


 
UCS Junior Branch Statements of Policy and Practice 

2011-2012 
 

 
JB Display Policy 
 
JB Drugs and Alcohol Policy 
 
JB Educational Visits 2011-12 
 
JB Electronic Communication (e-safety) Policy 
 
English as an Additional Language Statement 
 
JB Enrichment Statement 
 
Year 6 Enrichment Activities for Summer Term 2011 
 
JB Equal Opportunities Policy 
 
JB Every Child Matters Statement 
 
Foundation Exclusion Policy 
 
JB Fire Safety Policy 
 
Swine Flu and Schools in London 
 
JB Gifted and Talented Policy 
 
JB Homework Policy 
 
Independent Learning at the JB – An Overview 
 
Job Description – Subject Co-ordinator 
 
Job Description – Teacher 
 
Job Description – Year 3 Teaching Assistant 
 
JB Late Pick-up Policy 
 
JB Learning Support Policy 
 



 
UCS Junior Branch Statements of Policy and Practice 

2011-2012 
 

 
JB Lettings Statement 
 
JB Library Policy 
 
JB Links with Parents and Community 
 
JB Marking Policy 
 
JB Missing Child Policy 
 
JB Policy on Mobile Phones & Electronic Equipment 
 
JB Monitoring and Evaluation Policy 
 
JB Nutritional Standards 
 
Opportunity for Pupil Responsibility Policy 
 
JB Pastoral Care Structure and Policy 
 
JB Photographic and Video Images Policy 
 
JB PSHE Policy 
 
JB Recruitment and Induction Policy 
 
JB Schedule of Assessments 
 
JB Sex and Relationship Education 
 
JB SMSC Statement 



UCS Junior Branch 
 

POLICIES AND STATEMENTS CHECKLIST – last updated 30th September 2011 
 

No. Policy/Statement SMT/Staff 
Responsible 

Completed (C) 
or In Draft (D) 

Completion Date 
 

Review Date 

1 Able, Gifted and Talented Policy – the UCS 
Approach 

MAA C Sept. ‘10 July ‘12 

2 Admissions 
 

Foundation/KGD C Aug ‘09 July ‘12 

3 Anti-bullying Policy 
 

SEM C Aug ‘09 July ‘12 

4 Appraisal Policy 
 

KGD C Aug ‘09 July ‘12 

5 Assessment for learning, recording and 
reporting 

MAA C July ‘09 July ‘12 

6 Attendance 
 

Foundation/KGD C Aug ‘09 July ‘12 

- Behaviour (see Policy 17) 
 

- - - - 

7 Charging and remissions (see Prospectus) 
 

Foundation/JW C July ‘08 July ‘12 

8 Child Protection 
 

Foundation/DJC/K
GD/SEM 

C July ‘09 July ‘12 

9 Child Safety 
 

SEM C Aug ‘09 July ‘12 

10 Collective Worship 
 

Foundation/KGD C Aug. ‘09 July ‘12 



11 Complaints 
 

Foundation/KGD C Aug ‘09 July ‘12 

12 CPD Record of Staff 
 

MAA C June ‘09 July ‘12 

13 Critical Incidents 
 

Foundation/KGD 
/JW 

C Aug. ‘09 July ‘12 

14 Cross-curricular Links Statement 
 

MAA C July ‘09 July ‘12 

15 Curriculum 
 

MAA C June ‘09 July ‘12 

16 Data Protection Policy (see School Website) 
 

JB SMT C Jan ‘11 Sept ‘12 

17 Discipline, Behaviour, Rewards and 
Sanctions  

SEM C Aug. ‘09 July ‘12 

18 Display policy 
 

JER C Aug. ‘09 July ‘12 

19 Drugs and Alcohol 
 

Foundation/SEM C July ‘09 July ‘12 

20 Educational Visits off-site 
 

SEM C Aug ‘09 July ‘12 

21 Electronic Communication (E-safety) 
 

Foundation/SEM C Aug. ‘09 Dec. ‘11 

22 Employment and Staff Policies Foundation/JW 
 

C July ‘09 July ‘12 

23 EAL Statement  MAA/SM 
 

C Oct. ‘09 July ‘12 

24 Enrichment Statement 
 

MAA C July ‘09 July ‘12 

25 Equality 
 

Foundation/SEM C Aug. ‘09 July ‘12 

26 Every Child Matters Statement 
 

MAA/SEM C July ‘09 July ‘12 

27 Exclusions 
 

Foundation/KJD/ 
KGD 

 

C Aug. ‘09 July ‘12 
 



28 Fire Safety 
 

SEM C Oct. ‘09 Dec. ‘11 

29 First Aid 
 

MM C June ‘09 July ‘12 

- Food (see Policy 44) - - - - 
30 Health & Safety 

 
JW/SEM C Sept. ‘09 Nov. ‘11 

31 Home School Agreement (Contract) Foundation/KGD/ 
JW 

C June ‘09 July ‘12 

32 Homework 
 

MAA C July ‘09 July ‘12 

33 Independent Learning Statement 
 

MAA C July ‘09 July ‘12 

- Induction of New Staff (see Policy 51)  
 

