subject at the end of the course, based on in-class 
assessments and mock exams. It is based on current evidence and the student’s 
attitude to learning. Student progress will be measured based on how close their 
predicted grade is to their target grade.

● ATL (Attitude to Learning) Score - Students will receive an ATL score in each subject. 
This is a judgement from the teacher that considers how well your child is meeting our 
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“business like, business led” behaviours. Where students are not meeting 
expectations, the concern codes will identify a specific area to improve.

Setting of groups

Setting of groups by ability is currently done in English, Maths and Science at Key Stage 4. 
However, setting can be fluid and will respond to the needs of the students as they develop. 
Final decisions on sets rest with the Head of Department.

Tier of entry decisions

In Science and Maths, the exam specification allows students to sit either Higher or 
Foundation tier examination papers. Broadly speaking, in Maths, students who sit a 
Foundation paper will be aiming to secure a grade 4 or below. Those sitting the Higher paper 
will be aiming to achieve a grade 5 or above. 

In Science, Higher and Foundation tiers are determined using AQA exam board guidelines. 
They take into consideration the student’s Maths target grade, as well as practice, 
performance and attendance within the subject area.

Decisions about whether a student will sit Higher or Foundation paper are made once final 
Year 11 mock examinations have been completed. In every case, the choice of tier is made 
based on securing the highest grade possible for a student. Changes can be made in the final 
weeks of Year 11 if they are deemed necessary.

Students’ examination entry slips will indicate whether Higher or Foundation tier has been 
confirmed. These slips are released by the exams team in good time for revision to begin. It is 
not, however, the academy’s policy to notify parents of any changes to the tier of entry in 
writing. Instead, changes will be discussed individually with each student and the reasons for 
this made clear for onward communication with parents. The final decision on the tier of entry 
rests with the relevant Head of Department.

Baseline Tests/Data to Aid Setting Targets

When students join the academy in Year 10, we ask them to complete a series of assessments, 
which enable us to baseline the students and produce target grades for them in each of the 
subjects they will study. The assessments we use are the nationally recognised ‘GL 
Assessments’

An accurate baseline is the bedrock to ensuring the best starting point for each student. It 
informs curriculum planning and teaching and learning. The GL assessments contain a series of 
online tests which are benchmarked against national statistics, enabling us to measure both 
where the students are at the time of the test and what progress they have made prior to 
joining us. Students complete Progress Tests in Mathematics, English, Science and Reading in 
the induction period prior to joining us. The results of these assessments are used by Subject 
Leads to set the students in groups.

Students who have a reading age significantly lower than their chronological age will be 
offered additional support with their reading.
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Business Engagement

WMG Academy trust currently works with dozens of companies  across the region both at a local 
level and National level . WMG Academy trust has developed a 4-tiered company interaction 
programme of how the companies engage with WMG Academy Trust.

Tier 1 – Company commission (embedded in the curriculum)
Tier 2 - Stem Event/Project
Tier 3 – Inspiration interaction
Tier 4 – Alumni Network

Tier 1 – Company commission (embedded in the curriculum)

Some of our companies have worked with the academy for 9 years and we 
have developed a strong partnership with senior engineers within the 
companies that are passionate about STEM education. An Example of one of 
these partnerships is our commission led work with Aston Martin. Working 

with Aston Martin engineers, we have developed 2 separate assignments which are embedded into 
the Key Stage 5 Engineering curriculum. Each assignment is linked to an internally assessed unit on 
the curriculum one in Mechanical Design where the students investigate the materials, component 
design and component assembly of an Aston Martin Vantage Door handle assembly and another in 
Computer Aided Design where the students create a virtual working model of a sun visor assembly 
for the DB11.

In both cases Engineers from Aston Martin regularly visit the students throughout the academic year 
to contextualise their learning, the students get to discuss their design ideations and receive 
feedback from the engineers which in turn influences the outcome of their NEA assignments. Over 
the years this partnership has enabled Aston Martin to employ dozens of our students onto their 
Level 4 and level 6 apprenticeship programs and provides a talent pool of students that Aston Martin 
have access to.

Tier 2 - Stem Event/Project

WMG Academy trust works closely with a wide range of engineering businesses 
in the West Midlands to develop and run Extended STEM based projects through 
our enrichment programme. An Example of one of these STEM projects this year 
was Mission Sustainability which was partnered with Enzen.  Launched as part of 
the UK's National Apprenticeships Week 2024, Enzen’s Mission: Sustainability 
programme focused on post-16 students pursuing careers in science, engineering 
and maths. The programme showed our students how their creativity and 
collaboration can make a real difference to our planet. The 2024 challenge theme 

was ‘How can AI be used to create a more sustainable world?’, Enzen asked students to demonstrate 
imagination, knowledge and teamwork to develop creative solutions which show how new digital 
technology can help accelerate the drive to net zero. This culminated in Enzen filming the student 
presentations to Industry experts, interviewing individual students and teachers resulting in a Live 
YouTube event where the winners were announced.
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Tier 3 – Inspiring interactions

An inspiring interaction is where we invite a company into the academy trust 
to promote their apprenticeship opportunities or where we organise a site visit 
to a company to inspire students further that are interested in that particular 
industry sector.  An example of this was JLR's International Women's Day 
Conference at the National Automotive Innovation Centre (NAIC) at WMG, 
University of Warwick to celebrate the international Women's day. Our female 

students from across WMG Academy Trust truly came away excited and full of energy and wanting to 
be an engineer.

Tier 4 – Alumni

This is the most powerful of all events and the most inspiring, to invite our 150+ Alumni network 
back to the academy to present a biography of their Journey through the school and onto their early 
STEM careers. This Network is managed professionally through LinkedIn and we invite our Alumni 
back to support on Open days and Tomorrow’s Engineers week in the Autumn and National 
Apprenticeship week in the Spring.

15



Examinations

Internal (Mock) Examinations

Internal (mock) examinations take place at the following points of the academic year for each year 
group and are run to simulate, and prepare for, formal examinations:

● Year 10 - June/July
● Year 11 - January
● Year 12 - June/July
● Year 13 - January

External Examinations

External examinations take place in November, January, May and June.

Students are given a timetable of the examinations that they have been entered for in January. 
Two copies of these timetables are sent home and a parental signature is required to confirm 
the entries are correct. The second copy is for the student to keep as a record. At this time 
students will also receive a booklet outlining the examination process and the rules they must 
abide by during examinations.

