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W E L C O M E

This booklet contains
essential information and
useful advice. Please read
it carefully and keep it to
hand for your reference.

Welcome to Bath Academy! 

Our aim is to treat students with respect; rules
and regulations are consequently kept to a
minimum, but there are certain guidelines
which must be observed and respected so
that all students may derive maximum
benefit and enjoyment from their time here.

The overriding principles of the guidelines
which follow are to show consideration for
others and to maintain a clean and pleasant
environment within which both staff and
students may work. We expect that in your
appearance, behaviour, work ethic and  

relationships with others you will uphold the
values that give the college its special feel as
a learning community.

I very much hope that your time with us will
be both enjoyable and successful. Please do
not hesitate to raise any problems or queries
you may have with a member of staff at any
time, however trivial they might seem.

Tim Naylor
Principal 
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A course specification detailing the examination requirements.
Year plans showing when topics will be taught throughout the year.
Details of coursework deadlines and internal test and Mock Exam dates. 
Relevant weekly homework.
Deadlines for the return of assessed work. 
A regular ‘Formative Assessment’ invigilated under examination conditions for A Level
and GCSE students.
Constructive feedback as to how your work can be improved.
Guidance about how to catch up on missed work.
A file check once every half term. 
Appropriate resources for your course.

Academic Curriculum Entitlement

For each course you will be provided with:

Weekly Timetable

The College is open to students on Monday to Friday from 8.30am – 6pm. Due
to the flexibility of the combination of subjects offered to students, there is
no common lunch break.

One Year GCSE                =           4 hours of teaching + a Formative Assessment per subject
Pre A Level Course          =          15 Hours of English Language per week
                                                        8 Hours of  taught academic subjects
AS Level (Yr1)                    =          5 hours of teaching + a Formative Assessment per subject
A Level (Yr2)                      =          5 hours of teaching + a Formative Assessment per subject
One Year A Level              =          6 hours of teaching + a Formative Assessment per subject
Intensive Retake               =          Number of hours of teaching is dependent upon the
                                                         number of modules taken + a Formative Assessment
University Foundation     =          6 hours teaching per module + homework
Medical Foundation         =          6 hours teaching per module + homework

             *If a student is taught one-to-one, these hours will be reduced slightly.

TEACHING AND LEARNING
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They assess your knowledge of what has been taught in the previous week.
It is important that you revise thoroughly for the FA.
You will receive written feedback on your performance to help you make gradual
improvements throughout the year.
The exact times of each subject’s FA will be indicated on a timetable issued to students
shortly after the start of the Autumn Term.

FAs will take place in the Study Centre. 
Students should arrive promptly in the Study Centre at the start of the FA session. 
As with an examination, the question papers will be set out on designated desks and
writing paper will be provided. Students are expected to provide their own pens,
calculators, etc.for FAs. (On some occasions, the tutor setting the FA will allow the use of
certain resources such as textbooks, calculators, etc. but these will be specifically
identified on the FA’s cover sheet.) 
Students are not allowed to talk or leave the Study Centre during their FAs except in an
emergency.
If you finish your FA early, you should remain seated at your desk and continue with
either other work set by your tutor, or with private study. 
Students will not be allowed to sit a FA at a different time from the scheduled one
without the written permission of their Personal Tutor.

FAs are part of your weekly timetable and a register of attendance is taken, as with
lessons. 
If for any reason you miss an FA in a particular subject then you will not be able to attend
any lessons in that subject until you have caught up with your FA. 
We feel that FAs are vital to your progress, if we are worried about your attitude or
approach to FAs then we will contact your parents to discuss the matter. 
Any prolonged pattern of unauthorised absence will result in completing missed FAs in a
detention session. 
Poor attendance in FAs will also mean that a student is excluded from the leisure and
extracurricular activities organised by the college.

Formative Assessments
 
Progress in achieving good grades in your courses is directly related to the feedback you
receive on your performance. The key mechanism for this at Bath Academy is regular
homework or examination practice under supervised conditions. A Level and GCSE students
will have a weekly Formative Assessment (FA):

How do Formative Assessments work?

What do I need and where do I need to go for my FA?

How important are FA's?

