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A very warm welcome to you and your 
daughters as you join the community of Our 

Lady?s Catholic High School. This is the 
beginning of a partnership that will hopefully 
extend over the next seven years. A positive 
partnership between school and parents is 
instrumental in helping our students ? your 

children - achieve their very best.

This booklet is intended to help strengthen that 
partnership by keeping parents fully informed 

of school procedures so that we can work 
closely together to support your daughter 's 

experience at Our Lady's. We look forward to 
working with you.
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1 INTRODUCTION

Headteacher Mr A English

Assistant Headteacher (Data) Mr D Tierney

Assistant Headteacher (Teaching & Learning) Ms L Rose

Assistant Headteacher (Behaviour & Attitudes; Transition) Mr D Carter

Assistant Headteacher (Personal Development & Wellbeing) Ms L Nye

Head of Year 7 Ms J Adams

Headt eacher 's Welcom e

A very warm welcome to you and your 
daughters as you join the community of 
Our Lady?s Catholic High School. I am 
absolutely delighted to be the 
Headteacher at Our Lady?s High School 
and consider it a real privilege to lead this 
learning community.  This is a truly 
wonderful school with bright, caring and 
aspirational students who are taught by a 
dedicated and talented team of teachers. 

We have a strong commitment to 
nurturing the individual, as well as 
promoting excellent academic outcomes. 
Our standards are high and maintained 
through excellent teaching, positive 
relationships and a culture of aspiration. 
We are a small school, with only four 
forms of entry, but this allows us to truly 
pursue excellence whilst knowing and 
caring for each individual in our 
community.

This booklet is intended to help 
strengthen the partnership  between 
school and parents by keeping parents 
fully informed of school procedures so 
that we can work closely together to 
support your daughter 's experience at 
Our Lady's. We look forward to working 
with you.

Our  Lady 's Cat holic High School

6-16 Am hurst  Park

London N16 5AF

020 8800 2158

Off iceadm in@olchs.co.uk
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Our  Mission St at em ent  

At Our Lady?s, our mission statement reflects the Servite Values that underpin our 
community:

Our Lady's High School enables all in our school community to achieve their highest 
potential and prepares our students to become compassionate and caring citizens, 

aware of their global responsibilities.

We achieve this by maintaining high expectations of the individual, appreciating that 
we are all members of a diverse community, living our Catholic faith and embracing 

the Servite values.

The School Mot t o is:

?Nitendo Vincamus? ? ?Through our efforts, we overcome?

Servit e Values

Our Lady?s High School was founded over 100 years ago by the Servite Sisters and our 
work in school has always been based on the principles they uphold.

?Shaping Tomorrow, Inspired by Faith'
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Hist ory of  t he School

The school was founded by the Servite 
Sisters, our ethos therefore is derived 
from and based on Servite Values. Those 
values include openness and respect for 
diversity therefore, whilst many of our 
teaching staff are not Catholic or 
Christian, all staff appreciate the strength 
of the faith community to which they 
belong. Acts of Worship are central to the 
life of the school and all members of the 
school community are included in the 
holistic vision of evangelisation as 
?shaping tomorrow, inspired by faith?. Our 
Marian commitment to service provides a 
working climate that enables teachers to 
thrive in their work; our girls are engaged 
learners, teachers can enjoy practising 
their craft and students have a desire to 
achieve and have personal ambition.

Our Lady?s High School is an all girls? 
Catholic school with a mixed Sixth Form.  
It was established in Amhurst Park in 
1904 by the Servite Sisters in order to 

provide education to young women in 
Hackney.  This is a heritage that we are 
proud to continue and the Servite values 
of our founders underpin the work of the 
school to this day. We have a strong 
commitment to nurturing the individual, 
as well as promoting excellent academic 
outcomes. Our standards are high and 
maintained through excellent teaching, 
positive relationships and a culture of 
aspiration. We are a small school, with 
only four forms of entry, but this allows 
us to truly pursue excellence whilst 
knowing and caring for each individual in 
our community. As Headteacher I know 
how fortunate we are to have such 
strong, compassionate and talented staff.  
The partnership that exists between 
school and home, with a foundation in 
shared faith, makes this a very special 
place to teach and learn.  Our teachers 
enjoy their work, are passionate about 
teaching and learning, and are ambitious 
for our students.
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2 PARTNERSHIP FOR SUCCESS
We aim to provide your daughter with the best possible education in a happy but 
disciplined environment. To do this effectively, we need to work in partnership with 
you as parents and carers and give a consistent message to the students; your 
children. The mutual support that both you and we can give will help them make the 
most of all opportunities open to them:

As a st udent  I... As a parent  I... As a school  we will...

Understand that I have a 
responsibility to act in a way 
that does no harm to any 
member of the school 
community

Will continue to advise my 
daughter about the importance 
of treating others with respect 
and courtesy  

Provide a safe, secure and 
caring learning environment for 
your daughter

Understand that education 
provides me with a golden 
opportunity to begin to become 
what I want to be in life

Will continue to speak with my 
daughter about how important 
education is in allowing her to 
achieve her goals in life

Support and encourage your 
daughter to achieve her full 
potential as a valued member 
of our school community

Understand the importance of 
doing the right thing, at the 
right time and for the right 
reasons

Will continue to explain to my 
daughter the importance of 
having a strong moral compass 
in life  

Guide your daughter in 
developing a positive set of 
personal values that will allow 
her to make informed moral 
choices 

Will make the most of every 
learning opportunity that is 
provided by positively engaging 
with classwork and homework 

Will continue to take an active 
interest in the progress that my 
daughter is making in her 
learning

Provide a learning experience of 
the highest quality that meets 
the needs of your daughter

Am responsible for following 
the school rules and accepting 
the consequences for my 
behaviour so that everyone can 
best access the learning on 
offer   

Accept that my daughter will 
follow the school rules and that 
she will accept the 
consequences for failing to 
follow the rules as explained in 
the behaviour policy 

Be consistent in our approach 
to recognition of achievement 
and the application of 
consequences as explained in 
our behaviour policy

Will respond positively to 
feedback provided to me by 
members of the school?s staff

Attend Parents? Evenings & 
Meetings and engage positively 
with the information being 
provided to me about my 
daughter

Contact you as soon as 
concerns are raised about your 
daughter?s work, behaviour, 
attendance or punctuality
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Who t o cont act ?

Any queries relating to your daughter 
should first go to her Form Tutor. 
Parents/Carers are encouraged to contact 
the Form Tutor to discuss any aspects of 
their daughter?s education or welfare. 
The student planner can be used to 
communicate with the Form Tutor.

If any parent feels they need to speak at a 
more senior level they should next 
contact the Head of Year. If there are still 
concerns parents should speak with the 
member of SLT with responsibility for the 
year group.

If you need to meet with a member of 
staff please phone the school to make an 
appointment.  It is not possible to see 
members of staff without a prior 
appointment.

Your  Cont act  Det ails

It is essential that the school has up to 
date contact details including postal 
address, mobile phone number and 
email address (if available).  This is 
required so that we can contact you 
during the school day and send home 
important documents.  We also need an 

alternative emergency contact should we 
be unable to contact you in an 
emergency situation.  
The school uses an automated call 
system that will text important messages 
to you, for example if the school needs to 
close due to adverse weather conditions.

Please ensure that you update our 
records if your contact details change at 
any time during your daughter?s school 
career.

Com m unicat ions w it h t he school
We believe that communication is vital in 
strengthening the partnership between 
students, teachers and parents.  This 
takes place in a variety of ways:

1. Student planner ? notes from 
subject teacher or form tutor

2. Text message ? student attendance 
and reminder of key events

3. Email ? bulletin and other 
messages for all parents

4. Letters sent home with your 
daughter ? specific events such as 
subject trips

5. By post ? used on rare occasions, 
usually for official notifications

3 COMMUNICATION

Head of Year 7

Head of Year 8

Head of Year 9

Head of Year 10

Head of Year 11

Head of Year 12 & 13 dbailey@olchs.co.uk Mr Bailey

Please complete these details with your child in September:



10

OUR LADY'S HIGH SCHOOL 'Shaping Tomorrow, Inspired by Faith'

St udent  Planner  

All students are given a planner at the 
start of the academic year. The planner is 
both a student handbook and a 
homework diary. It contains useful 
information for your daughter as well as 
a full year diary. Students are expected to 
write down their homework each day in 
their planner and we ask that you check 
this and sign it every week. 