Students will receive a further copy of their examination timetable in April when, again, a 
parental signature will be required.

Information regarding the day-to-day arrangements during the examination period will be 
communicated to parents prior to exams commencing.

Results days take place in August at which time students may collect their results from the 
academy. Arrangements for results days will be communicated to parents before the end of 
the Summer term.

Results for any external Year 10 exams will not be released until the first day in September of 
Year 11.
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Use of Technology

WMG Academy operates a fully up to date Microsoft Windows Network, with protected access 
to the internet. Students can store work in a number of secure locations, both on and off site.

Computers

● Computers are up to date
● They are controlled centrally by the IT team
● Access is via a secure login ID and password
● Email addresses are provided by the academy
● Students must agree to the acceptable usage policy in order to access and use IT 

equipment belonging to the academy.
● Filtering and monitoring software is used on all academy devices, and any device 

connected to the academy WI-FI network

Academy Software

All computers have access to the following major titles: -
● Microsoft Office 365 online and offline (MS Word, Excel, Powerpoint etc)
● Google Office online (Google Docs, Sheets, Slides etc)
● 2D Design – 2D Engineering CAD
● Solidworks – 3D Engineering CAD

Home Software

The following software titles are licensed by the academy for students to use at home while they are 
on roll: -

● Microsoft Office 365 online and offline (MS Word, Excel, Powerpoint etc)
● Google Office online (Google Docs, Sheets, Slides etc)
● 2D Design – 2D Engineering CAD
● Solidworks – 3D Engineering CAD

Computer Storage

Students can store computer based work in the following secure locations: -

● Computer network (on site access only)
● Google Drive – on site and off-site secure access

NB. USB Storage devices are NOT permitted. It should be noted that the majority of ‘lost’ work 
is as a result of loss or failure of a USB memory device. By using cloud based software 
accessible on site and from home, students should never lose work or need USB storage 
devices.

Internet Access

● Internet access is provided to all students
● The internet connection is monitored by industry standard devices, designed to 

protect internet users
● Reports on unusual student internet activity is made available daily to the academy 

safeguarding team
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Bring Your Own Device 

● All students will be provided with an academy Chromebook for use both in the 
academy and at Home.

● Students are also encouraged to bring their own computer device for use during 
lessons in the academy.

● Students’ own computers and phone devices may be connected to the academy 
Wi-Fi for Internet Access.

Back-Up

● The academy internal computer network is backed up twice per day
● Back-ups are consolidated daily and stored off-site
● Google cloud-based storage is secure and resilient
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PPE and Equipment

We always provided PPE for students to use. However, this is on the basis that this is for shared 
use. WMG are happy for students to purchase their own PPE - see links to suggested suppliers 
below.  PPE can be stored in student lockers. Some students like to do this and find it a good 
investment, particularly if they pursue engineering and science interests either beyond the 
school hours or after they leave us. Shared-use PPE will continue to be available to students 
and disposable gloves and earplugs will be available for all students, where appropriate.

● Goggles - Provided by WMG academy

● Science/Engineering Overalls - There are no specific standards for these garments, but 
for ease of use we use white overalls for Science and blue overalls for Engineering. 
Overalls can be stored in student lockers.

● Engineering Boots – These must have reinforced toe caps. The suppliers above often 
have these items in stock. Please bear in mind that boots require the CE mark and/or 
appropriate British or European standard e.g. EN345-1 S1P. Boots can be stored in 
student lockers and students must change into them in the Engineering Hall 
cloakroom. Boots will only be permitted to be worn once the student has presented 
them to the technicians, who will check for the required standard and log them on a 
database.

● Suggested Suppliers: 

○ www.astleys.co.uk

○ www.rapidonline.com

○ www.screwfix.com 

○ www.thesafetysupplycompany.co.uk 

● WMG Shop – Whilst boots and overalls will need to be student-specific, one-size-fits 
all items, such as ties, student lockers and lanyards can be purchased online at the 
WMG Shop. Click here for more information.
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Pastoral Care & Safeguarding

WMG Academy has a small pastoral team to support students across all year groups. This is 
made up of the following staff:

● Adele Wallis: Associate Principal
● Gareth Clarke: Director of Pastoral and Additional Needs
● Deborah Brown: Lead Teacher of Science - Senior Mental Health Lead
● Sophie Roberts: Senior Behaviour and Pastoral Lead
● Stacie Jennings: SEMH Practitioner
● Elena Bouli: Behaviour Support Manager

The work undertaken by the pastoral care team includes behaviour support, social and 
emotional support, attendance support and safeguarding.

Social and Emotional Support

The academy has a high quality early intervention system in place, with relevant support put in 
place at the earliest opportunity. This support can include:

● Tutor support
● Allocation of a key staff mentor
● Referral to an external agency
● Referral to the WMG Academy counsellor

The aim of this intervention is to ensure that students are well supported throughout their 
time at the academy and that they are given the opportunity to excel academically. As a small 
academy, the staff and pastoral team have the ability to get to know the students well, and can 
build positive and trusting relationships. The academy asks that, for all pastoral issues, the 
tutor is the first point of contact with the parents and the relevant Key Stage lead, as 
appropriate.

Attendance

The WMG Academy has a target attendance of 95% for all students; we will keep parents 
informed on their child’s attendance. To help support the monitoring of attendance, the WMG 
Academy works with Coventry City Council, who provide attendance support and guidance, 
helping the academy to undertake a range of attendance intervention strategies including the 
following:

● Parental letters
● Parental phone calls
● Parental meetings
● Fixed penalty notices

The academy asks that all absence phone calls are reported by 09.00 each morning and will 
notify parents by 09.30 via text if their child has not received an attendance mark. In cases of 
persistent absence, the academy may request medical evidence of a child’s illness. The tutors 
at the academy will support students with poor attendance, to help improve this and ensure 
learning time is not continually lost.

The academy also monitors punctuality through INVENTORY, an automatic sign in system.  
Students who arrive late to school are requested to sign in. Their time of arrival is recorded 
and sent straight to our database to monitor and highlight students' arrival times.
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Safeguarding

WMG Academy prides itself on early intervention for all safeguarding issues. All staff at the 
academy are safeguarding trained with specific training on Child Sexual Exploitation (CSE), 
Female Genital Mutilation (FGM) and PREVENT & CHANNEL (Anti-terrorism).

