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FRIENDS’ SCHOOL SAFFRON WALDEN

NOTES FOR PARENTS OF DAY PUPILS

September 2011
It is one of our aims to encourage day pupils to share as fully as possible in the life of the school. Day pupils are welcome to stay in school after the end of lessons to participate in leisure activities and can attend a supervised "prep" (homework) after tea in school. At weekends day pupils are welcome to join the weekend boarder outings providing there is sufficient space.

1)* MARKING CLOTHES

All clothes and belongings including footwear should be carefully marked with your son/daughter's name.  Please use woven name tapes whenever possible.  Sports Kit should be named on the OUTSIDE of clothing – under the logo if appropriate.

PLEASE READ THE NOTES ON THE CLOTHING LIST CAREFULLY. (See  pages in Yellow section).

2)  SCHOOL DAY

Form meeting is at 8:30 each weekday and lessons end at 4.00. Day pupils are expected to be at school by 8.25 unless, owing to difficulties of transport, permanent leave for late arrival has been given. Day pupils may stay on after school. Years 7 to 9 should be constructively engaged in the various activities.  They may stay on to prep but must arrange to leave the premises by the time their boarder contemporaries are required to be in their boarding houses; i.e. year 7 & 8 - 8.30, year 9 - 9.00, Year 10 & 11 - 9.30 and the sixth form 10.00. Day pupils must sign in by 4.15pm if they are staying on school premises.
3) MEALS

Lunch is provided for all day pupils.

Arrangements can be made for day pupils to have tea (cooked supper) occasionally. This will be charged on the bill for the ensuing term as a sundry charge. Pupils should sign the list in the dining hall by no later than recess (break time) on the day concerned if they want to stay to tea.
4)  ABSENCE

Leave for absence during school hours must be obtained from the Head in good time. If a boy or girl is absent through illness, parents are asked to inform the school. Please telephone Reception between 8.00 and 9.30 am. You may also wish to inform the Medical Centre if this is likely to affect your child on return to school.  The school is legally obliged to inform the Education Welfare Service if a pupil fails to attend school regularly or is absent for more than 2 weeks on any occasion. 

5)* HEALTH

Please complete both medical sheets in the Yellow section: ‘Medical Matters’ and ‘Confidential Medical Information Sheet for Pupils’ and return to the school.  Failure to do so could jeopardise the health and safety of your child.

All pupils joining the school will see a school nurse for a basic medical during the first week of term.


In compliance with the Health and Safety policy issued by the Essex County Health and Safety Advisor we are required to obtain written permission to give 'homely remedies, as appropriate', to day pupils.   These remedies include 'Paracetamol' for pain , cough linctus 

and throat lozenges.   Also included is medication required for emergency use e.g. 'Hypostop' for named diabetics, 'Ventolin' for named asthmatics, and antihistamines for allergies.

Our policy states that no medication apart from the above may be given to day pupils, and then only with written parental consent.  All administration will be recorded in the pupil's case notes.   All other day pupil medication is the parents' and child's responsibility.  The school must be informed in writing if a day pupil is on any medication, and if required to be brought to school such medication must be clearly marked with the pupil's name and kept in the Medical Centre ( except such  medication as Ventolin, for example, which must be named and carried at all times).   However, if a parent/guardian considers that a day pupil is capable of self medication then the pupil may keep the medication locked in his/her locker after informing the Medical Centre

If your son or daughter has an operation, accident, severe illness, immunisation or special treatment during the holidays, half terms or weekends then it is necessary to inform the Medical Centre on or before his/her return to school. The information should be given by a letter from the parent, supported if necessary by a report from the family doctor, and including details of medicines and treatment recommended, if these are to continue.

It is useful if the school can keep a supply of emergency medication should the pupil's medical condition warrant it (e.g. insulin, Hypostop, asthma inhalers). The school doctor does not provide homeopathic remedies. If special provision needs to be made, please make direct contact with the medical staff.

If you son or daughter is exposed to anyone suffering from an infectious disease (e.g. chicken pox or mumps) he/she may return to school, but the Medical Centre should be informed if your child has not already had the disease. In the unlikely event of contact with diphtheria, poliomyelitis, typhoid or paratyphoid fever, bacillary dysentery or meningococcal infection your son/daughter should be kept at home until you have consulted the Medical Centre. It is important that the Medical Centre should be informed if a pupil has been exposed to the risk of malaria or other tropical disease. 

Children should not be sent to school if they have had a raised temperature in the last 24 hours.  Also if a child has had vomiting, or diarrhoea, he/she should not be sent to school until after 24 hours following complete recovery. 

If your child is not well enough to attend lessons due to e.g. a sore throat or bad cold, then please do not send him/her to school, as beds in the Medical Centre are limited.

Requests to be excused sport/games should be made by parents in a note to the P.E. Staff.