The planner is a useful point of contact 
between you and the School. You may 
write messages to staff within the planner 
and individual staff may write messages 
to you. You can always ask you child to 
ask that a member of staff signs your 
message to ensure they have seen it. You 
will also be able to see what homework 
has been set for your daughter and we 
ask that you support staff in ensuring this 
is completed fully and on time.

Com m unicat ion on St udent  Progress 

Teachers may notify parents of any 
concerns they might have about a 

student?s progress. This could be via a 
written note in the planner, by telephone, 
email or by letter.  
Parents receive a full report on their 
daughter?s progress in each subject at the 
end of each year. Additionally there is a 
brief progress report mid-way through 
the year.

The School holds a parents/carers' 
consultation evening for each year group.  
Parents/Carers and students are strongly 
encouraged to attend and we aim for 
100% attendance at these events, which 
are so important in ensuring that we are 
working together to achieve the very best 
for the students. 

Bullet in - week ly

The School has an emailed bulletin that is 
published once every week on Fridays.  
The bulletin will provide you with 
information on events taking place in the 
School and will remind you of key dates 
such as holiday closures and staff training 
days. 

Newslet t er  - t erm ly

Newsletters are published termly and 
provide articles reporting on school 
events and student achievements.

Social m edia

You can follow the school on twitter, 
instagram and facebook via 
@OLCHSHackney

Websit e

The school website has key information 
such as the newsletter, term dates, a copy 
of this handbook and a variety of other 
useful and important documentation.  
You will also be notified of school closure 
issues on the website:

www.our ladys.hackney.sch.uk
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4 THE SCHOOL DAY
Tim ings of  t he School Day

08:30  Students on-site  

08:35  Registration /Assembly

09:05 Lesson 1

09:55 Lesson 2

10:45 Break

11:05 Lesson 3

11:55 Lesson 4

12:45 Break/Clubs/Activities/Lunch

13:30  Lesson 5

14:20 Lesson 6

15:10 End of lesson 6

15:30 End of the School Day (All students 
should leave the site, unless they are 
participating in Reflective Conversation, 
Extra-Curricular or Enrichment Activities)

Students are expected to enter and leave 
the site via Amhurst Park exit. When 
leaving the site, students should do so 
quickly and not loiter in the immediate 
area. They must remember that they are 
representing the school as they leave the 
site and on their journey home. Students 
whose behaviour brings the name of the 
school into disrepute, will be dealt with in 
exactly the same way as poor behaviour 
in school.

School Closures

In the event of severe weather, or other 
unexpected events, the decision to close 
the School rests with the Headteacher.   
Every effort is made to remain open and 
very occasionally the timings of 
lesson/breaks will be altered to facilitate 
this.  Parents will be informed of any 
changes to the school opening hours 
using the automated call system. In 
addition there will be information on the 
website. 
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5 ATTENDANCE & PUNCTUALITY
Good attendance and punctuality are 
vital to a student 's education.  It is also 
vital for success and achievement in later 
life that students get into good habits of 
attendance and punctuality when young.

The School regards this as a shared 
responsibility, between the school, 
parents/carers and students themselves, 
who must begin to accept responsibility 
for their own performance.

The School has adopted an electronic 
registration system which allows accurate 
checking of punctuality and attendance 
not only on a daily basis but from lesson 
to lesson. 

The School will:

- make very clear to students when 
they are late

- record lateness and attendance
- report information on punctuality 

and attendance to students and 
parents regularly

- set targets to help students to 
improve attendance and 
punctuality

- encourage good punctuality and 
attendance by rewarding it on a 
personal and form group basis

- use the legal powers given to 
schools to pursue poor attendance 
via Educational welfare support, 
fixed penalty charges and court 
action.

Punct ualit y - Lat eness

Should a student be late, they must sign 
in at the Student Reception, giving the 
reason for their lateness. Should a 

student arrive late (after 8.45am) they 
must sign in at the Student Reception, 
putting the reason for their lateness. Late 
arrival means the student will attend a 
lunchtime detention on the same day. 

Absence

First  Day Absence

- We ask that parents or carers 
telephone the School early in the 
morning on the rare occasion a 
student is absent and explain why 
the student is away from the 
School. The School should be 
contacted every day thereafter until 
the student returns.

- From 9.30 am onwards the School 
will contact home to seek an 
explanation for any absence that 
has not been notified. This contact 
will normally be made by the 
School?s automated system. It  is 
t herefore im por t ant  t hat  if  a 
st udent  is lat e t o school t hey 
sign in at  t he St udent  Recept ion, 
ot herw ise t hey w il l  be recorded 
as absent  f rom  school and t he 
aut om at ed syst em  w il l  cont act  
hom e.

- On the first day a student returns 
from a period of absence they 
should bring a note from their 
parent/carer explaining the reason 
for the absence.  The School will 
then decide if the absence can be 
authorised. 

Parents/Carers are expected to avoid 
making dental, doctors or opticians 
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appointments during the School day. 
However, occasionally this is not possible 
and students who know in advance that 
they will need permission to miss School 
time should bring a note from their 
parents, at least 24 hours in advance, with 
the relevant appointment letter or card.

If an absence is likely to be prolonged, 
please contact the Form Tutor or Head of 
Year so arrangements can be made to 
send work home if required.

Holidays in Term  Tim e

The school views known absence during 
term time as extremely detrimental to 
learning and progress. Should you need to 
request a leave of absence, you should 
write to the Headteacher, as far in 
advance as possible, and state the 
reasons why you need to take the student 
out of the School during term time.   

The Headteacher will consider the reasons 
given and the absence will only be 
authorised in the case of seriously 
extenuating circumstances, up to the legal 
maximum of ten days.  Government 
regulations do not permit headteachers to 
authorise absence for holidays.

Monit or ing At t endance and Punct ualit y

All attendance data is recorded and 
analysed.  Your daughter?s future 
employers, colleges or universities will 
refer to these records when considering 
applications. Attendance that falls below 
90% is automatically looked at by the 
School's Education Welfare Officer (EWO). 
If no improvement is seen it is likely that 
contact will be made with home.

Where there is no improvement in 
attendance following the involvement of 
the EWO then court action may result. 

Supervision Before and Af t er  School 
Hours 

The School hours are from 8.30am to 
3.30pm. Lessons finish at 3.10pm, 
although students should be available 
until 3.30pm every day for after-school 
events such as reflection, and other 
subject related activities. 

The School is not able to accept 
responsibility for students who are in the 
School outside of the stated hours with 
the exception of students involved in 
organised extra-curricular activities before 
or after the School day. 

The School provides the opportunity to 
purchase breakfast in the dining hall from 
8.00am and students also have use of the 
playground to wait for the start of school.
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6 ILLNESS & MEDICAL CONDITIONS
Medical Inform at ion 

Please complete a Medical information 
form so that we have up to date contact 
details for your daughter?s doctor.  
Parents/Carers must provide information 
to the School of any specific medical 
conditions that their daughter has so we 
are able to support her and ensure safety 
of others.  The School also needs to be 
informed of any special medical needs or 
conditions including dietary needs and 
pre-activity precautions, as well as any 
medication brought into the School at 
any time. If your daughter requires an EPI 
pen also make sure the office receives 
one of these.  

Students must hand all medication to the 
office at the student reception; they must 
not carry it around the School. Please 
ensure that you inform the School of any 
temporary disabilit ies, illness or other 
medical needs. For example, if your 
daughter has incurred an injury which 
requires crutches or a sling, please report 
to Student Reception upon arrival with 
the note from the hospital or the GP.  

All medical information received by the 
School will be treated sensitively.  

Il lness and Accident s when at  t he 
School 

If a child is clearly too unwell for a day?s 
work before she leaves for School it is 
advised that she remains at home. 