All safeguarding concerns at the academy are recorded via a secure electronic system called 
CPOMS, which helps the Academy deal with issues in a timely and accurate manner. In the 
case of a concern being raised about a student, the academy  may need to call the relevant 
local authority children’s services, and will inform parents of this in most cases.

Counselling

WMG’s counselling service is an academy-based service, bringing counselling to young people 
in a place that is familiar, safe and secure. If young people are able to receive emotional 
support from a professional, they will have more opportunities to fulfil their potential.

Counselling is an opportunity to talk in confidence about things that are of concern. What is 
spoken about will depend on the individual but common themes are stress, relationships, 
change, loss and distressing or traumatic events.

Counsellors are trained to listen without judging and to help young people sort out their 
thoughts and feelings about whatever is concerning them.

Parents can support their child whilst receiving counselling by showing an acceptance of 
counselling as a normal and useful activity. We encourage parents/carers to show an interest if 
their child wishes to talk about it, but not to press them if they do not. We acknowledge that 
this is not an easy task and it is quite natural for parents to feel anxious about what is being 
said in the sessions. It is always our hope that talking with a counsellor will lead to greater 
openness with parents and families; a little time may be needed to allow this to happen.

Referrals may be made through the academy’s pastoral system, via the appropriate Pastoral 
Lead, Senior Leadership and Designated Safeguarding Leads.

Counselling may last for a few sessions or for a longer term. It is reviewed regularly by the 
counsellor and the young person. Usually, a small, private room is made available in the 
academy during the day. Sessions last up to fifty minutes (depending on the circumstances), 
and appointment times can be varied so that time is not always lost from the same subject.

Counselling sessions are treated confidentially. Counselling is a time when it is ok to talk about 
concerns without fear of them being discussed elsewhere. We encourage the student to 
discuss the counselling work with parents/carer, but they will not always want to. This can be 
hard for parents/carers to accept at times, but ensuring confidentiality is crucial for 
establishing trust so that young people feel confident to speak openly and freely about what is 
concerning them.

However, if a young person appears to be at risk of significant harm, it may be appropriate to 
seek help from other agencies to keep them safe. The counsellor would aim to discuss this first 
with the student concerned, followed by a discussion with a parent/carer in the majority of 
cases.

All counsellors receive supervision of their work with young people to ensure the quality of 
their practice and this is confidential.

If a young person requests counselling and is able to understand what is involved in the 
process then they have the right to choose for themselves. Parents and carers may not deny 

21



them this right. We would, however, prefer to have your support for the work and are happy 
to talk with you about any concerns you may have about the counselling.

The decision of whether a young person takes up the offer of counselling is entirely theirs, as it 
is voluntary for young people just as it would be for an adult.
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Pupil Premium

The Pupil Premium is additional funding allocated to support the learning of pupils in Years 10-11 
who:

● Are eligible for Free School Meals
● Have received free school meals at some point in the last six years
● Have been looked after in care continuously for more than six months
● Have been Looked After for 1 day or more
● Have been adopted from care (either left care under a Special Guardianship Order on 

or after 30th December 2005 or left care under a Residence Order on or after 14th 
October 1991)

● Have at least one parent currently serving or have served in the regular Armed Forces 
in the last 3 years or pupils with a parent that has died whilst serving in the regular 
Armed Forces

What is the present funding for 2024-2025?

● £1,050 for every eligible secondary aged pupil
● £2,570 for every eligible Looked After pupil
● £2,570 for every eligible pupil that has been adopted from care
● £340 for every eligible pupil that has been flagged as a Service child since 2011

Aims

To rapidly improve the outcomes of our disadvantaged learners during Key Stage 4 by a 
persistent and relentless focus on meeting their academic needs, improving their social capital 
and supporting them academically, financially and emotionally so that they may reach their 
full potential and allow them to access their aspirational next steps.

All staff at the academy have a shared belief that every pupil, regardless of background, has 
the right to a high-quality education that enables them to reach their full potential.

All staff have the responsibility for ensuring that disadvantaged learners have access to the 
highest quality of teaching and learning, and a rich curriculum that enables every student 
regardless of social or economic background, to achieve success. This is achieved through 
classroom practice and the delivery of good/outstanding lessons for raising pupil premium 
attainment.

Furthermore, we aim to fill the potential gap in social capital from which other students 
benefit in that we provide opportunities for our disadvantaged students to experience 
activities beyond the academic opportunities in the academy and ensure that they are open to 
the world around them. We also ensure positive mental health and resilience is promoted 
across the academy and students have access to specialised support if needed.

We would like to encourage parents of students who are eligible to receive free school meals 
to consider doing so. You can find out if your child is eligible for free school meals here:
www.gov.uk/apply-free-school-meals 
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How is WMG Academy using Pupil Premium?

WMG Academy uses the pupil premium funding to improve educational outcomes for its most 
vulnerable children and thereby enable them to develop to their potential. For some pupils, 
this will represent more of a challenge than for others and this is taken into account when 
planning strategies to improve achievement.

For every child eligible for the pupil premium, other factors which may statistically affect their 
potential achievement are also taken into account to ensure that those most in need have the 
necessary support.

Examples of activities/resources which the uses to support vulnerable children include:

● Extended opening times before and after school creates an environment for additional 
study within the academy

● Academic mentoring from peer students and teaching staff
● Extra-curricular provision such as enrichment activities and educational visits
● Revision after-school and holiday sessions
● Priority access to careers advice to provide high quality and regular careers 

information, advice and guidance
● Intensive interventions when required that may involve a range of different staff and 

outside agencies
● Individual tracking of progress towards targets
● Special education needs assessment where required i.e. Educational Psychologist
● Financial support in widening participation such as the Duke of Edinburgh Award 

Scheme
● Textbooks and revision materials to ensure pupils have the best resources
● Travel allowance where barriers to accessing the are identified
● Pupil uniform and resources such as art supplies and equipment
● Personal interview with an allocated mentor to assess learning needs and barriers to 

learning
● Extra staffing in English and Maths to allow sessions to be offered where appropriate

16-19 Bursary

The 16 to 19 Bursary Fund provides financial support to help students overcome the specific financial 
barriers to participation they face so they can remain in education.