- - - - 

34 Job Descriptions 
 

KGD/SEM/MAA C July ‘07 Sept. ‘12 

35 Late Pick-up Policy 
 

KGD/SEM/MAA C Jan ‘11 Sept. ‘12 

36 Learning Support Policy 
 

SM C Aug. ‘09 July ‘12 

37 Lettings 
 

JW/KGD C Aug. ‘09 July ‘12 

38 Library 
 

MAA/AD C Aug. ‘09 July ‘12 

39 Links with Parents and Community 
 

MAA C July ‘09 July ‘12 

40 Marking Policy 
 

MAA C July ‘09 July ‘12 

41 Missing Child Policy KGD/SEM/MAA C Jan ‘11 Sept. ‘12 
 

42 Mobile Phones and Electronic Equipment 
 

SEM C July ‘09 July ‘12 

43 Monitoring and Evaluation 
 

MAA/SEM C Aug. ‘09 July ‘12 



44 Nutritional Standards 
 

SEM/IR/MM C Aug. ‘09 July ‘12 

45 Opportunities for pupil responsibility 
 

SEM D Sept. ‘11 July ‘12 

46 Parents’ Guild 
 

KGD D Sept. ‘09 July ‘12 

47 Pastoral Care Structure and Policy 
 

SEM C Aug. ‘09 July ‘12 

- Performance Management  (Policies 4, 43)  - - - - 
48 Photographic and Video Images 

 
SEM/JW C Sept. ‘10 July ‘12 

49 Premises and Site Policies (please contact 
School Bursary) 

Foundation/JW C July ‘09 July ‘10 

50 PSHE 
 

SEM C Aug ‘09 July ‘12 

- Race Equality (see Policy 25) - - - - 
51 Recruitment, Selection and Induction of 

Staff 
Foundation/KGD/S

MT 
C Aug. ‘09 July ‘12 

- Reporting to Parents (see Policy 5) - - -  
- Rewards (see Policy 17) - - -  
- Sanctions (see Policy 17) - - -  

52 Schedule of Assessments 
 

MAA C July ‘09 July ‘12 

53 School Travel Plan (see School Travel Plan 
Document) 

KGD C Sept. ‘09 July ‘12 

54 Sex and Relationships Education 
 

SEM C Aug. ‘09 July ‘12 

55 Spiritual, Moral, Social and Cultural 
Education 

MAA/SEM C July ‘09 July ‘12 

56 Staff discipline and grievance (see 
Employment Reference File) 

Foundation/KGD C Aug. ‘09 July ‘12 

57 Staff Pay (see Employment Reference File) 
 

Foundation/JW 
/SMT 

C Aug. ‘09 July ‘12 

58 Teaching and Learning (UCS Framework 
for Learning) 

Foundation/MAA C July ‘10 To be reviewed during 
2011 - 2012 



 



UCS Junior Branch 
 

ABLE, GIFTED AND TALENTED – THE UCS JUNIOR BRANCH 
APPROACH 

  
Aims  
  
At the Junior Branch of University College School, we are committed to 
providing an environment that encourages all pupils to maximise their 
potential and this clearly includes pupils who display some form of gift or 
talent. It is important to state at this point that staff at the Junior Branch of 
University College School agree with Barry Hymer’s (2009) approach to Able, 
Gifted and Talented (AG&T) which falls very much in line with the school’s 
unique ethos. In Hymer’s approach, AG&T provision is moved away from the 
“dead-end streets of ‘ability,’ identification’ and ‘cohorts’ and turned instead 
into the open avenues of learning and gift-creation for all.” Having stated that 
however, the school still has a commitment to identifying those pupils who are 
able to work at an advanced level throughout our broad curriculum and we are 
committed to ensuring that they are appropriately stretched, engaged and 
challenged.    
  
Underlying values, beliefs and principles to the UCS Junior Branch 
approach to AG&T (from Barry Hymer, 2009): 
 

- Children do not have the same skills and strengths, but can all respond 
well to rich, challenging, personalized educational opportunities 

 
- Gifts cannot be created but we can identify an aptitude and enhance, 

encourage and develop skills 
 

- Gifts and talents aren’t stable, measurable attributes – they wax and 
wane along with children’s educational environments, the quality of 
their relationships, their commitment and dedication, and other factors 

 
- A focus on children’s performances and on teacher-imposed targets is 

less likely to lead to a long-term passion for learning and achievement 
than a focus on their learning, and their personally-generated targets. 

 
DfE Definitions and Notes for Teachers  
  
A gifted pupil is one who is in the top 5-10% of the pupil population. (DfE  
definition).  A gifted pupil is one who ‘has the capacity for or demonstrates 
high levels of performance in an academic area’.  
  
 





 
 

Lorna Trinnaman 
(School art, D&T and 
science Technician.) 

Fire Prevention Training (28/08/08) 
Basic First Aid Training (28/08/08) 
 
 

Andrew Walliker 
(History Co-ordinator, 

PE, games, 
geography.) 

Fire Prevention Training (28/08/08) 
Basic First Aid Training (28/08/08) 
English Across The Curriculum (29/08/08) 
Prep. Schools Rugby Conference (26/01/09) 
Dyslexia Training – Whole School Approach to 
identification and classroom support (05/02/09) 
Thinking Group Training (P4C) (11/02/09) 
RUFC Rugby Referee Course Levels 1&2 (23/02/09) 
Whole School INSET with Barry Hymer: Thinking, 
Questioning and Dialogue in the Classroom (15/04/09) 
Dyspraxia Training – behaviour, diagnosis and difficulties 
explained, and practical strategies to support. (29/04/09) 
 
 
 
 

Dane Warwick 
(English, maths, 
drama, games.) 