If a student becomes ill in a lesson and 
the teacher feels that medical treatment 

is required, the student will be sent to the 
School Office. Where a student becomes 
ill at break or lunchtime they should 
report this to their teacher at the start of 
the next lesson. Parents/Carers will be 
contacted by a member of staff, 
depending upon the nature of the 
medical problem. In more serious cases, 
where hospital attention is deemed 
necessary, the School will either contact 
the parent/carer who will be expected to 
accompany their daughter to hospital, or 
will call an ambulance to take the child to 
hospital and inform the parent at the 
same time. In the absence of the parent 
the pupil will be accompanied to the 
hospital by a member of staff.

The details of what to do and who to 
contact in an emergency is required as 
part of the registration process and must 
be updated when any change occurs. The 
School has a strict policy that no 
medication will be given orally or 
externally unless permission has been 
given by the parent/carer.

Adm inist rat ion of  Paracet am ol

The school can provide students with 
paracetamol to tackle low level medical 
issues, such as headaches, allowing the 
student to return to their learning.  
However, we need written parental 
consent to administer paracetamol.  
Please ensure that you have completed a 
Medical Information and Permission for 
Paracetamol form for our records.
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7 CONDUCT
Expect at ions

The School?s Behaviour Policy is underpinned by the School?s Mission Statement and 
by the fundamental principles of behaviour and discipline stated by the Governing 
body in their Statement of Policy.

- Everyone is considered unique and precious in the sight of God.
- Everyone is valued equally as a unique individual.
- Everyone is expected to be courteous and considerate to one another, and to 

value God?s creation in one another. 
- Everyone should seek to build up the school community, founded on the values 

of the Kingdom of God. 

In this way, we live out Christ?s message in the Gospels. Our Lady?s High School 
considers that it is important for all students to learn the fundamentals of good 
behaviour so that they will carry these with them and be a positive influence for 
others, not only whilst they are at school, but for the rest of their lives.
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The St udent  Code of  Behaviour
St udent s are expect ed t o be

1. In school on time and in full school 
uniform

2. In possession of the right equipment 
and ready to learn

3. Able to follow the school rules and staff 
instructions and be polite and respectful 
to staff and other students

In school on t im e m eans:

- Be in school by 8:30am
- Be in your Form Room or line up by 

8:35am
- Be on time for your lessons by 

going straight from one class to 
another class rather than waiting 
for your friends, stopping off at the 
water fountain or at the toilets

- Going straight off to lessons at the 
end of break and lunch rather than 
waiting for your friends, stopping 
off at the water fountain or at the 
toilets

- Being on time for any reflections, 
enrichments or detentions

In fu l l  school uniform  m eans:

- Wearing the correct shoes and not 
trainers

- Wearing only a single stud no larger 
than 6mm in diameter in the lobe 
of each ear and a wrist watch (no 
other piercings, jewellery or tattoos 
are allowed)

- Wearing your blazer inside the 
building (coats must not be worn in 
the building)

- Following the rules about not 
wearing make-up or colouring your 
hair (this includes lipstick, nail 

varnish, false nails and eye-brow or 
eyelash enhancement)

In possession of  t he r ight  equipm ent  
m eans:

- Always having the basics such as a 
pen, pencil and ruler

- Having the right equipment for the 
activity that you are doing that day 
(such as the correct PE Kit but could 
include anything you have been 
advised about or known about in 
advance)

Expect at ions for  Behaviour

Ready t o learn m eans:

- Follow the 5Ps
- That you are going into a classroom 

to learn which you demonstrate by 
actively listening to what the 
teacher tells you; asking questions 
in an appropriate way to clarify 
your understanding of the learning; 
and by fully engaging in the activity 
given to you to develop and aid 
your learning

- That you do not support any 
disruption to learning by 
responding to it through words, 
noises, actions or body language

- That you leave any ?outside of 
classroom issues? outside of the 
classroom where they might 
disrupt your learning

That you are a good witness to any 
disruption to learning that does take 
place, so that the school can respond in a 
way that minimises any future disruption 
to your learning

Able t o fol low  t he school ru les and 
st af f  inst ruct ions at  al l t im es m eans:

- That you take personal 
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responsibility for everything you 
say and every action you take 
rather than talking about what 
other people were doing

- That you simply do what the school 
rules say

- That you accept that if you break a 
school rule a member of staff will 
challenge you about it

- That if you are challenged by a 
member of staff then it is you who 
have broken the school rule and it 
is down to you to then make that 
situation right by responding in a 
way that does not make the 
situation more serious - if you 
break the rule on a mobile phone 
then your only response should be 
to hand that mobile phone over to 
a member of staff - NO OTHER 
RESPONSE IS ACCEPTABLE OR 
APPROPRIATE AND WILL RESULT IN 
THE SITUATION BECOMING MORE 
SERIOUS

- That you simply do what a member 
of staff tells you to do without 
discussion and without any other 
response (words, noises, actions, or 
facial expressions) that could show 
defiance or be interpreted as rude

- That you remember that if you are 
on your way to or from school then 
you are regarded as being under 
the responsibility of the school and 
any inappropriate behaviour that 
you engage in will be managed in 
exactly the same way it would as if 
you were in school.

Polit e and respect fu l t o st af f  and ot her  
st udent s m eans:

- That you genuinely treat other 
people as you know your mother 

would want you to be treated by 
them

- That you do no physical or 
emotional harm to anyone in our 
community through words or 
actions

- That you actively prevent any 
potential physical or emotional 
harm occurring by refusing to 
engage in name calling or 
play-fighting 

- That when a member of staff is 
speaking to you about something 
you do not respond with tutting, 
sucking your teeth, laughing, or 
making other noises that could 
show your defiance or be 
interpreted as rude

- That when a member of staff is 
speaking to you about something 
you do not respond with facial 
expressions, body movements or 
gestures that could show your 
defiance or be interpreted as rude

- That you think very carefully about 
how you use social media and 
remember the potential for harm 
that inappropriate use of social 
media can have: once something is 
said you lose control of it

- That you greet and respond to 
people greeting you in a polite way

Rewards and Achievem ent

In order to reward excellent behaviour, 
attitude and work, students receive 
achievement points based on the 
following three categories:

1. Our  Servite values: Demonstrating 
qualities such as Community, 
Compassion, Evangelisation, Holistic 
approach, Marian Identity, Respect for 
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diversity, Service, Universality
2. Our  5Ps : Polite, Peaceful, Punctual, 
Performance, Prepared 

We award achievement points in and out 
of lessons and also award 100% 
Attendance and Punctuality each term 
along with Achievement and Progress 
points after an assessment window.

Depending on the number of points 
accumulated, your daughter 's 
achievements will be recognised with 
various in-school events such as a free 
lunch, hot chocolates and cakes or lunch 
with the headteacher. You will be updated 
by certificates, letters and text messages. 
In the Autumn term, we hold a rewards 
evening with families to acknowledge and 

commend all the hard work and success 
from the last academic year.

Our  Philosophy: Ref lect ive 
Conversat ions

Students may be removed from lessons if 
their behaviour disrupts the learning of 
other students. If this is the case, the 
student will have a reflective conversation 
with the teacher whose lesson they were 
sent out of at the end of that school day.

The purpose of this reflective 
conversation is to allow students the time 
and space to reflect upon how they can 
avoid repeating this behaviour in the 
future.

These conversations will take place at the 
end of the school day and students 
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therefore may be required to remain on 
site until 3.30pm.

Middle Leaders
On each evening there is an after school 
detention for 30 minutes from 3:15pm to 
3:45pm. These are for failing to meet our 
OLCHS expectations such as missed 
homework, low level disruption, etc.

Sat urday School

On a Saturday, there is a two hour 
Saturday School from 9:30am until 
11:30am. This is for serious incidents 
such as rudeness, distruption and 
accumulative sanctions.

Int ernal Exclusion Room  (IER)

An Internal Exclusion is a serious 
consequence that means a student will 
not follow their normal timetabled day 
and will not be allowed to mix with their 
peers or friendship groups at social 
times. 

A member of staff - usually the Head of 
Year but it may also be a member of SLT - 
will contact home, at the very least and in 
most cases, the day before a student is 
placed in the Internal Exclusion Room as 
a pre-planned and pre-arranged 
consequence for their behaviour.