There are 2 types of 16 to 19 bursaries:

● bursaries for defined vulnerable groups.
● discretionary bursaries

Bursary funding is to help eligible students with costs such as travel to and from school or college, to 
buy essential books, equipment, or specialist clothing (such as protective overalls, for example) that 
are required for their study programme. These are items the student would otherwise need to pay 
for to participate.

The defined vulnerable groups are students who are:

● in care
● care leavers
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● receiving Income Support (IS), or Universal Credit (UC) because they are financially 
supporting themselves or financially supporting themselves and someone who is dependent 
on them and living with them, such as a child or partner

● receiving Disability Living Allowance (DLA) or Personal Independence Payments (PIP) in their 
own right and  Employment and Support Allowance (ESA) or UC in their own right

Discretionary bursary criteria

● Total Household income is less than £20 000 including benefits
● Total household income is more than £20 000 but less than £25 000 including benefits. 
● Student receives Free School Meals or has been in receipt of Free School Meals during Key 

Stage 4.
● Student is a young carer.

In all cases applications to the bursary require relevant documentation to evidence the criteria met.

The following conditions apply to Bursary payments:

All payments will be subject to meeting the attendance and behaviour requirements of the Academy.

● Qualifying period - satisfy a qualifying period of study, i.e. at least six weeks; or one half term 
whichever is longer. 

● Attendance - If student attendance falls below 95% a 20% reduction will be applied to that
● termly payment. If attendance falls below 50% no payment will be made (unless there are
● exceptional circumstances);
● Behaviour - no cause for concern and no staff perusing a level of the behaviour policy.

The discretionary allowance may be withdrawn if any of the above is not satisfactory at the
discretion of the Head of Key Stage 5.

All reimbursements through the bursary require proof of purchase to be submitted.

For more information and qualifying criteria please follow this link 
https://www.gov.uk/1619-bursary-fund

25

https://www.gov.uk/1619-bursary-fund


Special Educational Needs

Access Arrangements – WMG Academy for Young Engineers

Access Arrangements allow candidates with special educational needs, disabilities or 
temporary injuries to access the assessment and show what they know and can do without 
changing the demands of the assessment.

These procedures are designed to help students with genuine needs to access exams. The 
awarding of Access Arrangements is governed by strict regulations as set out by the JCQ (Joint 
Council for Qualifications), as set out here:

https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration 

Who can get exam access arrangements?

Exam arrangements can only be granted if they are a student’s ‘normal way of working’ and 
the candidate has a history of need. Any arrangements made must reflect the support that the 
candidate has had in the past few years, alongside their assessment test results.

How is a young person identified as needing Access Arrangements?

Teachers, parents or student concerns on potential difficulties with exams generally identify 
students. The teaching staff plan reasonable adjustments for students and provide evidence 
for the SENCO who determines what would be the most appropriate arrangement, if any. 
Some of these arrangements require a specialist formal assessment before they can be 
granted.

Before an application for access arrangements takes place there has to be clear evidence to 
support the application. Normal way of working within the school would have to be followed, 
with evidence collected from teachers through classwork, mock exams and class tests. If an 
application is to take place due to medical reasons, evidence needs to be provided through a 
medical professional.

Students must then be assessed by a JCQ Access Arrangement Assessor who will make the 
final decision and recommendations on the students' access arrangements determined by 
their Psychometric assessment results.

Student Support and SEN Information 

The SEND Code of Practice states:

A child or young person has a Special Educational Need if they have a learning difficulty or 
disability, which requires special educational provision to be made (namely provision different 
from or additional to that normally available to pupils of the same age).

Some of the aims of the policy and practice in relation to special educational need and 
disability in the academy are:

● As a 14-19 academy, to support students to become more independent in their 
learning as they approach adult life, in line with our unique ‘business-like, business 
led’ ethos

● To make reasonable adjustments for those with a disability by taking action to increase 
access to the curriculum and the environment

● To ensure that children and young people with SEN engage in the activities of the 
school alongside learners who do not have SEN
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● To use our best endeavours to secure special educational provision for learners for 
whom this is required, that is “additional to and different from” that provided within 
the differentiated curriculum, to better respond to the four broad areas of need

● Communication and interaction
● Cognition and learning
● Social, mental and emotional health
● Sensory/physical
● To support learners with medical conditions to achieve full inclusion in all school 

activities by ensuring consultation with health and social care professionals to meet 
the medical needs of learners

What kinds of special educational needs does WMG Academy make provision for?

WMG Academy has provision to meet the needs of students with moderate and specific 
cognition and learning difficulties; learners with communication and interaction difficulties 
(including students with Autism Spectrum Conditions); young people experiencing social, 
emotional, and mental health difficulties; and learners with sensory and/or physical 
difficulties.

It should be noted, however, that WMG Academy does not have enhanced or specialist 
provision for any specific area of special educational need.

Who should I contact if I have concerns about my child’s progress at school?

In the first instance, if you are concerned about your child, please contact his/her form tutor. 
Our telephone number is 02476 464661. Alternatively, email info@wmgacademy.org.uk 
marked with your child’s name and staff tutor in the subject line of the email.

Your child’s teacher or tutor can consult the Special Educational Needs Co-ordinator (SENCO) 
at any point and we will discuss with you if a referral might be appropriate.
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Safeguarding Information

Keeping children safe in education

Designated Safeguarding leads - Child protection is everyone’s responsibility

Academy Leads:
Gareth Clarke –  Director of Pastoral Care and Additional Needs 
Adele Wallis – Associate Principal 

Deputy Designated  Safeguarding Leads:
Deborah Brown –            Lead Teacher for Science - Senior Mental Health Lead
Sophie Roberts –             Senior Behaviour and Pastoral Lead
Stacie Jennings –             SEMH - Mental Health and Pastoral Support

Children and young people have a fundamental right to be protected from harm.
Families have a right to expect schools to provide a safe and secure environment.
WMG Academy is committed to creating a happy and safe environment for our students to learn.
This leaflet will help you understand how we keep your children safe by telling you:

● How children can be harmed
● What we must do to keep your child safe from harm
● What you must do as a parent/carer to help your child be safe and enjoy school

Safeguarding

This is an important subject in which all staff receive regular training. Everybody has a responsibility 
to keep all children under the age of 18 safe. Harm is identified in four ways.