6) MEDICAL ATTENTION

The school's medical services are available for all day pupils in case of emergency. However, the Medical Centre also serves as a ‘Drop-in Centre’ for pupils that may have any worries or queries. Booklets and information about Helplines are obtainable from the Medical Centre, as well as talking and listening time. Health topics will be discussed, both in teaching groups and on a one to one basis. 

7) *COMMUNICATING WITH THE SCHOOL

Letters about accounts, bursaries and general business matters should be sent to the Bursar or emailed to bursar@friends.org.uk  Letters about pupils' welfare, health, leave of absence and all other correspondence should be addressed to the Head at admin@friends.org.uk who will ensure that the appropriate staff deal with the matters raised. You can also email the Head’s PA at headsec@friends.org.uk
Year 7 to 11 Year Heads use Form email addresses to communicate with parents. Parents can also use these addresses to communicate with Form Teachers and Year Heads. The email addresses have a common format: 

for Year 7 it is (with no spaces) year7formstaff@friends.org.uk 

for Year 8 -  year8formstaff@friends.org.uk

for Year 9 -  year9formstaff@friends.org.uk

for Year 10 - year10formstaff@friends.org.uk 

for Year 11 - year11formstaff@friends.org.uk

In case of urgent/immediate matters, do not use email – please telephone the School.

Details of the school's telephone, fax and e-mail numbers can be found on the contact page.  

In term time the School's Reception is open from 8:00 a.m. to 5:00 p.m. Mondays to Fridays. If messages are left on the answerphone, please note that these will not be listened to until the next day.

Much of our communication with parents is via our weekly ‘Parents Notes’ which is emailed to parents each Friday evening.  These are also available on the Parents’ section of the school website at www.friends.org.uk 

‘ParentMail’.  This is a scheme run by a reputable company which permits the School to send information such as ‘Parents Notes’ and information about school trips to parents by email.   This scheme is free to our parents. We strongly advise all parents to subscribe to ‘ParentMail’if you want to be kept informed.  Further details of how you can take part in this scheme can be found in the Yellow section of this booklet. It is vital that you keep us informed of any changes in the email addresses you use. If you have a change of email address then please let Karon Chappell know at karonchappell@friends.org.uk
8)* ARRANGEMENTS FOR MUSIC LESSONS

Individual tuition is available in piano, string, wind and brass instruments, and voice. Parents who wish their children to have individual music tuition in any instrument should complete the form in the Yellow section.

9)* SPEECH AND DRAMA

Speech and Drama lessons take place as an extra-curricular activity. Teaching is in small groups. These lessons are not part of the English or Drama syllabus of the school curriculum but young people work towards nationally recognised graded examinations. These lessons also help develop confidence and skill in all aspects or oral communication by studying vocal technique and the art of various forms of public speaking. See also details in the Yellow section.
10) DICTIONARIES AND ATLASES

We recommend that every child in the school has access to an up-to-date world atlas, and has a pocket sized English dictionary to take to classes, with access to a larger dictionary at home. 

11)* CALCULATORS and MATHS SETS
Although some of the work in Mathematics is expected to be attempted without using a calculator, there are many occasions even in Year 7 when its use is very helpful for dealing with problems incorporating difficult numbers. The calculator needs to be a scientific one to deal with powers and other complex calculations. This will be sufficient for GCSE and for most pupils in the sixth form.  For those taking Maths at ‘A’ level a graphical calculator is an advantage, although not essential.

Scientific calculators (Casio fx-83ES), and Helix Maths Sets can be supplied through the school.   If you wish order either of these then please complete the form in the Yellow Section.   Calculators should be clearly named.

12) MATERIALS FOR LESSONS

It is essential that pupils arrive at lessons properly equipped. As well as the necessary text and exercise books, which the school provides, pupils are expected to have the following items:

Student planner and rough book (both issued by the school), 2 pens (fountain or ball point; black or blue), pencil, ruler, rubber, pencil sharpener, pair of compasses, protractor, set of coloured pencils or felt pens, pencil case, calculator, pair of scissors, glue stick, highlighter, and a USB pen for a PC. Pencil cases and all personal possessions to be clearly marked.

Biros and USB pens (with parents’ written permission) can be bought from Reception and placed on the school bill.

13)* BICYCLES

Day pupils who wish to ride a cycle to school should complete the form in the Yellow section.

14)* CARS AND MOTORCYCLES

If day pupils wish to drive to school they should seek permission from the Deputy Head who will supply them with a form for parents to complete. Written parental permission is also needed for a pupil to be a passenger in a vehicle driven by a sixth former, recent Old Scholar or person of similar age.

15) INSURANCE OF PERSONAL POSSESSIONS

The school is unable to insure against theft or loss of personal belongings. Parents wishing for such cover should consult their own insurers as a household policy can usually provide this. Parents are asked to provide suitable cover themselves, especially for valuable possessions such as bicycles, musical instruments, mobile phones, lap top computers and audio equipment.