However, in cases where a student is 
being placed in the Internal Exclusion 
Room for the purposes of an 
investigation it may not be possible to 
contact home the day before the student 
is placed in the Internal Exclusion Room; 
in such instances home will be contacted 
at some point during that day.  

Similarly, when the IER is used as an 
immediate consequence in response to 
the behaviour being displayed by a 
student it is not possible to contact home 
the day before the student is placed in 
IER; in such instances home will be 
contacted at some point during that day.  

Students in the IER follow a different set 
of arrangements to the rest of the school:

- Students will have their phones 
stored during their placement in 
the IER.

- Students will be provided with a 
year specific pack of work to 
complete while in IER

- Students will leave the IER at 
3:20pm  

Where students fail to meet expectations 
in the IER, a member of SLT will be called 
to remove the student immediately.   

Parents will be contacted and requested 
to collect their daughter from school.  
This will then be recorded as a FTE (either 
half or a full day, depending on the time).   
As the student has failed to satisfactorily 
complete the internal exclusion, the 
student will be required to return to the 
IER the following day in order to complete 
the internal exclusion to the school?s 
satisfaction.   Failure to do so will result in 
a further fixed term exclusion.

Fixed Term  Exclusion
A fixed term exclusion is a very serious 
consequence authorised by the 
Headteacher or Acting Headteacher.    

It is applied for the most serious 
breaches of our behaviour policy such as 
those categorised as Tier 4.

A member of the SLT will contact home 
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on the day a decision to apply a FTE is 
made and a full explanation of what will 
then happen will be given.  The student 
concerned will be provided with work to 
take home and complete during the 
course of the FTE or a chromebook and a 
date and time for a Return from 
Exclusion Meeting with parents and the 
student concerned will be agreed. 

Following a satisfactory Return from 
Exclusion Meeting the student will be on 
SLT Report for one complete cycle of the 
timetable - two weeks. 

Perm anent  Exclusion
Permanent exclusion is the most serious 
consequence that a school can apply.   As 
a guide, when a student engages in 
behaviour that has been categorised as 
Tier 5 then the consequence of 
permanent exclusion may be applied. 
Any such decision will not be taken lightly 
and contact home will have been made 
prior to this decision being reached.   

The sanction applied will take into 
account the particular circumstances of 
each individual situation, however, unless 
there are substantial and compelling 
extenuating circumstances, the following 
actions will lead to a permanent 
exclusion:

- Direct and aggressive physical 
contact of a member of staff/adult

- The sale and/or use of drugs or any 
form of illegal substances on or 
near school premises

- Bringing an offensive 
weapon/prohibited item into school

- Persistent disruptive misbehaviour, 
when the school has exhausted all 
other strategies to support the 
student

Bullying

The school believes that every student 
has the basic right to attend school 
without fear of being abused or made 
unhappy by any other student. Our 
Lady?s High School is totally opposed to 
bullying of any kind.  This includes 
?cyber-bullying?, which employs 
technology such as mobile phones and 
internet chat rooms. Many students use 
social networking sites and apps, but not 
all do so sensibly. Parents are asked to 
monitor carefully the use of these items 
(please see Information Communication 
Technology Policy). 

No student should accept any form of 
bullying, and should notify a member of 
staff immediately where this occurs, 
including on the way to and from school. 

Conf iscat ion

Teachers and support staff will confiscate 
any items of clothing, jewellry or 
electronic equipment that contravenes 
the school's stated policy.  Confiscated 
items (other than mobile phones) will be 
returned to the student at the end of the 
half-term or a parent can collect the item 
on the Friday following the week of 
confiscation during the times 8.30am to 
9.00am or 3.20pm to 4.00pm. 

Please Note: If students choose to 
disregard the school?s stated policy on 
jewellery, other items and mobile phones 
they must accept responsibility for their 
property themselves. In case of loss, the 
school does not accept any responsibility 
for items of jewellery or equipment 
brought into school against the published 
regulations. Parents/Carers must claim 
for loss on their own insurance policies. 
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Mobile Phones

'Phone Free Zone'

The school site is a ?Phone Free Zone? ? 
this means that students should ensure 
that their phone is switched off and 
completely ?out of sight and out of sound? 
at all t imes when on the school premises.  
The school gates mark the start of the 
?Mobile Free Zone? irrespective of the time 
of day.  Should a student need to make 
an urgent call during the school day they 
must go to the Student Reception to 
make that call via our school telephone 
system.   

Any phone seen on site,  will be 
confiscated and placed in an envelope 
ready for collection by the student. If a 
phone is confiscated  more than three 
times during an academic year, an adult 
must come to collect the phone and 
every time after the third time. 

If a student fails to hand over a mobile 
phone, they may be placed in the IER.
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8 UNIFORM
Students are expected to take pride in 
their uniform and appearance, creating a 
positive first impression of the school. 
Students are expected to take 
responsibility for their own appearance, 
upholding policy and showing themselves 
to have the highest standards at all t imes. 
All students are expected to wear the full 
uniform whilst travelling to and from 
school.

Students not complying with the 
expectations below may be sent home to 
change and/or rectify the situation; items 
which are non-uniform will be 

confiscated.  Students and parents will be 
given a ?weekend? to replace 
inappropriate items.

Uniform can be purchased from our 
uniform supplier?s store, online. Details 
are shown below:

Purchasing uniform

Price & Buckland

All uniform must be purchased online at  
www.price-buckland.co.uk

Tel: 0115 964 0827 Email:  
e.sales@price-buckland.co.uk
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Uniform  List

School Uniform

- School Blazer
- School Skirt or School Trouser
- School Blouse

Optional:

- School Jumper
- School Cardigan
- School Headscarf

PE Uniform:

- School Polo shirt or School Rugby 
shirt

- School PE shorts or School PE skort
- Plain navy/black jogging bottoms 

(no white stripes)
- Navy blue socks
- Trainers (not canvas)

Optional:

- School Sports Hoodie
- Tracksuit Bottoms (navy)

School Uniform  Rules
All items should be clearly marked with 
the student?s name

- Plain Black/Navy raincoat or plain 
black/navy cagoule or plain 
black/navy jacket. 

- The following are NOT acceptable 
as outdoor garments: Leather 
coats, leather jackets, sweatshirts, 
denim jackets, hooded sweat-tops 
or sleeveless jackets. Garments 
should be plain; not patterned or 
decorated.

- If a scarf, hat or gloves are worn 
they must be black or dark blue.

- School Blazer (this is worn 

throughout the school day and to 
and from school, except when the 
Headteacher makes an exception in 
exceptionally hot weather).

- School Uniform Skirt: knee length.
- School blouse; which is blue and 

white.  In very cold weather a plain 
white short sleeved T-shirt can be 
worn under the blouse.

- School cardigan or V-necked 
pullover (optional).

Socks or  Tight s

- Plain navy blue or black tights
- Below the knee black or white 

socks
- White ankle socks

Only one pair of socks to be worn. Tights 
and socks may not be worn together. No 
leg warmers.
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Shoes

Plain black, and flat-heeled shoes should 
be worn.  They may be in a slip on, bar or 
lace-up style.  They should be leather or 
leather ?look? in material. They must not 
have coloured or patterned stitching 
and/or highly coloured laces, glitter, 
diamantes or other decorative elements. 

The following are NOT acceptable:

Kicker boots, ankle boots, sling-backs, 
high-heels, peep-toes, heavy 
industrial-type or knee-high boots, 
trainers, material and canvas shoes.

School bag

- Bags must be large enough to carry 
an A4 folder without bending the 
corners ? approx. 40cm by 30cm

- Bags must be robust and sensible 
(small handbags, shoulder bags 
and belt bags are not acceptable 
and must not be brought into 
school). 

Hairst yles and Ornam ent s

- Hair should be neat and tidy
- Hair should be a natural hair colour
- Hairstyles should be simple and not 

over-ornate
- Hair bobbles and clips should be 

black, simple and not over-ornate
- Hair ornaments should not be 

worn at all
- Hair bands should be plain black 

and no more than 5cm wide

Jewellery

Only the following jewellery is acceptable 
for school wear:

- Single stud ? one in the lobe of 
each ear no larger than 6mm 
diameter 

- A wrist watch

The following items are therefore not 
acceptable and will be confiscated:

- Nose or facial studs of any 
description, rings, necklaces, 
bracelets etc. and earrings other 
than studs

Make-up, nail polish and false nails are 
not permitted.