● Physical – this is when a child is deliberately hurt or injured.
● Sexual – this is when a child is influenced or forced to take part in a sexual activity.
● Emotional – this is when a child is made to feel frightened, worthless or unloved.
● Neglect – this is when a child is not being taken care of by their parents/carers.

Safeguarding Issues

Attendance: - Your child’s attendance is monitored daily. Significant absences are always followed up 
by the relevant pastoral leads.

Behaviour: - WMG Academy has clear behaviour rules for the whole academy community and these 
must be followed to keep everyone safe and happy. We understand that students do, on occasions 
come into conflict with each other, this will be dealt with by an adult who will listen to the students 
involved and help to resolve the situation.

Bullying: - The academy takes all cases of bullying very seriously and will work with students and 
families to try and resolve any problems.

Health and Safety: - Everyone at WMG Academy has a responsibility to help keep adults and 
students working in a safe environment.

Online safety: - The academy recognised that technology plays an important role in the education of 
our children and is committed to safeguarding children in the virtual world. We have filtering and 
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monitoring systems that help support the academy, to ensure that students are accessing harmful 
content online.

If you have any complaints about how the school is working with you or your child please feel 
confident to speak to us. Senior staff will be happy to speak to you to resolve any difficulties. It is 
better to speak to us as soon as you have a concern so that it does not become a bigger issue. If you 
do not feel the matter has been resolved you can raise your concerns with our governors.

What the academy must do

A child should be able to go to school and feel safe so that they can achieve their very best.
● Anybody who works or volunteers at WMG Academy will be checked by the Disclosure and 

Barring Service (vetted) to make sure they are safe to work with children and then trained to 
identify child abuse and what to do if they are concerned.

● The school has designated Safeguarding Lead. These are Mr Gareth Clarke, Ms Adele Wallis, 
Mrs Deborah Brown who have had extra training to know what to do when a concern is 
brought to them.

● We will always listen to you and work closely with you if we are concerned about your child 
but, sometimes, we may not be able to discuss our concern, before speaking with external 
agencies. The academy has a safeguarding policy which tells you more about this.

● We will help your child to learn about keeping themselves safe. Lessons can include healthy 
eating, anti-bullying, e-safety, road safety, healthy relationships and drug and alcohol 
awareness.
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Behaviour Management

Positive Rewards

At the academy, we work towards promoting positive behaviours and, as such, we recognise 
those students who continuously achieve this status through Reward Certificates, reward trips 
and prizes. Rewards assemblies are carried out half-termly.

Behaviour Sanctions in Lessons

● B1: Chance – conversation with student
● B2: Choice  – a second conversation with student giving them an opportunity to 

change their behaviour
● B3: Consequence – removal from the lesson to the reflection area to reflect on their 

behaviour and actions.
● B4: Fourth warning or major disruption – involvement of senior staff and potential 

isolation

Behaviour Issues and Sanctions

Punctuality

Students arriving late to the academy without a valid reason will not be allowed entry unless 
they hand over their mobile device for the remainder of the day. Students who are persistently 
late will have a parental meeting involving the discussion of further sanctions.

Dress Code (see page 32 for full guidance)

● No coats/hoodies should be worn in the academy (removed on entry and stored in 
lockers). If worn in the academy, the item may be confiscated and parents/guardians 
contacted to arrange collection of the item.

● Hoodies and sports tops must not be worn in the academy building

● Trainers are not permitted in the academy. Students without formal shoes may be 
given a pair of safety boots/alternative shoes to wear.

● The Workshop area has open access; the academy will not be responsible for items 
that are stored here. It is at their own risk that students bring these items into the 
academy.

● If a student is without a tie, they will be sent to Reception so they can borrow a tie for 
the day. If a tie is lost, a replacement must be purchased via ParentPay.

● Students with skirts that do not meet the academy’s standards will be referred to the 
relevant Pastoral Lead and parents/guardian contacted to rectify the issue.

● Business jacket – students without a jacket will be referred to the relevant Pastoral 
Lead and parents/guardian contacted to rectify the issue.

● On some occasions, students who arrive at the academy in the wrong attire may be 
sent home to change their business dress.

● WMG Academy lanyard must be worn at all times

● Please note that students are expected to wear their lanyards correctly with the picture fully 
displayed. If students are found to deliberately deface their lanyards they will be requested 
to pay a £5 charge for the replacement.
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Mobile Phones

● Mobile phones should be stored in the students’ lockers during lesson time
● If a student is using a phone in a lesson, without permission, it will be confiscated and 

handed into the Pastoral Office for collection at the end of the day
● If a student refuses to hand over the phone, they will be sanctioned and parents 

informed
● Students who persistently use phones or devices to disturb learning or cause issues 

will lose the right to bring them into the academy and will be required to leave them 
at Reception on entry to the academy at the start of the day
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Dress Code Guidance

Key Stage 4 - (Years 10 and 11)

Male Learners

● Business suit in black or dark grey or dark navy blue non-patterned including blazer
● Non-patterned collared white shirt with WMGA tie
● Black formal business type shoes (plain black or dark brown upper and sole with no 

logos) made of either leather or man-made leather type material
● Trainers are not acceptable

● WMGA lanyard to be worn at all times (provided in September)
● WMGA tie - £7.75 available from the Academy
● Black, plain v necked jumper (optional)

Female Learners

● Business suit in black or dark grey; jacket, skirt/trousers/dress
● Trousers can be tailored but not figure hugging or skinny fit
● Skirts/dress must be of an appropriate length and fit; approximately knee length and 

not tight fitting
● Non-patterned white tailored blouse
● Black formal business type shoes (plain black upper and sole with no logos) made of 

either leather or man-made leather type material.  Shoes need to be enclosed and not 
be high heeled

● Trainers are not acceptable

● Non-patterned natural tan or black tights may be worn with a skirt/dress – no leggings
● WMGA lanyard to be worn at all times (provided in September)
● WMGA tie is optional and available from the Academy

Key Stage 5 - (Years 12 and 13)

Male Learners

● Business suit in black, dark grey or dark blue (faint pinstripe permitted)
● Collared business style shirt with no bold patterns with business style tie without pictures or 

logos
● Black/brown formal business type shoes (plain black/brown upper and sole with no logos) 

made of either leather or man-made leather type material
● Trainers are not acceptable

● WMGA lanyard to be worn at all times (provided in September)

Female Learners

● Business suit in black, dark grey or dark blue (faint pinstripe or patterns permitted) or 
tailored separates i.e. jacket in black, dark grey or blue with trousers, dress or skirt

● Skirts must be of an appropriate length and fit; approximately knee length and not too tight
● Plain or patterned/pinstripe tailored blouse with no patterns or logos
● Natural tan or black tights that are not patterned may be worn with a skirt – no leggings
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● Black formal business type shoes (plain black upper and sole with no logos) made of either 
leather or man-made leather type material.  Shoes need to be enclosed and not be high 
heeled and boots may be worn under trousers

● Trainers are not acceptable

● WMGA lanyard to be worn at all times (provided in September)

Hair

Hairstyles should be neat and conservative and in harmony with a professional business-style 
appearance.