Progress tests for UFP and MFP students will be undertaken at intervals throughout the academic
year, these will take place in the study centre. Further details will be given by your subject tutor. 
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Homework must be completed by the time specified by your subject tutor.  
You will be expected to undertake at least sixteen hours of independent study per week
on academic courses outside of lesson times.  If you find that you are regularly doing
much more or less than this, it is important that you see your Personal Tutor to discuss
the matter.

Coursework deadlines will be strictly adhered to.
The dates for handing in final versions of all coursework will be set by subject tutors.
Deadlines for plans and first drafts will be decided by the subject tutor and students will
be informed of these dates as far in advance as the instructions from the examination
boards permit. 
If you fail to meet all coursework deadlines, your work will not be marked and you will
receive no marks for the coursework element of your exam.   

Homework
The amount of work you do is the greatest factor in deciding how successful you are in the
external examinations. 

Coursework

 
The Study Centre 
The Study Centre is a quiet study area for use by students and staff and is supervised at all
times. It is important that a quiet working atmosphere is maintained to ensure that those
students taking FAs can do so in examination conditions, and those doing general private
study can also work conscientiously.

Conduct in the Study Centre
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Enter and work quietly
Ensure mobile phones are switched off and put away
(not just on “silent” or “vibrate”) as any phone or
personal stereo appearing to be used will be confiscated
and handed in to the Principal; confiscated mobile
phones will be returned at 5.00pm
Treat all furniture, equipment, books and other
resources with respect

Disturb others
Use a personal stereo or mobile phone for any purpose
Eat or drink (bottled water allowed if used sensibly)
Leave any belongings unattended

Students will be expected to:

Students must not:



Timed Study 
Some students prefer to have their non-lesson time structured, so can negotiate timed study
sessions to be added to their timetable. Personal Tutors may also do this if they feel that
students are not making effective use of their non-lesson time. Attendance for these
timetabled timed study lessons will be recorded in the same way as the FA attendance.
Names of any students missing or late for their timed study will be notified to the College
Office and Personal Tutors and will be followed up accordingly. The help and support of the
Study Centre Supervisor is, of course, also available.

Labs
These are essential for certain courses, all students need to check the noticeboard for the
schedule. The labs can be found at Hayesfield Girls' School at the following address:

The Nucleus
Brougham Hayes Campus
Brougham Hayes
Bath
BA2 3QX

Books
Students will be provided with book lists by each of their tutors and will be able to buy these
books at Waterstones bookshop in Milsom Street, which is about 200m from the college, or
online. You can also join the Bath Central Library if you are staying in Bath for longer than six
months. Bath Library is located on the top floor of The Podium Shopping Centre (above
Waitrose) in the centre of the city.

Bath Central Library
19 The Podium, Northgate Street, Tel 01225 787400  

The opening hours are Monday - Friday (10:00am - 16:00am)
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UNAUTHORISED ABSENCE

Any absence which is not reported according to the guidelines in the previous paragraph
will be deemed to be ‘unauthorised’. At the discretion of the Principal, any student whose
absence is unauthorised may be suspended by twice the number of days of unauthorised
absence. Other requests for absence (i.e. those in exceptional circumstances) must be
made in writing to the Principal at least two full weeks in advance of the proposed
absence. The decision of the Principal will be final in such matters.

For International Students: PERSISTENT ABSENCE WILL BE REPORTED TO UK VISAS
AND IMMIGRATION.
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Authorised Absence 
Attendance is compulsory unless you, your Family, Parent, House Staff or Guardian have
called us in advance to inform us of your absence.

Notice of any absence e.g., illness, observance of religious festivals etc., must be
notified by you/your parent or guardian.
In the case of a prolonged illness, please keep us informed of your situation on
a daily basis.
We expect all appointments (medical, dental, etc.) to be made outside the times when
your timetable requires you to be in college, as far as possible.
In the case of appointments such as driving tests and university open days, please
inform the college of your absence at the earliest opportunity.
Please note that a parent or guardian will be contacted in the case of unexplained
absence or delay.

Records of attendance are kept for all students studying at Bath Academy irrespective of
course and students are expected to attend all timetabled classes.