Lost  proper t y

Parents/Carers are advised to label all 
equipment and items of uniform, 
including PE kit with the student?s name 
so they can be returned easily if lost and 
found. The School does not accept 
responsibility for any property that is lost 
and will not be liable for its replacement.  
Lost property may be sold or disposed of 
after a period of time. Lost property is 
held in the School Office. If property is 
lost, then the School Office should be 
contacted after a normal search has been 
done.  The School Office staff may 
require proof of ownership before 
handing over property.



25

OUR LADY'S HIGH SCHOOL 'Shaping Tomorrow, Inspired by Faith'

9 EQUIPMENT
All students are expected to have the 
following for lessons and for homework:

- School Planner (issued to students 
in September)

- Pencil case (to contain the items 
listed below)
- 2 Pens (blue or black)
- Pencil
- Ruler
- Eraser
- Pencil Sharpener
- Calculator 
- Highlighters
- Reading Book

Other useful equipment:

- Green pen
- Glue stick
- Colouring pencils
- Mathematics set
- Small ?safety? scissors

Tippex or other liquid correctors are not 
allowed
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10 CURRICULUM

KS3 Cur r iculum  -  3 years

Year Year  7 Year  8 Year  9

Lessons per  week Lessons % Lessons % Lessons %

Religious St udies 3 10% 3 10% 3 10%

English 4 13% 4 13% 4 13%

Mat hs 4 13% 4 13% 5 17%

Science 4 13% 4 13% 4 13%

Ar t 1 3% 1 3% 1 3%

Design & Technology 1 3% 2 7% 1 3%

PSHE 1 3% 1 3% 1 3%

French or  Spanish 3 10% 2 7% 2 7%

Geography 2 7% 2 7% 2 7%

Hist ory 2 7% 2 7% 2 7%

IT 1 3% 1 3% 1 3%

Music 1 3% 1 3% 1 3%

Dram a 1 3% 1 3% 1 3%

PE 2 7% 2 7% 2 7%

30 100% 30 100% 30 100%
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KS4 Cur r iculum  - 2 years

Subject /Year Year  10 Year  11

Lessons per  week Lessons % Lessons %

RS 3 10% 3 10%

English 5 17% 5 17%

Mat hs 4 13% 5 17%

Science 6 20% 6 20%

PE 2 7% 2 7%

PSHE 1 3% in form 
time

3%

French or  Spanish 3 10% 2 7%

Opt ion Subject  1 3 10% 3 10%

Opt ion Subject  2 3 10% 3 10%

30 100% 30 100%
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11 HOMEWORK
Homework is an important part of the 
curriculum and a way of extending the 
learning for all students. It allows work 
covered in the School to be reinforced, 
consolidated or extended.  Homework 
and additional study is a chance to 
improve and extend knowledge and skills 
and work towards becoming independent 
learners.  Home and the School need to 
work particularly closely in this area to 
provide a supportive, structured 
framework, within which students can 
find success. 

The Purposes of  Hom ework

There are many reasons for setting 
homework, the most important ones 
being to;  

- encourage and develop 
self-discipline and study habits  

- reinforce class work and 
consolidate learning  

- give students experience of 

working on their own, and to 
develop in students a sense of 
responsibility for, and commitment 
to their own learning  

- involve parents in the educational 
process and provide an insight into 
the work of the student 

Please note that teachers are encouraged to 
focus their time on planning and delivering 
excellent teaching and we therefore ask our 
staff to find methods such as peer and self 
assessment to mark HW tasks whenever 
possible

What  We Do At  t he School

- Provide each student with a 
Student Planner. Subject Teachers 
ensure that students use their 
planner to record details of 
homework set. 

- Form Tutors check that each 
student is using their planner 
appropriately. 

- Planners are checked and signed by 
form tutors and parents at least 
once a week.   

- Students will receive a regular 
amount of homework from their 
teachers.   

- Teachers will provide feedback to 
students, letting them know what 
they need to do to improve further.

What  You Can Do As Parent s

- Provide a comfortable, quiet area 
for homework to be done, with a 
desk/table on which to work. A 
good amount of your daughter?s 
homework may include researching 
information and having access to a 
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laptop and the internet is 
important.

- With your daughter, put aside/plan 
a set time for homework.  
Encourage your daughter to 
complete the homework the night 
it is set.  This ensures that work is 
not rushed and gives the student 
time to see her teacher if she has 
any difficulties with the work 
BEFORE the due date.

- Check your daughter?s Student 
Planner regularly to see if 
homework is being set and noted 
down correctly.

- Sign the Student Planner each 
week.

- Monitor homework being done - 
take an interest, discuss work, offer 
help and advice when needed.  

- Inform your daughter?s Form Tutor 
if you have any concerns as either 
too much or too litt le homework is 
being set/done each day.

Types of  Hom ework  

Homework tasks should be set to reflect 
ongoing class work across the curriculum. 
The list below is not exhaustive. 
Homework can take the form of:  

- A specific self-contained exercise or 
task, based on previous class work.  

- Further examples of tasks 
undertaken in class and designed 
to reinforce what has been learned

- Completing work begun in class  
- Reviewing, and if appropriate, 

memorising what has been learned 
in class  

- Follow-up work to assessment, 
ensuring that the student learns 
from errors  

- An extended task or project, 
spanning several weeks  

- Researching at home or in libraries 
using a variety of sources including 
ICT  

- Revising and preparing for 
tests/examinations

Suppor t ing HW and learning out side of  
lessons

- We provide Study Prep from 
7.30am to 8.30am Tuesday to 
Thursday and from 3.30pm to 
5.00pm Tuesday to Thursday.  This 
is a silent space where students 
have access to Chromebooks and 
are expected to study 
independently.

- Students in KS3 will be provided 
with a 100% sheet for each subject 
and this should be used to revise 
and consolidate learning.  This can 
be used by students to support 
their learning in class and to 
supplement HW provided by 
teachers.  These are available on 
our website.  100% sheets are 
being rolled out across the school 
and many subjects already have 
them for all students. 
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12 ASSESSMENT
Assessment will be ongoing throughout the year and parents will have the opportunity 
to find out how their daughter is progressing via a progress report in the Spring Term 
and the full report at the end of the year, as well as at the annual parent/carer 
consultation evening. 

All students will be set a target ?step? for each subject. This is based on the SATs results 
the student has from primary school and baseline testing which occurs in the autumn 
term in subject areas.

Students in KS3 will be assessed upon expected progress from their baseline 
assessments, and fall into 3 broad categories: Low Prior Attainment, Middle Prior 
Attainment and High Prior Attainment. Teachers will then be able to assess students 
against the expected progress of students in each prior attainment band. 

There will be a 4 band grading system to monitor expected progress against each 
student:

Students in Year 10 and 11 will be assessed using GCSE or vocational grading systems 
as required, in order that progress can be measured against their KS4 target grades.

For 6th Form students, targets are set using GCSE average points score as a baseline. 

For A Level and Btec students, the ALPS system is used to calculate the final target. ALPS 

minimum target grades are aspirational; in order to achieve them students need to 

match the performance of students in the top 25% of providers nationally.

Level What does it mean?

Above expect at ions Working at a level better than expected and likely to achieve 
above her target grade.

At  expect at ions Working at the expected level in order to meet her target 
grades.

Below  expect at ions Working at a level below what is needed to achieve her target 
grades.

Signif icant ly below  expect at ions Working at a very low level, and not making any significant 
progress.
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13 LUNCH & BREAK 
ARRANGEMENTS

Break t im e Ar rangem ent s 

Students in Years 7 and 11 remain on 
site at break time. Students may buy 
snacks and drinks in the Dining Hall, 
using the cashless catering system.

Luncht im e Ar rangem ent s 

Students from Years 7 through to Year 11 
remain on site at lunch time. Students 
can buy hot or cold lunch in the Dining 
Hall. The lunch break is divided into two 
halves to avoid overcrowding in the 
dining Hall.