In general, hairstyles should not be excessive or extreme, eg, they should not: -
● Have decoratively shaved patterns on the scalp
● Have an unnatural hair colour, i.e. green/red/blue/pink/purple etc

If unsure, Parents/Carers should seek guidance from their son’s/daughter’s tutor about the 
suitability of a hairstyle BEFORE a visit to the hairdresser.

Jewellery

In a business-like working environment, with practical engineering curriculum opportunities, the 
only acceptable items of jewellery are: -

● a wristwatch (NB, smart watches are not permitted to be worn in either internal or external 
examinations)

● 1 pair of plain small earlobe studs.  (Jewellery worn in other body piercings is not permitted 
for health and safety reasons and invisible piercing retainers should be used as appropriate)

No other jewellery should be worn including rings, wristbands or bracelets. If you have any queries 
please contact your son’s/daughter’s tutor.

Make-up

Make-up (including nail varnish, foundation, lipstick, blusher, eye-shadow etc) should be natural and 
conservative and in harmony with a professional business-style appearance.

Tattoos

No visible tattoos are permissible.

33



Locker Protocol

Overview

Each student in the WMG can purchase a key for a locker at a charge of £5.10.  The charge for a 
replacement key is also £5.10.  Students will sign for a key which will be issued by their tutor.  When 
signing for their key, the student accepts liability for the key and agrees to WMG Locker Protocol 
terms, available usage and conditions.

Student Locker, Acceptable Usage and Terms & Conditions

● Students will be responsible for the key, for the locker and the financial cost (currently £5.10) 
for the replacement of the key if lost.

● Should a key be lost, students accept that they may be without the use of a locker until a 
replacement key is supplied.

● Students will be responsible for the contents of their locker and as such should not store 
anything in the locker that is not their own property (unless the equipment is loaned to 
them by WMG Academy).

● As students will be responsible for the contents of their locker, they must ensure that no 
other student’s locker/contents/belongings can be adversely damaged or affected by their 
contents e.g. spillages or odours. Any perishable goods, such as food, drinks etc must be 
removed from the locker on a Friday and not left in the locker over the weekend.

● Lockers must be emptied at the end of each half term with the only exception being books 
or stationery.  No electronic mobile devices or laptops should be stored over a holiday 
period regardless of how long that holiday period may be.

● Students will not be permitted access to lockers during learning sessions and are expected to 
bring any items/equipment that they may need to their lessons.

● Students accept that a locker and key will at all times remain the property of WMG Academy 
and as such, if senior staff judge that the locker needs to be entered via a master key, then it 
can be opened without the prior consent of a student (nb: such circumstances would be 
exceptional and only occur where the property of another student’s locker could potentially 
come to harm/damage or if there are grounds to believe that to access the locker could aid 
the investigation of a breach of the WMG Academy Behaviour Policy/Locker Acceptable 
Usage Protocol or for other serious health and safety grounds).

● Students cannot personalise their lockers, for example, by affixing temporary or permanent 
stickers, labels or any other such artwork or images.

● Locker ownership is not transferable on either a temporary or permanent basis and students 
are permitted to use only the locker that has been directly assigned to them, unless in 
exceptional circumstances (e.g health reasons)

● During the summer holidays all lockers should be left empty of all items and the door left 
ajar.  Any lockers left locked over the summer will be opened and have their contents 
removed and placed in ‘lost property’ at the student’s liability.

● The internal structure, appearance and condition of a locker will be the  responsibility of the 
key holder and any damage to the internal structure  will be charged to the key holder.
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Good Attendance Guide

Medical Appointments

Where possible all medical appointments should be booked outside of the academy hours. Where 
this is not possible the amount of academy time missed should be minimum. The academy time 
missed should be minimum. The academy may not authorise the time off if medical evidence is not 
provided.

Too ill to attend

Students can attend school with minor ailments (toothache, headache, stomach ache, cold and sore 
throat), over the counter medicines can be given before school. The academy will contact you if they 
become too ill to remain in school.

What can you do to help?

Make sure your child arrives at school time. This encourages habits of good timekeeping and lesson 
any possible classroom disruption. If your child arrives after the register has closed without good 
reason, this will be recorded as an ‘unauthorised’ absence for that session.
If you know or think that your child is having difficulties attending school you should contact the 

school. It is better to do this sooner rather than later as most problems can be dealt with very 
quickly.

Reporting Absence

In all cases of absence parents or carers should please;
Telephone the academy on the first day of the absence before 9.00am. A message can be left or you 
can speak to the secretary. Tell us the reason for the absence and how long the child is likely to be off 
school.

What might the impact of poor attendance be on your child?

Research has shown that children who are not in school are most vulnerable and are easily drawn 
into crime. Those children who pay truant are more likely to offend than those that do not. Research 
also shows that:

● Less than 40% of students in secondary schools with an average of 17 days or more absence 
get 5 good GCSEs (grades 9-5) compared to more than 90% with an average of less than 8 
days absence.

Unauthorised absence in term time (holidays)

Students are not entitled to holidays in term time. Family holidays should be taken time. Family 
holidays should be taken during the school holiday period. Requests for leave due to exceptional 
circumstances must be made in writing to the Principal.

Important Information

Lessons start at 08:30 am so students must arrive at the academy at least 5 minutes before the start 
of lessons to ensure that they have enough time to go to their lockers and get themselves ready for 
their learning.
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What does the law say?