Punctuality is essential to gain maximum benefit from lessons and tutorials. If you know
you are going to arrive late, please telephone the Front Office. Your subject tutors will
register you for each lesson and will follow up with you if you are late more than once.
Persistent lateness may result in temporary suspension from the College.

If you are unable to attend your lesson(s), you must inform the college no later than
10am on the day you will be absent. Tel: 01225 334577 / Email:
admissions@bathacademy.co.uk

ATTENDANCE 



Students will be entered for external examinations if the Principal believes that it is in
their best interests; students will not take any examination for which they are
insufficiently prepared.
All internal and external examinations are taken at the college, except for IELTS and
UKCAT/ BMAT.
The rules for taking external examinations are appended to these guidelines and are
always enforced. 
It is particularly important that students' attitude and behaviour at the examination
centre is exemplary.
Details of all important dates, including mock exam times, are published in the college
calendar.
UFP/MFP examinations are fixed, students should check the exam timetable before
planning flights.

UFP, A Level and GCSE students may collect their results personally from the college from
9:00am onwards on the day the college receives them. Otherwise, you must give the
office staff a UK postal address to which the results and certificates can be sent.
If you require the certificate to be sent to an address outside the UK by courier, you must
make the necessary financial arrangements with office staff. 
Students are strongly recommended to make themselves available on the day of results
and on subsequent days to deal with questions relating to university applications.
The college cannot email results slips according to JCQ regulations.

All applications to UK universities are submitted via UCAS. 
Your Personal Tutor will elaborate on the procedure and discuss your applications at the
appropriate time. 
You will need to bring a draft copy of your Personal Statement to the personal tutor
meeting. 
The internal deadline for completed application forms to be submitted to Personal
Tutors is:  for the majority of undergraduate courses - 26th January 2022, for
Medicine courses 15th October 2021, and for some  Art and Design courses
24th March 2022.

EXAMINATION ENTRIES 

Examination Results and Certificates

Certificates normally arrive at the college around 2 months after receipt of the results. You
will need to make arrangements for their collection or posting to you. The college is obliged
by the examination boards to destroy all certificates not collected after 12 months.

Applications to Higher Education

You must keep to these deadlines to allow your Personal Tutor sufficient time to complete a
comprehensive and professional reference; this will prove crucial to your obtaining suitable
offers from university admissions department.
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Chapel Row Café - our Student Café is
located in the basement of Chapel Row
which also has a garden/outside area.
Fresh, homemade, healthy food is
cooked here, along with barista coffee,
drinks, and delicious snacks to get you
through your college day.

The Student Common Room - This is
an area for students to relax in between
classes, chat to other students, or use
for lunch breaks in the main building.

Food and drinks may be consumed in
the Common Room, but it is the
responsibility of all students to ensure
that the room is kept as a clean, tidy
and pleasant environment for all. It is
important to maintain respect for one
another and collective responsibility to
make sure that we all have a pleasant
environment in which to live and work. 

The Student I.T. Room - This room is
set aside for students to use for private
study in a less formal atmosphere than
the Study Centre. Computer facilities
are available. For reasons of health and
safety no food or drink may be
consumed in the IT room.

Eating and drinking is permitted only in the Student Common Room or Café. Empty
cans and food wrappings must be deposited in the bins provided.
Chewing gum is forbidden on the college premises at all times due to the resulting
damage to the carpets.    

Every student is expected to respect the college environment.
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COLLEGE ENVIRONMENT

See last page for a map with key
Bath Academy addresses.



Each student in the college is assigned a Personal Tutor. 
The Personal Tutors are accessible to parents by appointment and hold regular
individual meetings with their students to discuss academic progress, applications to
higher education or general welfare. Students’ attendance and punctuality are
monitored closely. 
Your tutor will hold an introductory meeting with you at the start of the course to
ensure that you are settling in well and to discuss your aspirations for university and
future careers. 
Please make appointments direct with your personal tutor. 
Students must also check the main noticeboards for communication from their
Personal Tutors. 
Every Student at the college is expected to check the noticeboards on arrival at
the college and on departure.

PERSONAL TUTORS

Our system of personal tutoring provides a close, friendly and constructive monitoring of
student’s progress that helps to build confidence and motivation. 