Fire Prevention Training (28/08/08) 
Basic First Aid Training (28/08/08) 
English Across The Curriculum (29/08/08) 
Interactive Whiteboard Training (10/09/08) 
Dyslexia Training – Whole School Approach to 
identification and classroom support (05/02/09) 
Thinking Group Training (P4C) (11/02/09) 
Dyspraxia Training – behaviour, diagnosis and difficulties 
explained, and practical strategies to support. (29/04/09) 
 
 
 
 
 

Emily Waterhouse 
(Art Co-ordinator, 

D&T.) 

Fire Prevention Training (28/08/08) 
Basic First Aid Training (28/08/08) 
English Across The Curriculum (29/08/08) 
Interactive Whiteboard Training (10/09/08) 
P4C Thinking Skills Training (11/06/08) 
Art in the Literacy Hour (6/10/08) 
Dyslexia Training – Whole School Approach to 
identification and classroom support (05/02/09) 
Whole School INSET with Barry Hymer: Thinking, 
Questioning and Dialogue in the Classroom (15/04/09) 
Dyspraxia Training – behaviour, diagnosis and difficulties 
explained, and practical strategies to support. (29/04/09) 
Preparing Schools to Gain the Arts Mark (11/06/09) 
 



 
University College School Junior Branch 

 
RECORD OF UNIVERSITY COLLEGE SCHOOL JUNIOR 

BRANCH STAFF CONTINUING PROFESSIONAL 
DEVELOPMENT – TRAINING COURSES ATTENDED DURING 

ACADEMIC YEAR 2009 - 2010. 
 

Member of staff: Courses or training attended and dates: 
Kevin Douglas 
(Headmaster) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
Leadership in Challenging Times (23 – 25/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Attended IAPS conference in Jersey 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
 
 
 

Sharon Martin 
(Deputy Head 

(Pastoral/Admin.)) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
 
 
 
 
 



Mark Albini 
(Deputy Head 
(Curriculum)) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Led Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
Led School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Led Staff Training on Review of Marking Policy and How to 
Conduct a Work Scrutiny (12/10/09) 
Lead an Independent Learning, Work Scrutiny and Lesson 
Planning INSET at school (18/11/09) 
Independent Learning course (18/11/09) 
Child Protection Training (11/01/10) 
Led Lesson Planning Training (11/01/10) 
Getting the Best Out of Inspection (ISI) (27/01/10) 
Led training on the New Inspection Framework and 
Timeline (03/02/10) 
3rd Cycle Team Inspector Training by ISI at CAP House 
(11/03/10) 
Undertook a two-day Interim ISI Inspection of Herries 
School in Berkshire (18 and 19/05/10) 
An Audience with Guy Claxton on Building Learning Power 
(17/06/10) 
 
 
 
 

Nick Arnold 
(Geography Co-
ordinator, drama, 
maths, games.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
First Aid Refresher Course (Two Days) (23/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 



Nina Banihashem 
(English, maths, 

games, geography, 
D&T.)  

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
Peer Mentoring Course run by Childline (17/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (19/11/09) 
21st Century Boys’ Language & Literacy. (08/12/09) 
Developing Sustainable Schools (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
Eco-schools – how to start an eco-school programme 
(02/03/10) 
 
 
 
 
 
 

Michaela Carnegie 
(Yr3 Co-ordinator, 

English, maths, D&T, 
games.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 



Estelle Couture 
(French Co-ordinator, 

geography.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
Language Transition from Key Stage 2 to Key Stage 3 
(02/02/10)  
New Inspection Framework and Timeline (03/02/10) 
Ghana Adinkra Printing Techniques at the Horniman 
Museum (20/02/10)  
Outstanding Modern Foreign Languages Teaching 
(26/03/10) 
 
 
 
 
 
 

Mike Cassell 
(Mathematics.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
Using the card game ‘Bridge’ to teach mathematics in a 
stimulating way (18/05/10) 
 
 
 
 
 
 
 
 
 



Michael de Caires 
(D&T Co-ordinator) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues,  
subjects, school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
‘A License to Cook’ – cooking resources for schools 
(26/05/10) 
Manufacturing With Plastics Training Course (20 - 22/5/10) 
 
 
 
 
 

Dominic Edwards 
(Maths Co-ordinator, 

games.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, 
subjects, school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
Visited BETT SHOW at Olympia to pick up new maths and 
ICT resources (13/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 
 



Jo Eggleton-Rance 
(Art, D&T.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
 
 
 
 
 
 
 
 
 
 
 
 

Yvonne Gregory 
(Drama Co-ordinator, 

art, English) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (19/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 
 
 
 
 
 
 



Simon Hall 
(English Co-ordinator, 

games.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 

Bill Jones (Games Co-
ordinator.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues,  
subjects, school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Mark Lall-Chopra (ICT 
Co-ordinator, games.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
Visited BETT SHOW at Olympia to pick up new ICT 
resources. (13/01/10) 
Independent Rugby Coach Education – Skills and 
Development for Prep. Schools. (25/01/10) 
New Inspection Framework and Timeline (03/02/10) 
First Aider Refresher Training (7,8/06/10) 
Development of ICT Skills at the Macstore, Brent Cross 
throughout Autumn and Spring Terms, 2009 - 2010 
 
 
 
 

S. Lanigan O’Keefe 
(Music Co-ordinator.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 



Sarah Miller (JB SEN 
Co-ordinator) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 