By law, all children of compulsory school age must get a suitable, full-time education. As a parent, 
you are responsible for making sure this happens, either by registering your child at a school or by 
making other arrangements which provide a suitable full-time education.

Once your child is registered at a school you are responsible for making sure he or she attends 
regularly. If your child fails to attend regularly – even if they miss school without you knowing, the 
Local Authority (LA) may take legal action against you. The LA is responsible for making sure that 
parents fulfil their responsibilities. Parents are responsible for making sure that their registered 
children regularly attend school and any alternative provision arranged for them. If you think you 
might need to take your child out of school, discuss the reasons with the school as soon as possible.

The world is run by those who turn up

● Attending school every day = 100% attendance
● Attending 4 ½ days a week = 90% attendance = 4 weeks missed per year.
● Attending 4 days a week = 80% attendance = more than half a term missed per year or 

2 full years.
● Attending 3 ½ days each week = 70% attendance = more than a quarter of the school 

year missed.
●

An average attendance of 80% or less across a child’s school career adds up to missing a whole 2 
years from school.

Being late for school reduces learning time.
● If your child is 5 minutes late every day they will miss 3 days of learning each year
● If your child is 15 mins later every day they will miss 2 weeks of learning each year

MAKE EVERY MINUTE COUNT
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Home – WMG Academy Contract

The aim of the agreement is to make clear to learners, parents/carers, staff and governors that they 
have an equally important part to play in helping each individual learner to make the best use of the 
opportunities available at the WMG Academy. We believe that success is built upon an open and 
supportive partnership between our learners, parents, staff and governors. We aim to provide all our 
learners with stimulating, relevant and challenging learning experiences which will equip them with 
the employability skills and knowledge to face the challenges of the 21st century.

Learners

Each learner has a responsibility to:

● Take ownership of their own actions and performance;
● Respect other learners, staff, visitors and themselves and be aware that racism, 

intolerance and Bullying are unacceptable;
● Wear the required business dress;
● Complete all work on time to the best of their ability;
● Respect Health and Safety regulations;
● Attend regularly and punctually and be adequately prepared for the day; 
● Behave in a business-like manner at all times and adhere to the Code of Conduct.

Learners can expect to:

● Be set challenging work which is assessed regularly;
● Have frequent feedback on progress;
● Be rewarded for positive contributions to the academy;
● Have behaviour monitored and appropriate disciplinary action taken when it falls short 

of the required standard;
● Have their parents/carers regularly informed of progress; 
● Have a safe and caring environment to work in;
● Have advice, care and support when needed from all staff.

Parents and Carers

Each parent and carer has an important responsibility to work closely with their children and the staff 
to support achievement at the academy.  We ask you, as parents and carers to:

● Ensure your child attends regularly and punctually as required by law;
● Keep the academy informed of anything which you believe might affect your child's 

progress at the academy especially absence, illness, change of family situation;
● Not take holidays in term time;
● Take an interest in your child's work when they are at home and ensure Home 

Learning when  set, is completed;
● Attend parental consultation meetings with teachers;
● Support the business dress code;
● Support the implementation of the academy’s code of conduct;
● Send your child to the academy, prepared for the day ahead;
● Ensure any bicycle used by your child to and from the academy is  adequately insured 

and that an appropriate cycle helmet is used.
● Support your son/daughter with any remote online work and notify the academy if 

you have any internet/hardware/connectivity issues.

37



The WMG Academy will ensure that parents are informed:

● Regularly of academic progress;
● Of any aspects of behaviour that required action by staff.

Governors

Our Governors will carry out their legal responsibilities to the academy and ensure that:

● Academy policies provide care for every learner;
● Funding received by the academy will be used responsibly to provide the curriculum and 

support services;
● They will meet regularly to carry out their function and liaise with academy business 

partners;
● They will visit the academy regularly and update business partners on progress and further 

opportunities.

Personal IT Devices

WMG Academy encourages the use of technology as part of the curriculum and, as such, is proud to 
be able to loan every student with a device for personal use.

You will be aware that a significant proportion of the curriculum at WMG Academy requires the 
submission of word-processed coursework or portfolios of research completed online. Individual 
access to devices also supports independent learning, homework and revision and the need for 
greater integration of technology within the curriculum has become more prevalent over the last 
year with home working and remote learning taking place.

Every student at WMG Academy will be offered their own Google Chromebook to keep and use for 
the duration of their time at WMG Academy. These Chromebooks are made by HP and are designed 
to support the Google Suite, including Google Classroom, Gmail and Google Docs.

Whilst WMG Academy will cover the cost of the device, we are asking that parents make a one-off 
voluntary contribution of £41 to help insure the Chromebook for its entire life (up to four years 
depending on length of study at WMG Academy).  This voluntary contribution can be made via 
Parent Pay and covers accidental damage. Please note that losses occurred through student 
negligence or failure to comply with the guidelines surrounding the use of the Chromebooks is not 
covered by this voluntary contribution. Devices which are lost or stolen are also not covered by this 
fee and so students are encouraged to take good care of their devices.

We ask parents to read the Responsible User Agreement and then decide the following: - 
● Agree to the loan of an Academy Chromebook
● Agree to the £41 voluntary contribution to cover accidental damage to loaned Chromebooks

● Agree to bring their own laptop, rather than use a loan Chromebook

The voluntary contribution can be paid via ParentPay in the ParentPay shop.

Students will not be provided with their Chromebook until the Parent/Carer agrees to a Chromebook 
loan.

We hope that both students and parents will be as excited about our new devices  scheme 
as our teaching staff are. If you have any questions or would like more  information, please 
do not hesitate to contact the academy.
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Learner Acceptable IT User Policy

This Acceptable User Policy is intended to make sure: -
● That you will be a responsible user and stay safe while using the internet and other digital 

technology for learning and personal use.
● That IT systems and users are protected from accidental damage or deliberate misuse.

The academy will endeavour to ensure that you will have good access to IT to enhance your learning 
and will, in return, expect you to agree to be a responsible user.

I WILL

● Use the academy Internet, IT facilities and mobile technologies for educational purposes 
which follow the teachers’ instructions. This includes email, video, messaging, 
videoconferencing, using software apps, social media, Internet, file-saving and printing.

● Immediately report any unpleasant or inappropriate material or messages, or anything that 
makes me feel uncomfortable when I see it online.