Academic Review Meetings
In addition to the regular Personal Tutor meetings, students will also undergo a more
formal and structured review meeting which will be carried out at key times during the
academic year. These review meetings will focus upon target setting and will review and
monitor student progress in relation to these targets.
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Bath Academy out-of-hours emergency number is 07400 618 999



We host various events, excursions, and activities throughout the year, such as
themed parties, charity events, film nights, quizzes, outdoor recreational activities,
excursions in and beyond Bath, and of course our Annual Summer event in May
where we celebrate all our students' achievements from the year is not to be missed!
Alongside our social activities, Bath Academy runs an Enrichment
Programme  focussing on  charity projects, teamwork and leadership opportunities.
Our objective is to put back some more fun into our students’ learning experience
whilst helping them appreciate how they can contribute to the wider society.
Information on the varied activities which the city of Bath has to offer can be found
on the College notice boards, in the Library and in the City Information Centre. 

Social Activities, Events, & Enrichment Programme

Bath Academy’s Social Activities Programme 
includes a wide range of fun and stimulating 
activities designed to suit all students. We adapt our
programme to your interests so they change each
term. A list of monthly activities is posted on the 
student notice board, on social media, and can also 
be found in our Student Newsletter. Click here to 
access the Social Programme webpage.

What do we do?
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Daily Message Board – is in the main hallway just outside the office. If for any
reason a member of staff needs to see you your name will appear on the board. This
will also outline upcoming dates and events.
Academic Notice board – is also in the main hallway outside the office. Timetabling,
course information and other college notices will be found on this board.

 Notices and Messages 

All communications are made on the message or notice boards, or on social media –
please check the notice boards every day. 

All mail should be delivered to your residence or homestay. The college can accept
occasional parcels and they will be kept in the main office. Your name will be written on
the daily message board outside Reception asking you to come and collect them.

https://www.bathacademy.co.uk/news-events/social-events/


If there is snow or ice on the roads or weather conditions are difficult the college will
remain open. If you are unable to attend college, please inform Reception in the
normal way.

For students living in college residences you should expect to attend unless the
college has advised the house staff otherwise.

If you arrive late, please report to reception so that we know exactly who is in the
college throughout the day. It may be that the weather worsens during the day and
you feel it is necessary to return home earlier than usual. If this is the case, please
inform your Personal Tutor and Reception.

Dress Code 
The dress code at the college is smart casual. Students are expected to dress in a
manner which is fit for the purpose of study. Offensive or provocative slogans on
clothing will also not be tolerated and students who dress inappropriately may be asked
to remove it or sent home.

Mobile Telephones 
We recognise that many students will possess a mobile phone, but these can prove a
considerable distraction. All mobile phones must be switched off in teaching rooms and
in the Study Centre. If your phone goes off in class or in the Study Centre, it will be
confiscated by a member of staff. Phones which have been confiscated may be
collected from the Principal only after 5:00pm.

Bad Weather 
In the event of snow or bad weather conditions we will always endeavour to run full
teaching programmes, through online platforms, even if some students are not able to
get into the college.

Our bad weather policy therefore is as follows:
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behaviour that is in breach of criminal law, whether committed on or off the college
premises.
possession of alcohol, illegal drugs (or tobacco in the case of students under the age of
16) may face immediate exclusion. 

Alcohol and Drugs 
Our terms and conditions state that the college reserves the right to terminate the courses
of those students whose behaviour is unsatisfactory. Examples of unsatisfactory behaviour
include:

Students should also be aware that staff members are obliged to report all suspected cases
of possession or use of recreational or illegal drugs to the Principal, who will liaise with the
local police as necessary. The college reserves the right to test students randomly if it
believes it to be necessary

Smoking 
Smoking is not permitted inside the college building, this includes e-cigarettes or vapes. If
students do feel the need to smoke, they may do so discreetly away from college and not
on the pavement directly outside college. Students are urged to show courtesy to local
residents and not leave their rubbish behind them. This extends to cigarette packets and
cigarette ends.

 
Place of Worship 
The UK is a multi-faith society, where there is freedom to practice your own faith. The
college itself is not affiliated to any religious faith.