Gemma Scott (3C 
Form Teacher, 

English, Maths, D&T) 

Assessment for Learning in Practice Course (22/06/10) 
Hockey Skills Training Course (29/06/10) 
 
 
 

Robyn Spencer 
(Whole Foundation 
SEN Co-ordinator) 

Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Differentiation Course (24/06/10) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Louisa Strange 
(English, maths, 

history.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
Ghana Adinkra Printing Techniques at the Horniman 
Museum (20/02/10)  
 
 
 
 
 
 

Tobie Thomas 
(History, English 
Reading, drama.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 
 
 
 
 
 



Lee Trinnaman 
(Science Co-ordinator, 

games.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Outstanding Scientific and Technological Understanding 
course (16/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 
 
 
 

Lorna Trinnaman 
(School art, D&T and 
science Technician.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Child Protection Training (11/01/10) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Andrew Walliker 
(History Co-ordinator, 

PE, games, 
geography.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
Independent Rugby Coach Education – Skills and 
Development for Prep. Schools. (25/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 

Dane Warwick 
(English, maths, 
drama, games.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (18/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
 
 
 
 
 
 
 
 
 



 
 

Emily Waterhouse (Art 
Co-ordinator, D&T.) 

Fire Safety and Prevention Training inc. call points and 
hazards (03/09/09) 
Basic First Aid Training inc. asthma and epipens (03/09/09) 
Health & Safety Training inc. whole school issues, subjects, 
school trips etc. (03/09/09) 
Assessment for Learning Training – Sharing Learning 
Objectives and Success Criteria and Target Setting 
(04/09/09) 
ADD Training by Sarah Geiger – identification and support 
strategies (24/09/09) 
School Database Training – How to access and review 
pupil scores and tracking system (28/09/09) 
Review of Marking Policy and How to Conduct a Work 
Scrutiny (12/10/09) 
Independent Learning, Work Scrutiny and Lesson Planning 
INSET (19/11/09) 
Child Protection Training (11/01/10) 
Lesson Planning Training (11/01/10) 
New Inspection Framework and Timeline (03/02/10) 
Ghana Adinkra Printing Techniques at the Horniman 
Museum (20/02/10)  
Art and creativity in the classroom (27/05/10) 
 
 

 
 



 
University College School Junior Branch 

 
RECORD OF UNIVERSITY COLLEGE SCHOOL JUNIOR 

BRANCH STAFF CONTINUING PROFESSIONAL 
DEVELOPMENT – TRAINING COURSES ATTENDED DURING 

ACADEMIC YEAR 2010 - 2011. 
 

Member of staff: Courses or training attended and dates: 
Kevin Douglas 

(Headmaster) (Yr6 
PSHE teaching) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 

Sharon Martin 
(Deputy Head 

(Pastoral/Admin.)) 
(PSHE Co-ordinator, 

geography, D&T) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 

Mark Albini 
(Deputy Head 
(Curriculum)) 

(Science) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 
 
 

Nick Arnold 
(Geography Co-
ordinator, drama, 

English, games, 6A 
Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 



Nina Banihashem 
(English, maths, 

games, geography, 
D&T, 4B Form 

Teacher, Sustainability 
Co-ordinator.)  

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 

Michaela Carnegie  NB: Currently on Maternity Leave. Returning in the Summer 
Term 2011. 
 
 
 

Estelle Couture 
(French Co-ordinator, 

5C Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 
 
 
 
 

Mike Cassell 
(Mathematics) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 
 
 
 

Michael de Caires 
(D&T Co-ordinator, 

mathematics, 5D Form 
Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Design & Technology Exhibition at the NEC Birmingham 
(20/11/10) 
 
 
 
 



Dominic Edwards 
(Maths Co-ordinator, 

games, 4E Form 
Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Pastoral Leadership (03/11/10) 
 
 
 
 
 
 

Jo Eggleton-Rance 
(Art, D&T) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Preparing for the Remembrance Project at the Royal Albert 
Hall (03/09/10) 
 
 
 
 
 
 
 
 
 
 

Simon Hall 
(English Co-ordinator, 

games, 6H Form 
Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 
 
 

Bill Jones (PE and 
Games teacher) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
 
 
 
 
 
 
 
 
 
 
 



Mark Lall-Chopra (ICT 
Co-ordinator, games, 
6C Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 

S. Lanigan O’Keefe 
(Music Co-ordinator.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 

Katie McEvoy (Yr3 
Teaching Assistant) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
The Dyslexic in the Classroom (26/11/10) 
 

Sarah Miller (JB SEN 
Co-ordinator) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 

Gemma Scott 
(English, maths, D&T, 

3G Form Teacher) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 

Louisa Strange 
(English, maths, art, 

history, 3S Form 
Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
The Dyslexic in the Classroom (26/11/10) 
 
 
 
 



Jason Thomas 
(Drama Co-ordinator, 
English, maths/ICT, 
4T Form Teacher) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Planning the Drama Curriculum (13/10/10) 
 
 

Tobie Thomas 
(History, English 
Reading, drama.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 

Lee Trinnaman 
(Science Co-ordinator, 

games, Community 
Action Co-ordinator.) 