Valuables are kept at the owners risk. To reduce the risk of loss, valuables should be kept to a minimum, not left lying around and they should be clearly marked. Sums of money, cash cards, savings books etc. should be deposited with house staff for safe keeping. Lockers should be kept locked and good quality locks (not combination) are recommended. Laptop computers should be capable of being secured with cable locks.

16) LEISURE ACTIVITIES and GCSE SUPPORT WORKSHOPS

A timetable of leisure activities and GCSE Support Workshops is available to pupils at the start of each term. We do expect each pupil in Years 7, 8 and 9 to take part in at least 2 afternoon weekday activities.  There is a full Weekend Activity Programme published each term. Although these outings are mainly for boarders they are also open to day pupils if there is room. 

17)* PREP (Homework) 

Please also see later pages detailing our prep policy.

Day pupils may attend prep with boarders providing the school knows to expect them.

All day pupils on site at 6.30 pm. are expected to go to prep with boarders in their year group

Day pupils should always leave the site at the time their boarder contemporaries are expected to be "in house":  i.e. Years 7/8 - 8.30, year 9 - 9.00, Year 10/11 - 9.30 and  the sixth form 10.00.

Day pupils requiring tea in school at 5.45pm. should either sign in on the list in the dining room by recess each day or a letter should be sent to the school accountant, requesting tea on a regular basis. A charge is made for teas – see page on fees.

If a day pupil behaves inappropriately after school this privilege of staying for leisure activities and prep will be withdrawn.

18) HOMEWORK CLUB

The purpose of Homework Club is to offer pupils time and space for doing prep outside the usual prep sessions.  This takes place on Monday, Tuesday, Wednesday and Thursday afternoons between 4.15 and 5.15 in the library and is supervised by a member of staff.  
19)* TERM DATES

Please see an earlier page for details. There are two Saturdays in the year when we do expect all pupils to be in school, ‘Open  Morning’  in the autumn  term  and ‘Friends and Families  Day’  (our  Speech Day)  in the summer term.

20) REPORTS and PARENTS MEETINGS    

Each term parents will have feedback as to how their children are faring, either through a parents’ meeting, grades’ sheet or through a written report.  Generally there are 2 written reports and 1 parents’ meeting for each year group in the school year, with grades sheets sent out at half term.

Our reporting system and parents’ evenings has been revised and is likely to be as follows:-


Autumn term

1st half of term: 
-      Year 10 and 6i  Introduction to their respective examination courses 

                          -       Full reports for Year 11

Half term
-      Interim Grades for all.

2nd half of term:
-      Year 7 and 8 Parents’ Evenings 

·  Year 11 Introduction to the Sixth Form Evening

·  Full reports for Years 9, 10 and the Sixth Form at the end of term

·  End-of-term grades for Years 7, 8, 9, 10 & the Sixth Form.

Spring term


1st half of term: 
-      Year 11 Parents’ Evening

Half term
-       Interim Grades for all Years

2nd half of term 
-       Parents’ Meetings for Years 9, 10 and the Sixth Form.

·  Full reports for Years 7 & 8 at end of term.

·  End-of-term grades for all Years.

Summer term


1st half of term: 
-       

Half term
-       Interim Grades for all Years.

2nd half of term 
-       Full reports for Years 7, 8, and 10 at the end of term



-       Grades sheet plus summative statements for Year 9 at the end of term

-       Grades sheet plus summative & personal statements for Year 11 at the 

         end of term.

Each pupil is issued with a sheet in the week before each Parents’ Meeting to make appointments for parents to see staff.

Parents can in addition make appointments at other times to see relevant staff if they are concerned about progress. It is also possible for parents to make arrangements to attend an alternative parents' evening to see staff.

Parents are invited each term to comment on any matter affecting the welfare and progress of their children that comes to notice particularly at home and during the holidays. Such information will be circulated to relevant staff.

21) SETTING POLICY 

Departments make decisions on ability setting depending on the needs, schemes of work and external examination requirements of the particular subject, and the needs of a particular year group.

Although each department's setting policy reflects that subject's particular requirements, there are common features:

· setting is kept flexible for as long as possible

· staff review which set each student is in regularly in order to ensure everyone is best placed to maximise achievement

· any movement between sets will be noted in reports to parents

where setting ultimately has implications for exam entry levels, this will be explained to parents at the appropriate time.