Food and dr ink  in school

Our Lady?s High School believes in 
promoting healthy eating for healthy 
minds.  Students are allowed to bring in 
a plastic bottle of water (no more than 

500ml) to ensure 
that they are 
hydrated during the 
school day.  Cans 
and glass bottles 
are not allowed in 
school at any time.  
Juices and drinks, 
other than water, 
may be consumed 
at break and 
lunchtime only.  
Students who bring 
juices and drinks 
into school are 
reminded that they 
should be 

individual sized portions and consumed 
only at breaktime or lunch time. 
Carbonated/fizzy drinks/energy drinks 
are not allowed. 

Students are allowed  to bring in food for 
their own consumption and not to be 
shared.  Students who are seen to bring 
in whole packets of biscuits, family packs 
of crisps, litre bottles of juices or other 
foods in quantities that are clearly not 
?single? portions, will have these items 
confiscated. 

All food should be consumed in 
designated areas (i.e. Dining Hall and 
playground).  When adverse weather 
conditions prevent use of the 
playground, students will be informed by 
the Deputy Headteacher where they can 
eat.  Food is not to be consumed in 
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14 FREE SCHOOL MEALS & PUPIL 
PREMIUM
Free School Meals

It doesn?t matter where you live as long 
as your child goes to school in Hackney. 
To qualify, your child must be in school 
and you must be getting one of the 
following benefits:

- Income support
- Income based Job Seekers 

Allowance
- Income related Employment and 

Support Allowance
- NASS support
- Guarantee element of State 

Pension
- Child Tax Credit, with an income of 

£16,190 or less where the 
household is not getting Working 
Tax Credit

- Working Tax Credit for the four 
weeks after employment ends

- Universal Credit provided your 
household income is less than 
£7,400 a year 

- Asylum seekers

A child over 16 getting any of these 
benefits is also eligible to receive free 
school meals.   

To qualify for free school meals, you can 
apply online if you have a NASS number. 

How to apply

You must apply by completing an 
application form. You only have to apply 

once. We will check your entitlement 
against information held by the 
Department for Education on a regular 
basis so that you don?t have to renew 
your application every year or provide 
proof of your entitlement.

- You will need to first register to 
apply online for Free School 
Meals/Pupil Premium within 
Hackney Citizens Portal 

The Hackney Citizens Portal is the 
quickest way to apply for free school 
meals/student premium and confirm 
your eligibility. 

After you have completed your 
application you will receive an email to 
confirm your eligibility, this you can take 
to the school. We will also send out a 
notification to the school of your child?s 
FSM and Pupil Premium eligibility.                                                                                    

The Pupil Benefits reception desk on the 
2nd floor is open to the public at Hackney 
Learning Trust, between 10am to 4pm, 
Monday to Fridays. 

Contact: 020 8820 7000.
 

Pupil Premium is a strand of school 
funding. It is funding given to schools so 
that they can support their 
disadvantaged students and close the 
attainment gap between them and their 
peers. 
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15 PARENT PAY: CASHLESS 
SCHOOL
ParentPay is the system we use to enable 
you to pay online for all of our school?s 
services, from school meals to revision 
guides, and from school trips to music 
lessons. With ParentPay you don?t need 
to queue up at the school office with cash 
or expect your child to carry envelopes to 
school with money. ParentPay offers you 
the freedom to make payments 
whenever and wherever you like, 24 
hours a day, 7 days a week - safe in the 
knowledge that the technology used is of 
the highest internet security available.

The school will give you details of how to 
have a secure online account, activated 
using a unique username and password; 
you will be prompted to change these, 
and to keep them safe and secure.  

Making a payment is straightforward and 
ParentPay holds a payment history for 
you to view at a later date; no card details 
are stored in any part of the system. 
Once you have activated your account 
you can make online payments straight 
away, and we would ask you to please 
ensure that you have credited your 
daughter?s school meals account with 
funds to cover at least the first week of 
school. You can credit funds as often as 
you want to and can pay as much as you 
want to. We advise that you have an 
average daily spend of £2.20 for lunch or 
£3.20 to include a break time snack.

For day to day spending your child?s 
ParentPay balance is recorded on their 
Oyster card, and this is what they use to 

make payments for lunches or any other 
school items. If your daughter does not 
have an Oyster card yet then you can 
complete the form online at the TFL 
website. Please ensure she has a card by 
the start of the school year.

On the first day of term all student 
Oyster/Zip cards will be scanned into our 
system to ensure they are ready to use 
for meal payments. For students entitled 
to Free School Meals their card will be 
automatically credited with enough each 
day to pay for their meal. Please 
remember that any top ups to an Oyster 
card made out of school (at the Post 
Office for example) will be only available 
for travel - the cashless catering element 
and the travel element are entirely 
separate.

If you wish to top up your ParentPay 
account with cash then you need to use 
Paypoint. There are a large number of 
local convenience stores, newsagents etc 
which operate Paypoint. If you wish to 
find your nearest operator, visit 
www.paypoint.com and enter your 
postcode. PayPoint payments are 
recorded by ParentPay and can be seen 
by logging into your ParentPay account 
and viewing your payment history online. 
You can also add money to your account 
through the internet with your 
smartphone.  Please notify the School 
Office if you wish to use the PayPoint 
facility. A plastic card will be issued to you 
to make cash payments for school meals 
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at local PayPoint stores. The first card is 
free of charge; however, any lost or 
damaged cards will be charged at £5 
each.  Payment cards take about two 
weeks to arrive but we can issue a 
barcode letter as an interim measure. 
Please note it can take up to 48 hours for 
the money paid in to show on a student?s 
account.

Please ask Reception if you have any 
questions about how the system works. 
Please remember that cash payments in 
school are not permitted. 

Parent Pay FAQs 

When can I log in t o m y account ?

Once you have received your activation 
letter from school with your activation login 
details you will be able to activate your 
account and start making payments.

Which cards can I use?

ParentPay accepts MasterCard, Visa and 
American Express credit cards, and 
Maestro, Switch, Delta, Electron, Solo and 
Visa debit cards.  Some schools may limit 
the use of credit cards for some 
transactions; you will be informed by the 
school directly of any such restrictions.

Is it  safe t o m ake paym ent s on t he 
int ernet ?

Yes. ParentPay uses leading technology to 
process your card transactions securely.  All 
communication with the bank is encrypted 
and neither ParentPay nor the school have 
access to your card details.

How can I check  t hat  it ?s secure?

Standard website addresses begin with http: 
the address for a secure site will always 
begin with https. You will also see a padlock 
at the bottom/top right of the screen on our 

login page and after you have logged into 
your account; never enter your card details 
or personal data on any web page whose 
address does not start https.

What  about  our  personal inform at ion?

ParentPay holds a very limited amount of 
information about you and your child solely 
for the purpose of administering your 
account however; ParentPay does not use 
your personal information other than for 
supporting the school. We do not share or 
give information to any other organisations.  
We operate under strict guidelines set out 
by the Data Protection Act 1998.

ParentPay will NEVER contact you by phone, 
email or mail and ask you to divulge 
confidential information like passwords or 
card numbers. If you are ever contacted by 
someone claiming to be from ParentPay, 
please contact them immediately on 02476 
994 820.

I do not  have a hom e PC so how can I 
use Parent Pay?

You could visit your local library, internet 
café or your computer at work.  
Alternatively you can use your school?s 
computers.  

For more information please visit 
www.parentpay

Music Tuit ion

It is school policy that students who are 
not in receipt of free school meals need 
to pay for their extra music lessons for 
singing or instruments. The charge is 
£175 per year split across the three  
terms and payment can only be made in 
advance through ParentPay.  

http://www.parentpay.com
http://www.parentpay.com
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16 SOCIAL MEDIA & 
SAFEGUARDING
Social networking has been ? and still is ? 
one of the revolutions of the online age 
and when used correctly is an excellent 
way of keeping in touch with friends and 
family. But it can also be a source of harm 
for your daughter.  

Most social networking sites set a 
minimum age limit for membership (13 
years old is commonplace), but it?s easy 
for children to get around it and get 
online at an earlier age. Encourage your 
daughter to tell you which sites they?re 
using, and ask them to show you how 
they work.