SATIPS Science Conference (10/03/10) 
Assessing Pupil Progress in Science Conference (19 and 
20/07/10) 
Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 

Lorna Trinnaman 
(School art, D&T and 
science Technician.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Design & Technology Exhibition at the NEC Birmingham 
(20/11/10) 
 
 
 
 
 
 
 
 

Andrew Walliker 
(History and 

PE/Games Co-
ordinator, geography.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 
 



 
 

Dane Warwick 
(English, maths, 

drama, games, 3W 
Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 
 
 

Emily Waterhouse (Art 
Co-ordinator, D&T, 
5W Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Preparing for the Remembrance Project at the Royal Albert 
Hall (03/09/10) 
 



 
University College School Junior Branch 

 
RECORD OF UNIVERSITY COLLEGE SCHOOL JUNIOR 

BRANCH STAFF CONTINUING PROFESSIONAL 
DEVELOPMENT – TRAINING COURSES ATTENDED DURING 

ACADEMIC YEAR 2010 - 2011. 
 

Member of staff: Courses or training attended and dates: 
Kevin Douglas 

(Headmaster) (Yr6 
PSHE teaching) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
Trends in Independent Education (01/03/11) 
IAPS Presentation on School Finance (17/03/11) 
Minibus Training (18/05/11) 
 

Sharon Martin 
(Deputy Head 

(Pastoral/Admin.)) 
(PSHE Co-ordinator, 

geography, D&T) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
10th National Conference on PSHEE and Citizenship 
(25/01/11) 
Minibus Training (18/05/11) 
 

Mark Albini 
(Deputy Head 
(Curriculum)) 

(Science) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
Undertook 3-day Standard Inspection of Abingdon Prep. 
School (07/02/11 – 09/11/11) 
Trained to be an International Inspector at ISI (08/03/11) 
Visited Durand Academy Stockwell to observe Year 6 
lessons (01/04/11) 
Minibus Training (18/05/11) 
Undertook a 3-day Standard Inspection of Glendower Prep. 
School (08/06/11 – 10/06/11) 
 
 



Nick Arnold 
(Geography Co-
ordinator, drama, 

English, games, 6A 
Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Assessment for Learning in Geography Course (06/06/11) 
Minibus Training (18/05/11) 
 
 

Nina Banihashem 
(English, maths, 

games, geography, 
D&T, 4B Form 

Teacher, Sustainability 
Co-ordinator.)  

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
Minibus Training (18/05/11) 
 
 
 
 

Michaela Carnegie  Took maternity Leave for first two terms of 2010 – 2011. 
Minibus Training (18/05/11) 
 
 

Estelle Couture 
(French Co-ordinator, 

5C Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Outstanding Teaching (lighthouse Course) (Oct ’11) 
Teaching Visually Impaired Children (17/01/11) 
Phonetics and MFL (01/03/11) 
Dyslexia and MFL (16/03/11) 
 
 
 
 
 
 

Mike Cassell 
(Mathematics) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 
 
 
 
 



Michael de Caires 
(D&T Co-ordinator, 

mathematics, 5D Form 
Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Design & Technology Exhibition at the NEC Birmingham 
(20/11/10) 
Teaching Visually Impaired Children (17/01/11) 
Minibus Training (18/05/11) 
 
 
 
 
 

Dominic Edwards 
(Maths Co-ordinator, 

games, 4E Form 
Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Pastoral Leadership (03/11/10) 
BETT Show looking at Maths Resources (12/01/11) 
Minibus Training (18/05/11) 
 
 
 
 
 

Jo Eggleton-Rance 
(Art, D&T) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Preparing for the Remembrance Project at the Royal Albert 
Hall (03/09/10) 
 
 
 
 
 
 
 

Simon Hall 
(English Co-ordinator, 

games, 6H Form 
Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Literacy for Level 5 and Beyond (25/01/11) 
Took our Gifted Writers to a workshop at NLCS (Spring 
Term 2011) 
Minibus Training (18/05/11) 
 
 
 



Bill Jones (PE and 
Games teacher) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
 
 
 
 
 
 
 
 
 

Mark Lall-Chopra (ICT 
Co-ordinator, games, 
6C Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
BETT Show looking at ICT Resources (12/01/11) 
Teaching Visually Impaired Children (17/01/11) 
IAPS Rugby Conference (24/01/11) 
Minibus Training (18/05/11) 
 
 
 

S. Lanigan O’Keefe 
(Music Co-ordinator.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
 
 
 

Katie McEvoy (Yr3 
Teaching Assistant) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
The Dyslexic in the Classroom (26/11/10) 
Minibus Training (18/05/11) 
 

Sarah Miller (JB SEN 
Co-ordinator) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
SEN and LDD Conference (6th and 7th May/11) 
 
 



Gemma Scott 
(English, maths, D&T, 

3G Form Teacher) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
 
 

Louisa Strange 
(English, maths, art, 

history, 3S Form 
Teacher, Year 3 Co-

ordinator.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
The Dyslexic in the Classroom (26/11/10) 
Teaching Visually Impaired Children (17/01/11) 
How to Deploy Teaching Assistants Effectively (18/05/11) 
How to make traditional African headwear, British Museum 
(20/05/11) 
 
 

Jason Thomas 
(Drama Co-ordinator, 
English, maths/ICT, 
4T Form Teacher) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Planning the Drama Curriculum (13/10/10) 
Teaching Visually Impaired Children (17/01/11) 
Minibus Training (18/05/11) 
 
 

Tobie Thomas 
(History, English 
Reading, drama.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
 
 

Lee Trinnaman 
(Science Co-ordinator, 

games, Community 
Action Co-ordinator.) 