22)  COMMENDATIONS

To encourage better work habits and to increase motivation Commendations are awarded for tasks that are performed very well for that child as an individual. The Head will issue a Head’s Commendation and write to parents when 20 (or 25 in the autumn term) commendations have been achieved in a term.
23)* DISCIPLINE

Please seed our Behaviour Policy in this booklet, which includes information about detentions given.
24) SMOKING, ALCOHOL and SUBSTANCE ABUSE

Friends' School is a non-smoking site.  Details of the School's Smoking and Substance Abuse Policies are included in a later section.  Although there is no fixed structure for dealing with incidents involving drinking alcohol in school or in public houses, they are treated seriously.  We value consultation with, and the co-operation of parents over these matters.

25) LANGUAGE

We feel the School should set an example of a way of speaking to each other which conveys respect and courtesy. Therefore all staff respond immediately to any young person whom they hear swearing, and in the unlikely event of a young person swearing at a member of staff, that individual is suspended from school for a day.

26) KEEPING CHILDREN SAFE

Parents may be reassured to know that we have a Health, Safety and Security Committee that meets regularly.  All staff that have contact with pupils are vetted upon appointment by the DCSF and/or the police. Other aspects of our care for our pupils can be found in this information pack including our Child Protection Policy.

27) PARENTS' ADDRESSES
At the request of the PTA, a directory of parents’ names, addresses and telephone numbers will be produced at the beginning of the school year and circulated to all parents by email by the autumn half term.. We will assume that you are happy for your details to be included in this directory unless we hear to the contrary by the start of the autumn term. 

28)*  SCHOOL WEBSITE and PUPIL ACCESS TO THE INTENET

Please do visit our website at www.friends.org.uk. The News section is well worth a regular visit as is the Parents’ Page. Our weekly ‘Parents' Notes’ is also put on this site each weekend.  Other information such as the calendar, PTA, term dates, exam timetables, contact telephone numbers, and details of leisure activities can be found on this page. Any important information, such as the closure of the school due to snow, will be posted on the news section of the website.

We have always used photos of pupils for publicity purposes and these also feature on our website and the pupils take pride in them.  We aim wherever possible to ensure that pupils below the sixth form are not individually identified in pictures. If you do not want pictures of your son/daughter to be included on the website then please let us know.

Pupils may have access to the Internet from our computers or their own laptops both during lessons and in their free time.  Although not constantly supervised, our computer rooms and library are in a very public area of the school and frequently visited by staff during the day and after school. We use Research Machines as our Internet Service Provider and they provide a filtered service designed for schools, based on the principal of exclusion of unsuitable sites.  The filters block sites containing material relating to drug and substance abuse, violence, intolerance, pornography and chat rooms.  Although RM constantly updates its filters, no filtering system can be 100% effective and we are able to filter additional sites when alerted. We are also able to monitor which sites pupils visit, and make checks when necessary.  Pupil use of the School’s computer network is conditional that they abide by the computer room rules and that they accept our ‘Acceptable Use Policy’ for the use of computers in School.  Please see later.
29)  COMPUTERS 

Although all pupils are able to use the computers at school both during lessons and at other times, we recommend that they also have access to a computer at home. We use Microsoft Office 2003, and it would be advantageous if they were able to use this software or  at home so that work can be transferred from school to home and vice versa. If you have MS Office 2007 at home then these files are compatible with our MS Office 2003 we shall soon be updating to MS Office 2010.  Pupils are encouraged to provide their own USB Memory Sticks for transferring data.      


Access to the Internet at home would also be an advantage but parents may wish to install filtering software or to ensure that Internet use is supervised.  Parents may find the website www.safekids.com useful in this respect. Pupils below the sixth form should seek permission from their Head of Year or the Study Centre if they wish to use a laptop in lessons or during supervised prep. 


Email.  All pupils are provided with a school email address. The latter is specifically designed for schools and offers increased personal security. Please see our ‘Acceptable Use Policy’ and Yellow section for further information.
30. BUS SERVICE FOR DAY PUPILS

The school runs 4 bus services to and from school each day, covering Cambridge, Dunmow/Thaxted, Bishop’s Stortford/Stansted and Royston areas.  Please see the ‘How to find us’ section on the school website for further details. We also have a bus that collects pupils from Audley End Station in the morning. Spaces on these services are limited. Pupils must be sure to wear their seat belts at all times.  If pupils misbehave on the buses then they will not be allowed to travel on our buses.  Please contact Sonia Hood (soniahood@friends.org.uk or 01799 525351) at the school for further information.  The school does its utmost to keep fares to the minimum.
31)  EMERGENCY SCHOOL CLOSURE.

In cases of extreme weather conditions or if any other event causes us to close the school:

We will publicise this information on the News page of the School website. We may also make use of ParentMail.

If appropriate we will also endeavour to broadcast this information on the following local radio stations:

Radio Cambridgeshire on FM 96 or MW 1026
BBC Radio Essex on FM 103.5 or MW 765
Heart 103 on FM 103 (This used to be called Q103)

(* = See also specific pages that give more details or forms to complete.)
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