The college observes the UK public holidays only and classes are timetabled on this basis
i.e., students may not be absent form class routinely to attend religious services. The
college supports students in practicing their faith and students may be absent from college
to observe the major religious festivals of their faith, if their parent or guardian has notified
the college (e.g., Diwali, Yom Kippur, Eid etc.). 

The largest faith community in Bath is Christian, but there are good relationships between
the major faith communities. The vibrant international community in Bath and at Bath
Academy offers great opportunity for meeting people of the same tradition and faith, and
those from others.
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For further information ask your personal tutor or the Welfare &
Accommodation.



Do not invite friends to the college or college residences.
Report to reception immediately any person who is in the college, including the
student common room, who is not a Bath Academy student or a member of staff.

VISITORS 
The safety and well-being of every person who attends or works at Bath Academy is
ultimately the responsibility of the Principal.
 
We do not allow visitors to the college to go beyond the reception area unless
they are authorised and accompanied by a member of staff. 

We hope that you will appreciate that it is not possible in any college or school to
ensure the personal safety of the students and staff if unknown persons are allowed to
move about the building. We therefore remind you that you may not bring visitors to
the college or college residences. 

If, for whatever reason, somebody comes to visit you, they will be asked to wait in
reception until you can be located. No visitor will be permitted to go beyond this area.
The administrative staff are very busy and are not able to take personal messages
except in the case of emergencies. Students are expected to vacate the college
premises by 5:30p.m. each evening, as the college closes at 6:00pm. Please help us to
keep you safe within the college environment by observing the following:

Students should remember that they are responsible for the behaviour of any friends 
 or associates who visit the vicinity of the college. The college will not tolerate any
behaviour from friends or associates of students which damages the reputation of Bath
Academy. The students in question run the risk  of being held accountable for their
friends’ actions.
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POLICY DOCUMENTS 

Internal Assessments Appeal Procedure
Anti-Bullying
Student Behaviour Policy
Exclusions Policy
Health & Safety Statement

The following policies have been created to support students & staff at Bath Academy.
Please read the following policies, click to follow the hyperlinks for access.

All policies can be found here.
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Rewards and Sanctions
A college ethos of encouragement is central to the promotion of good behaviour.
Students will thus achieve recognition for a positive contribution to college life. Such a
contribution includes sound academic work and effort, good behaviour and enthusiastic
participation in extracurricular activities. 

As a college, attention should not be limited to those whose behaviour is consistently
poor. Sanctions are needed to respond to inappropriate behaviour. Students have a
right to expect fair and consistently applied sanctions. An appropriate sanction is one
which is designed to put matters right and encourage better performance or behaviour
in the future.

If you have any questions, contact a member of staff and they will
be happy to help. Do not be afraid to ask questions!

https://www.bathacademy.co.uk/wp-content/uploads/2020/10/Internal-Appeals-Policy-2020-2021.pdf
https://www.bathacademy.co.uk/wp-content/uploads/2020/02/Anti-Bullying-Policy.pdf
https://www.bathacademy.co.uk/wp-content/uploads/2020/02/Student-Behaviour-Policy.pdf
https://www.bathacademy.co.uk/wp-content/uploads/2020/02/Exclusion-Policy.pdf
https://www.bathacademy.co.uk/wp-content/uploads/2020/02/Health-and-Safety-Policy-Supplement-2019-2020.pdf
https://www.bathacademy.co.uk/about-us/information-for-parents-students/policies/
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TIm Naylor
Principal
Principal’s

Office

Liam Hocking 
Vice -Principal

(Academic)
Reception 

James Knott 
Vice - Principal
(Operations &
Development)

Reception 

Sam Hollingshead 
Head of Admissions

Chapel Row 

Laura Willmington  
Finance & Compliance

Officer
Room 10 

Stephanie Barker   
HR Manager

Reception

Natalia Knott 
Welfare &

Accommodation  
Room 10

Tracey Ellis   
Communications

Officer
Chapel Row 

Amy Hubbard
Exams Officer  

Chapel Row 
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Chapel Row (Cafe)

Oxford  House 
(Boarding Accommodation)

25

27 Queen Square, Bath,

BA1 2HX

7 Chapel Row, Bath,

BA1 7TQ

Bath Academy
Main Building

Avon studios
(Accommodation)

Midland Rd, Bath BA1 3BZ
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