SATIPS Science Conference (10/03/10) 
Assessing Pupil Progress in Science Conference (19 and 
20/07/10) 
Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Minibus Training (18/05/11) 
 
 
 



 

Lorna Trinnaman 
(School art, D&T and 
science Technician.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Design & Technology Exhibition at the NEC Birmingham 
(20/11/10) 
 
 
 
 
 
 
 
 

Andrew Walliker 
(History and 

PE/Games Co-
ordinator, geography.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
Minibus Training (18/05/11) 
 
 
 
 
 
 

Dane Warwick 
(English, maths, 

drama, games, 3W 
Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Assessment for Learning Training led by Richard Ellis on 
Self and Peer Assessment and Independent Learning 
(03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
Minibus Training (18/05/11) 
 
 
 
 
 
 

Emily Waterhouse (Art 
Co-ordinator, D&T, 
5W Form Teacher.) 

Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/10) 
Basic First Aid Training inc. asthma and epipens (02/09/10) 
Preparing for the Remembrance Project at the Royal Albert 
Hall (03/09/10) 
Teaching Visually Impaired Children (17/01/11) 
Figure Sculpture Course at the British Museum – Olympic 
Athletes in Action (11/02/11) 
How to make traditional African headwear, British Museum 
(20/05/11) 
 
 



 
University College School Junior Branch 

 
RECORD OF UNIVERSITY COLLEGE SCHOOL JUNIOR 

BRANCH STAFF CONTINUING PROFESSIONAL 
DEVELOPMENT – TRAINING COURSES ATTENDED DURING 

ACADEMIC YEAR 2011 - 2012. 
 

Member of staff: Courses or training attended and dates: 
Kevin Douglas 
(Headmaster) 

Dealing with Bereavement – whole school INSET 
(01/09/11) 
Risk Assessment; Health & Safety; 
Fire Prevention & Safety (02/09/11) 
Basic First Aid Training inc. asthma and epipens (02/09/11) 
 

Sharon Martin 
(Deputy Head 

(Pastoral/Admin.)) 
(PSHE, geography, 

science) 

 

Mark Albini 
(Deputy Head 
(Curriculum)) 

(Science) 

 

Nick Arnold 
(Geography Co-
ordinator, drama, 

English, games, 6A 
Form Teacher.) 

 
 

Nina Banihashem 
(English, maths, 
games, 5B Form 

Teacher, PSHE Co-
ordinator, 

Sustainability Co-
ordinator.)  

 

Michaela Carnegie 
(3C Form Teacher, 

English, maths, 
games, D&T.)  

 

Luke Churchill 
(3L Form Teacher, 

English, maths, 
games, drama.) 

 

Estelle Couture 
(French Co-ordinator, 

5C Form Teacher.) 

 
 
 



 
Ellie Crossley 

(Art. D&T, maths/ICT) 
 

Michael de Caires 
(D&T Co-ordinator) 

 
 
 

Dominic Edwards 
(Maths Co-ordinator, 

games, 4E Form 
Teacher.) 

 
 
 

Simon Hall 
(English Co-ordinator, 

games, 6H Form 
Teacher.) 

 
 

Mark Lall-Chopra (ICT 
Co-ordinator, games, 
maths/ICT, 6C Form 

Teacher.) 

 

S. Lanigan O’Keefe 
(Music Co-ordinator.) 

 

Katie McEvoy (Yr3 
Teaching Assistant) 

 

Sarah Miller (JB SEN 
Co-ordinator) 

 

Louisa Strange 
(English, maths, art, 

history, 3S Form 
Teacher, Year 3 Co-

ordinator.) 

 

Jason Thomas 
(Drama Co-ordinator, 
English, maths/ICT, 
4T Form Teacher) 

 

Tobie Thomas 
(History, English 
Reading, drama.) 

 

Lee Trinnaman 
(Science Co-ordinator, 

games, Community 
Action Co-ordinator.) 

 

Lorna Trinnaman 
(School art, D&T and 
science Technician.) 

 
 
 
 

Andrew Walliker 
(History and 

PE/Games Co-
ordinator, geography.) 

 
 
 
 
 

Dane Warwick (Maths, 
games, 4W Form 

Teacher.) 
 
 

 
 
 
 



 

Emily Waterhouse  
(Art Co-ordinator, 5W 

Form Teacher.) 

 
 



UCS Junior Branch 
 

CROSS-CURRICULAR LINKS STATEMENT 
 

At the Junior Branch of University College School, we believe that no one 
subject should be taught in complete isolation. Instead, every attempt should 
be made to link teaching and learning in subjects to other areas of the 
curriculum and make pupils aware of, and appreciate, the links and common 
ground between the separate subjects. For more detail on how individual 
subjects show an appreciation of, and incorporate, cross-curricular links into 
their subjects, please see the individual subject handbooks and schemes of 
work.  

It is worth emphasising at this point the importance placed upon English 
across the curriculum. Since the whole school INSET entitled ‘English Across 
the Curriculum’ held on 28/08/08, an awareness of the role and importance of 
English in all subjects has been promoted. Schemes of work now include a 
column for cross-curricular links and this must now include references to the 
role, use and teaching of English within other subjects’ lessons. 

It is also important to mention here that at the start of each term, Subject Co-
ordinators complete a large, A2 sized Curriculum Overview grid in the 
staffroom that lists topics and obvious cross-curricular links with other 
subjects on a week-to-week basis.    