● Respect others’ work and property and will not access, copy, remove or change anyone else’s 
files without their knowledge and permission.

● Be polite and responsible when I communicate with others. I will not use strong, aggressive, 
offensive or inappropriate language and I appreciate that others may have different 
opinions.

● Only use my personal handheld/external devices (mobile phones/iPads/USB devices etc.) in 
the academy if I have permission, as outlined in the student Code of Conduct.

● Understand that, if I do use my own devices in the academy, I will follow the rules set out in 
this agreement, in the same way as if I was using academy equipment.

● Immediately report any damage or faults involving equipment or software, however this may 
have happened.

● Only use chat and social networking sites with permission and at the times and places that 
are allowed as outlined in the Student Code of Conduct.

● Treat all IT equipment at the academy with respect and ensure the computer or mobile 
device is left in the state that I found it.

● Only use my school-supplied email address for school-related activities.
● Respect copyright when making use of images, videos or other media in my school work. I 

will use and attribute ‘Creative Commons’ material as taught in ICT/e- safety lessons.
● Follow the academy procedures when using removable media e.g. flash drives to ensure that 

I don’t infect any machines.

I WILL NOT

● Install software on the academy IT facilities due to the risk of damage being caused by 
malware or viruses.

● Share my username and password, or try to use any other person’s username and password.
● Change my passwords when asked to and ensure that they have complexity e.g. Capital, 

lower case letters, numbers and symbols.
● Try (unless I have permission) to upload / download work material from the internet.
● Take or share images including pictures or videos of anyone without their permission.
● Use the academy IT systems for online gaming, online gambling, internet shopping, file 

sharing or video broadcasting (eg YouTube), unless it is a specific part of the learning task as 
requested by a teacher.

● Try to upload, download or access any materials which are illegal, inappropriate or may 
cause harm or distress to others.
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● Try to use any programmes or software that might allow me to bypass the filtering/security 
systems in place to prevent access to such materials.

● Open any attachments to emails, unless I know and trust the person/organisation who sent 
the email, due to the risk of the attachment containing viruses or other harmful 
programmes.

● Send emails, texts or instant messages or post messages on social networking sites that 
could be regarded as offensive, harassment or are of a bullying nature.

● Take part in any actions which could bring the WMGA into disrepute, or breach the integrity 
of the ethos of the WMGA.

● Attempt to install programmes of any type on a machine, store programmes on a computer, 
or try to alter computer settings.

● Not look for ways to bypass the academy filtering, monitoring or proxy service.
● Not bypass the academy filtering, monitoring or proxy service.

Online Behaviour & Safety

● I will make sure all my contact with other people at WMG is responsible. I will not cyber 
bully pupils, teachers or other members of staff.

● I will be responsible and polite when I talk online to pupils, teachers and other people 
related to the academy, both in school-time and outside school-time.

● I won’t look for or look at unpleasant, unsuitable or extremist websites in the academy. I will 
check with a teacher if I think a website might be unsuitable.

● I won’t give out my personal details, such as my name, address, school or phone number on 
the Internet.

● I won’t meet people I’ve met on the Internet unless I have told my parents and they come 
with me.

● I won’t upload or download any pictures, writing or films which might upset people online.
● I won’t write unpleasant, rude or untrue comments online about pupils, teachers or other 

staff employed by the academy.
● I won’t share inappropriate images or videos of other pupils on the academy network or 

personal devices.
● I am aware that everything I do on the computers at WMG is monitored and logged, and 

that the academy can talk to my parents if a teacher is concerned about my online safety or 
my behaviour when using academy computers.

● I will not look for, view, upload or download offensive, illegal, copyright-infringing or 
pornographic material. If I find such material on academy IT equipment I will inform a 
teacher immediately.

● I understand that these rules are designed to keep me safe and that if they are not followed, 
sanctions may be applied and my parent/guardian may be contacted.

This form relates to the learner Acceptable Use Policy (AUP), to which it is attached.

● I understand that I am responsible for my actions, both in and out of the WMGA:
● I understand that the academy also has the right to take action against me if I am involved in 

incidents of inappropriate behaviour, covered in this agreement, when I am out of the 
academy and where they involve my membership of the academy community (examples 
would be cyber-bullying, use of images or personal information) bringing the Academy into 
disrepute.

● I understand that if I fail to follow this Acceptable Use Policy Agreement, I will be subject to 
disciplinary action. This may include a range of sanctions including: loss of access to
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● the academy network / internet, exclusions, contact with parents and in the 
event of illegal activities involvement of the police

I have read and understand the above and agree to follow these guidelines when:

● I use the academy IT systems and equipment (both in and out of the academy).
● I use my own mobile device in the academy (when allowed) e.g. mobile phones, iPads, 

cameras etc.
● I use my own equipment out of academy time in a way that is related to me being a member 

of this academy e.g. communicating with other members of the academy, accessing 
academy email, Learning Platform, website etc.
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Appendix 1 –

Google Classroom for Students and Parents at Home

This document includes general guidance for Students who are working from home and Parents who 
wish to receive updates via Google Classroom, with respect to their child’s work.

Students

WMG uses Google Classroom exclusively for the setting of coursework and homework. All 
students should be familiar with the use of Google Classroom, but different PC configurations 
may mean that it is slightly different when at home, to the usual classroom PC or Laptop.

Here is a shortcut method to logging into Google Apps from any PC.

1. Open a Browser - The preference is to use Google Chrome
a. Other browsers will work fine, but may limit some functions
b. Google Chrome can be easily loaded by searching ‘download google chrome’ 

Password
2. Navigate to www.google.co.uk 

3. Click on the circular icon in the top right of the 
browser and log in using your email address and 
password.

4. Once logged in, use the nine squares to access the 
Google Apps available to you.

Parents

Parents CANNOT log directly into Google Classroom. They receive an email from Google with a 
regular update as to the work being set and a student’s progress. When Google Classroom was 
configured, earlier this year, you would have received an email from Google asking you if you 
wish to receive these updates. If you have a Gmail Account, you can elect to receive daily 
updates, other email addresses can only receive weekly.

If you are not receiving these, please email g.jacklin@wmg.org.uk with: -

1. Your child’s name (First and Last Name)
2. Their date of birth
3. The email address you wish to use to receive updates

We will then update our records and you will receive a new email from Google asking you to 
confirm you wish to receive these updates.
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