The concept of privacy is virtually 
non-existent on the internet and our 
young people need to understand that 
once they have shared something 
through an app or other social 
networking site that information can be 
re-shared without their knowledge or 
permission.

We need to work in partnership together 
to promote responsible internet use.  
Whilst we are all entitled to have our own 
view and opinions, we would like to ask 
all members of our school community to 
consider very carefully how comments 
may be misunderstood, misinterpreted 
or mislead when shared online.

It is important to be aware that the 
internet can pose huge risks to your 
daughter, for exmaple: 

There are huge risks associated with your 
daughter befriending or talking with a 
stranger online, who may then stalk 

them, cyberbullying from either strangers 
or people they already know, being 
scammed by downloading or linking to 
hoax content, and identity theft by 
revealing private information in profiles 
and posts. And though it may seem 
unthinkable, you child could be bullying 
or saying inappropriate things about 
somebody else, rather than being the 
target. 

Teach your daughter to be very careful to 
befriend and communicate with only 
trusted people that they know. Tell them 
that revealing personal details such as 
their birth date, address, pet?s name or 
teacher could give someone all the 
information they need to harm them. 
Teach them not to click on links or 
download from sites they have linked to.

And teach them about safe use of 
passwords and other login details. It?s 
very commonplace for children?s pages to 
be hacked into, their profiles being 
changed either for fun or maliciously, or 
harmful comments to be posted by 
someone else in their name. This can also 
happen if they leave their computer or 
mobile device on and walk away from it 
without logging off the site.

Above all, assure them that it?s OK to 
come to you or another trusted adult if 
they feel threatened by or uncomfortable 
about something they have seen or done 
on a social networking site or app.

All of the above information and advice 
applies to instant messaging services too.

https://www.getsafeonline.org/safeguarding-children/your-child-and-social-networking/#
https://www.getsafeonline.org/safeguarding-children/your-child-and-social-networking/#
https://www.getsafeonline.org/safeguarding-children/your-child-and-social-networking/#
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SOCIAL M EDIA POLICY
Social Media:

Social media is websites or applications 
that allow instant messaging and sharing 
of data between individuals. Examples of 
such applications or websites which are 
currently popular with students:

- Whatsapp
- Facebook
- Instagram
- Tik Tok
- Snapchat
- House Party

St udent  responsibil i t ies - personal 
social m edia use/post s:

- Students must be aware that 
although not directly linked, their 
online presence will reflect the 
reputation of Our Lady?s Catholic 
High School.

- Any communications with other 
students must not use rude or 
inflammatory language as  this 
equates to online bullying.

- Any communications with other 
students must not make threats of 
violence as this equates to online 
bullying, and could be a criminal 
offence.

- Students must not make social 
media profiles or groups giving 
reference or impersonating 
another member of the school 
community, this equates to online 
bullying.

- When posting on social media 
platforms other students privacy 
must not be breached.

- When posting on social media 
students must not post 
discriminatory comments relating 
to race, gender, religion, sexual 
orientation, disability, and could be 
a criminal offence.

- Students have a responsibility to all 
of the above and if not followed, 
risk bringing the schools name into 
disrepute and could result in a 
criminal offence

Misuse of  social m edia includes:

- Posting views, images or opinions 
which are inflammatory to 
members of the school community 
or others.

- Involvement in group chats (e.g. 
whatsapp) on various social media 
platforms which negatively impacts 
others, this includes the creation of 
these social media groups.

- Making messages of a threatening 
nature towards other members of 
the school community. This would 
also include threatening messages 
towards members of other school 
communities bringing the name of 
the school into disrepute.

- Mis-using social media to create 
fake profiles - pretending to be 
someone else.

Parent al role in social m edia:

- Outside of school hours families 
have ultimate responsibility for 
their child?s social media use.

- Responsible for ensuring their child 
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is compliant with app and website 
terms and conditions.

- It is advised that families regularly 
check and discuss students social 
media use in conjunction with 
above guidelines.

- Parents work in partnership with 
the school in order for our students 
to be safe online.

- If your child has received abuse or 
threatening comments on social 
media it is your responsibility to 
contact the Police immediately. 
Secondly, at your earliest 
convenience please update your 
child?s Head of Year for information 
purposes. 

School role in social m edia:

- Our Lady?s Catholic High School 
operates a no phone policy during 
the school day and consequences 
will be applied in line with the 
school behaviour policy if this rule 
is breached.

- Our Lady?s Catholic High School will 
act in line with the school 
behaviour policy if the student is 
bringing the school?s name into 
disrepute by misuse of any type of 
social media.

- Our Lady?s Catholic High School will 
always do our best to support our 
students but cannot take 
responsibility for social media use 
outside of school hours.

- Our Lady?s Catholic High School will 
provide support and guidance to 
educate our students in the safe 
and appropriate use of social 
media.

- Our Lady?s Catholic High School will 
regularly inform students of the 

correct members of staff to report 
to regarding social media incidents. 
Key individuals include your Head 
of Year and the Safeguarding Team.

- Our Lady?s Catholic High School will 
communicate with the Safer 
Schools officer where appropriate 
to best assist with social media 
cases. This will include sharing of 
relevant evidence where 
appropriate to assist with Police 
investigations.

- Where appropriate the school will 
pass on relevant information to 
outside agencies to best protect 
students involved in a social media 
incident.

School act ions in relat ion t o m is-use of  
social m edia:

- Our Lady?s Catholic High School can 
ask for material on social media to 
be removed if it affects other 
individuals in the school 
community or the reputation of the 
school. 

- Misuse of social media may lead to 
the application of consequences as 
per our school behaviour policy or 
through other agencies e.g. Police.

- The level of sanction is dependant 
on the severity of the social media 
incident which has happened. This 
can range from a verbal warning to 
a C4 a fixed term exclusion for 
online bullying. Each case is dealt 
with on an individual basis.

- Incidents of a derogatory nature 
relating to race, religion, disability, 
gender or sexual orientation will 
result in a C4 a Fixed Term 
Exclusion.
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17 STUDENT SUPPORT SERVICES
We have specialist staff to support 
students:

- Ms Bedneau - Head of Inclusion 
(SENco)

- Learning Support Assistants
- School Counsellor/Learning Mentor
- Child Protection Officer

 

Students will benefit from a number of 
support arrangements in order to meet 
their learning needs. These include the 
following:

Learning suppor t

- Children & Family Consultation 
Service (counselling and 
psychiatrist)

- Education Psychological Service 
assessments and advice

- Hearing Impairment Service
- In-class Learning Support Assistant 

support
- Individual Education Plans (Pupil 

Profile)
- Literacy Software  (Lexia)
- SEND Teacher Support
- Small group or Paired Reading
- Social Care support
- Speech, Language and 

Communication Therapy Service ? 
language programmes

- Education and Health Care Plans 
(EHCP)

- Visual Impairment Service

Behaviour  Em ot ional Social Dif f icult ies 
suppor t

- Anger Management
- Clear behaviour policy with rewards 

and sanctions
- Family Liaison
- Learning Mentor/School Counsellor
- Individual Behaviour Plan
- Pastoral Support plan
- Restorative Justice
- Safer Schools Officer (Metropolitan 

Police)
- Time out of usual lessons
- Timetable adjustments
- Young Hackney

 Medical Suppor t

- School Nurse 
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18 SCHOOL POLICIES
This handbook contains key notes of 
guidance and in some cases summary 
information on School policies. Parents 
are able and welcome to request sight of 
the full policies of the School from the 
School Office or on our website. In 
particular the following are available, 
although a charge will be made for 
photocopying:

- Assessment
- Behaviour 
- Child Protection 
- SEN

Com plim ent s & Com plaint s

We acknowledge that parents/carers will, 
from time to time, have normal and 
legitimate concerns about the progress, 
achievement, behaviour or welfare of 
their daughter. Parents/Carers are 
encouraged to make these concerns 
known to staff so they can be addressed 
in partnership with the School.

In most cases we would hope to be able 
to resolve a complaint informally. A 
concern or complaint may be raised with 
any member of staff but in the first 
instance this would usually be your 
daughter?s Head of Year. They will try and 
resolve the matter or will refer you to the 
appropriate person.