In addition to subject cross-curricular links, it is also of vital importance that: 

- Creativity is identified and promoted across the curriculum subjects 

- ICT teaching and learning is utilised across the curriculum subjects 

- Spiritual, moral, social and cultural development is promoted across the 
curriculum subjects 

- Skills that pupils learn can be developed and practiced across the 
curriculum subjects, including thinking skills 

- An awareness of financial capability and education for sustainable 
development occur across the curriculum subjects. 

What is creativity? 

What comes to mind when you think of creativity? People being imaginative, 
inventive, taking risks and challenging convention? Do you think about 
originality and the value of what people produce? Perhaps you think you can 
only be creative if you are artistic. 



A good starting point for defining creativity is 'All our futures: Creativity, culture 
and education', the National Advisory Committee's report (DfEE, 1999). This 
report states that we are all, or can be, creative to a lesser or greater degree if 
we are given the opportunity. The definition of creativity in the report (page 
29) is broken down into four characteristics: 

First, they [the characteristics of creativity] always involve thinking or behaving 
imaginatively. Second, overall this imaginative activity is purposeful: that is, 
it is directed to achieving an objective. Third, these processes must generate 
something original. Fourth, the outcome must be of value in relation to the 
objective. 

What do we mean by originality? What might we mean by originality when we 
are talking about pupils' learning? Is it original in relation to their previous 
work? Other pupils' work? Work that has gained public recognition? 

When pupils are writing a poem, rehearsing a play or producing a painting, 
their work can be unique if it expresses their ideas and feelings. But what 
about work in subjects like science, history and mathematics? While it would 
be wonderful for a pupil to be the first person to discover a new scientific 
principle, this is highly unlikely. Does this mean that pupils can't be creative in 
these subjects? Not at all! 

It is the aim of teachers at this school in ALL subjects to help pupils tackle 
questions, solve problems and have ideas that are new to them. This will 
make pupils' ideas original, the result of genuinely creative behaviour. 

ICT Capability: 

As a general requirement, teachers at the school should provide pupils with 
opportunities to apply and develop their ICT capability in all subjects (except 
physical education). 

For each subject, you can find guidance on how ICT is utilised in the 
individual subject handbooks. A separate document entitled ‘ICT Across The 
Curriculum’ is in development, illustrating the many ways that ICT is utilised 
by pupils across the curriculum at the Junior Branch.  

Spiritual, Moral, Social and Cultural Education: 
 

All National Curriculum subjects provide opportunities to promote pupils' 
spiritual, moral, social and cultural development. Religious education is NOT 
taught as a separate subject at the school for reasons explained in the 
Curriculum Policy, but studies and comparisons of different world religions are 
undertaken in PSHE and geography. A significant contribution is also made 
by the school’s ethos, effective relationships throughout the school, whole 
school assemblies and other curriculum activities. Please also refer to the 
school’s SMSC Policy. 

 
 



Skills: 

Pupils learn, practice, combine, develop and refine a wide range of skills in 
their work across the National Curriculum. Some of these skills are subject 
specific (painting in art and design), some are common to several subjects 
(enquiry skills in science, history and geography). 

Some skills are universal, for example the skills of communication, improving 
own learning and performance, and creative thinking. These skills are also 
embedded in the subjects of the National Curriculum and are essential to 
effective learning. 

Opportunities for teaching and learning all these skills across the subjects can 
be identified when planning. Pupils can be encouraged to reflect on what and 
on how they learn, and how these skills can be applied to different subjects, 
different problems and real-life situations. 
 

Financial capability: 

Financial capability is about making sensible choices in relation to managing 
money. It helps pupils make independent and informed decisions about 
keeping money safe, budgeting, spending, saving, sharing, borrowing and 
obtaining value for money. It helps pupils to develop a sense of responsibility, 
to understand their own and others' needs and to consider the effects of their 
decisions on themselves, and on families, communities and the wider world. 

There are opportunities for pupils to develop financial capability within the 
curriculum at this school, in particular in their work in mathematics and PSHE, 
as well as through involvement in other school activities such as work in 
Community Action Week where they all raise money for charity. 

Sustainable Development: 
 
Education for sustainable development enables pupils to develop the 
knowledge, skills, understanding and values to participate in decisions about 
the way we do things individually and collectively, both locally and globally, 
that will improve the quality of life now without damaging the planet for the 
future. There are opportunities for pupils to develop their understanding of 
sustainable development within the school curriculum, in particular their work 
in geography, science and PSHE, and in whole school assemblies and form 
time. A new Sustainability Committee has been established across the UCS 
Foundation and pupils and their families have already been involved in 
completing a sustainability questionnaire.  
 
Written by Mark Albini on the 09/07/09 and partly adapted from the 
National Curriculum Framework (1999). Reviewed on 17/02/11 and then 
30/08/11. 