Inform at ion Com m unicat ion 
Technology Policy

Students are given a Google Apps for 
Education account when they join the 
school. This gives students access to a 
range of different software applications, 
including email, word processing, 

spreadsheets, and presentations, along 
with Google Classroom which allows staff 
to share and monitor on-line 
assignments. Data is stored in the cloud, 
so students can access all of their work, 
both in school and at home, or public 
libraries.
ICT in all its forms offers the potential to 
transform the way in which students 
learn and access the curriculum. It also 
provides staff with the means to prepare 
lessons, teach, assess and effectively 
communicate with others. When it is 
used effectively, it can help students to 
make excellent progress and attainment. 
However, there are also inherent dangers 
in the use of ICT, and this policy aims to 
provide guidance on how staff and 
students should use ICT to the benefit of 
all, in accordance with the school?s 
mission. All users are required to follow 
the conditions laid down in the policy. 
Any breach of these conditions may lead 
to withdrawal of the user?s access, 
monitoring and or retrospective 
investigation of the users use of services, 
and in some instances could lead to 
criminal prosecution. Any breach of the 
conditions will also be considered a 
disciplinary matter. The networked 
resources are intended for educational 
purposes, and may only be used for legal 
activities consistent with the rules of the 
school. 

Access to the networked resources is a 
privilege, not a right. Users are 
responsible for their behaviour and 
communications. Staff and students will 
be expected to use the resources for the 
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purposes for which they are made 
available. Users are to take due care with 
the physical security of hardware they are 
using. Users will accept user ID 

Media Publications

Permission is sought from parents when 
a student first enters the school. Parents 
have the right to refuse to give consent at 
any time.

Publishing includes, but is not limited to: 

- the school website / VLE , 
- the Local Authority website, 
- web broadcasting, 
- TV presentations, 
- Newspapers, advertising
- Schools official Social media 

platforms such as School Twitter, 
Facebook and Instagram accounts 

Failure to comply with these rules may 
result in one or more of the following: 

1. A ban, temporary or permanent, on 
the use of the Internet facilit ies at 
the School.

2. A letter informing your parents of 
the nature and breach of rules. 

3. Appropriate sanctions and 
restrictions placed on access to 
school facilit ies to be decided by 
the Head of Year

4. Temporary or permanent exclusion 
from the School for abuse of the 
school?s ICT facilit ies and of the 
Internet.

5. Any other action decided by the 
Headteacher of the School.
If you do not understand any part 
of this Acceptable Use Policy, you 
must ask a teacher.

GDPR Pupil Pr ivacy Not ice 

As your school we need to use 

information about you. We do this for a 
number of reasons. This form tells you 
what information we use about you and 
why we use it. It is very important that 
information about you is kept safe. We 
explain below how Our Lady?s keeps your 
information safe. If you want to know 
anything about what we do with 
information about you then please ask 
your teacher, or speak to your parents or 
guardians and ask them to contact the 
school. The school wants you to feel free 
to raise any questions at all. We also have 
a person called the Data Protection 
Officer at the school. They can answer 
any questions you have about what the 
school does with your information. If you 
or your parents or guardian want to 
speak to them, then you can do at: 

Ms Barbara Newman 

Data Protection Officer 

Our Lady's Catholic High School 6-16 
Amhurst Park, 

London N16 5AF 

E: bnewman@olchs.co.uk 

Policy St at em ent  

During your time with us, we will use 
information that we gather in relation to 
you for various purposes. Information 
that we hold in relation to you is known 
as ?personal data?. This will include data 
that we obtain from you directly and data 
about you which we obtain from other 
people and organisations. We might also 
need to continue to hold your personal 
data for a period of time after you have 
left the school. Anything that we do with 
your personal data is known as 
?processing?. This document sets out 
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what personal data we will hold about 
you, why we process that data, who we 
share this information with, and your 
rights in relation to your personal data 
processed by us. 

What  inform at ion do we use about  
you? 

We will collect, hold, share and otherwise 
use information about you including:

Name
Telephone and email contact details
Date of birth
Address
Assessment Information
Details of previous/future schools
Unique pupil number
Behavioural Information
Language(s)
Nationality
Country of birth
Eligibility for free school meals
Photographs
Attendance information
CCTV images
We will also collect, hold, share and 
otherwise use some information about 
you which is special ?special category 
personal data? and we will take extra care 
to make sure that this is kept safe: 

Racial or ethnic origin
Religious beliefs
Special educational needs and disability 
information
Medical/health information
Genetic and biometric data
Information relating to keeping you safe
Sexual life
Sexual orientation

Dietary requirements
Where do we get  t h is inform at ion 
f rom ? 

We get this information from: 

? You 

? Your [parents/carers], and other 
children?s [parents/carers] 

? Teachers and other staff 

? People from other organisations, like 
doctors or the local authority for example 

Why do we use t h is inform at ion? 

We use this information for lots of 
reasons, including: 

? To make sure that we give you a good 
education and to support you through 
this 

? To make sure that we are able to 
address and support any educational, 
health or social needs you may have 

? To make sure everyone is treated fairly 
and equally 

? To keep you and everyone at the school 
safe and secure 

? To deal with emergencies involving you 

? To celebrate your achievements 

? To provide reports and additional 
information to your parents/carers 

Some of these things we have to do by 
law. Other things we do because we need 
to so that we can run the school. 
Sometimes we need permission to use 
your information. This includes taking 
pictures or videos of you to be used on 
our website or in the newspaper. Before 
we do these things we will ask you or if 
necessary your parent/carer for 
permission. 
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Why do we use special cat egory 
personal dat a? 

We may need to use the information 
about you which is special (mentioned 
above) where there is a specific interest 
to do so for example health and social 
care purposes or to provide you with 
equal opportunities and treatment. We 
will also use this information where you 
have given us permission to do so. There 
may also be circumstances where we 
need to use your information in relation 
to legal claims, or to protect your vital 
interests and where you are unable to 
provide your consent. 

How long w il l  we hold inform at ion in 
relat ion t o our  st udent s? 

We will hold information relating to you 
only for as long as necessary. How long 
we need to hold on to any information 
will depend on the type of information. 
Where you change school we will usually 
pass your information to your new 
school. 

Who w il l  we share st udent  
inform at ion w it h? 

We may share information about you 
with: 

? Other schools or educational 
institutions you may attend or require 
support from Local Authorities, to assist 
them in the exercise of their 
responsibilit ies in relation to education 
and training, youth support and 
safeguarding purposes 

? The Department for Education [and/ or 
ESFA] as required by the law 

? Contractors, to enable them to provide 

an effective service to the school, such as 
school meal providers or external tutors 

Keeping t h is inform at ion safe

 It is very important that only people who 
need to use your information can see it. 
The school keeps your information safe 
by using password protected and / or 
encrypted software and servers for all 
information held in electronic forms, and 
secure storage for any paper / hard copy 
items. 

Your  r ight s in relat ion t o your  
inform at ion

 You can ask to see the information we 
hold about you. If you wish to do this 
you should contact Reception and / or 
the Data Protection Officer. 

You also have the right to: 

? Object to what we are doing with your 
information 

? Have inaccurate or incomplete 
information about you amended 

? Ask us to stop doing certain things with 
your information in some cases

? Ask that decisions about you are not 
made using automatic systems 

? Claim against the school in certain 
circumstances where you have suffered 
as a result of the school breaching your 
data protection rights 

If you feel it necessary to do any of the 
aforementioned points, you can speak 
with Duncan Lambe (DPO). The school 
does not have to meet all of your 
requests and we will let you know where 
we are unable to do so. 

Concerns 
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If you are concerned about how we are 
using your personal data then you can 
speak with Ms Nwman or if necessary 
you or your parent/ carer can contact an 
outside agency - the Information 
Commissioner?s Office who could also 
help at https:// ico.org.uk/concerns/. 

6-16 Amhurst Park

London N16 5AF

020 8800 2158

officeadmin@olchs.co.uk
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123 N 321 E 
New York  Cit y, 
NY 10007 
em ail@websit e.com
ht t p:/websit e.com  
1-555-555-5555
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