UCS Junior Branch 

CURRICULUM POLICY 

The structure of the Curriculum: 
At the Junior Branch of University College School, we believe that all children 
have a right to a broad, balanced and relevant education, which provides 
continuity and progression and takes individual abilities and differences into 
account. This policy, supported by appropriate plans and schemes of work, 
outlines how the Junior Branch implements effectively full-time supervised 
education for its pupils in linguistic, mathematical, scientific, technological, 
human and social, physical, and creative and aesthetic education. The Junior 
Branch covers all of the subjects of the Key Stage Two National Curriculum 
and, broadly speaking, this framework provides subject matter appropriate for 
the ages and aptitudes of pupils, including those with a statement. There are 
eight periods in the teaching day, each of thirty-five minutes. The academic 
subjects studied are English, mathematics, science, history, French, 
geography, art, design and technology, information technology and music. A 
timetabled programme of Personal, Social and Health Education, which 
reflects the school’s aims and ethos, in co-ordination with the school’s 
extensive pastoral system, supports the academic curriculum. Drama and an 
extensive programme of sports education in PE and games lessons also 
enhance the curriculum.  
UCS is bound by its founding statutes that religion should not be a bar to 
entry, nor a subject for teaching. Religion is for the home and the family and 
an Act of Parliament in 1830 made UCS unique in its approach towards 
religious education, therefore there is no collective worship at the school and 
no formal, timetabled RE lessons. However, the school is fully aware of the 
need to promote pupils’ Spiritual, Moral, Social and Cultural development, and 
the school’s PSHE syllabus includes coverage of world religions and beliefs. 
School assemblies are also used to this end. 
Pupils in all year groups sit regular internal leveling assessment tests in 
English, mathematics and science in order to track their attainment and 
progress throughout their time in the school. 

The school aims to 
• Fulfil the educational needs of individual pupils, including the most able 

and those who are experiencing learning difficulties or have a 
statement, so that all pupils have the opportunity to learn and make 
progress 

• Provide for pupils to acquire skills in speaking and listening, literacy and 
numeracy 



• Facilitate pupils’ acquisition of knowledge, skills and qualities which will 
help them to develop intellectually, emotionally, socially, physically, 
morally and aesthetically, so that they may become independent, 
responsible, useful, thinking, confident and considerate members of the 
community 

• Create and maintain an exciting and stimulating learning environment 
• Ensure that each pupil’s education has continuity and progression 
• Ensure that there is a match between the pupil and the tasks he is 

asked to perform 
• Provide a broad and balanced curriculum 
• Recognise the crucial role which parents play in their children’s 

education and make every effort to encourage parental involvement in 
the educational process 

• Treat children in a dignified way 
• To provide opportunities for pupils to celebrate success and 

achievement  
• Provide for the adequate preparation of pupils for the opportunities, 

responsibilities and experiences of adult life 
• In addition there is a need to involve pupils in planning, assessment and 

recording. The staff will provide opportunities for pupils to be made 
aware of why they are doing an activity, what they are expected to 
achieve, and to evaluate their own work. Individual targets give 
meaning to this process and appropriate challenge.   

 

We aim that all children should 
 Learn: to be adaptable; how to solve problems in a variety of situations; 

how to work independently and as members of a team 
 Develop the ability to make reasoned judgements and choices, based on 

interpretation and evaluation of relevant information from a variety of 
sources 

 Be happy, cheerful and well balanced 
 Be enthusiastic and eager to put their best into all activities 
 Begin acquiring a set of moral values, such as honesty, sincerity, personal 

responsibility, on which to base their own behaviour 
 Be expected to behave in a dignified and acceptable way and learn to 

become responsible for their actions 
 Care for and take pride in their school 
 Develop tolerance, respect and appreciation of the feelings and 

capabilities of others in an unbiased way 
 Develop non-sexist and non-racist attitudes 

Know how to think and solve problems mathematically in a variety of 
situations, using concepts of number, algebra, measurement, shape and 
space, and handling data 
Be able to listen and read for a variety of purposes and be able to 
convey their meaning accurately and appropriately through speech and 
writing for a variety of purposes 

 Develop an enquiring mind and scientific approach to problems 



 Have an opportunity to solve problems using technological skills 
 Be capable of communicating their knowledge and feelings through 

various art forms including art/craft, music, drama and be acquiring 
appropriate techniques which will enable them to develop their 
inventiveness and creativity 

 Know about geographical, historical and social aspects of the local 
environment and national heritage and be aware of other times and 
places, and recognise links among family, local, national and 
international events 

 Have some knowledge of the beliefs of the major world religions 
 Develop agility, physical co-ordination and confidence in and through 

movement 
 Know how to apply the basic principles of health, hygiene and safety. 

 
 
Relationship to other policies 
The school policy on the curriculum embraces policies and procedures for 
admissions, assessment for learning including marking, recording and 
reporting, charging and remissions, collective worship, cross-curricular links, 
drugs, enrichment, equality, every child matters, gifted and talented, health 
and safety, homework, independent learning, learning support, lettings, 
nutritional standards, performance management, school visits, sex education, 
SMSC education, staff discipline, and teaching and learning. 
 
Arrangements for monitoring and evaluation 
The Deputy Head (Curriculum) has overall responsibility for curriculum issues 
at the Junior Branch of University College School, under the guidance and 
leadership of the Headmaster. Details of how the Curriculum is monitored and 
evaluated are given in the school’s Monitoring and Evaluation Policy. 
The governing body will receive an annual report from the Headmaster on: 
• the standards reached in each subject or groups of subjects, by every 

year group, against national averages and similar schools 
• the standards achieved at the end of the key stage compared with 

national and local benchmarks 
• the standards achieved by pupils with learning difficulties 
• the views of pupils, parents and staff about the action required to 

improve standards 
• the nature of any parental complaints. 
 
Written by Mark Albini on 09/07/09, updated on 20/04/10 and 30/08/11. 
 



 
 
 

UCS Junior Branch 
 

DISCIPLINE, BEHAVIOUR, REWARDS and SANCTIONS POLICY 
 

  
DISCIPLINE AND BEHAVIOUR 
 
Consistent with the principles upon which UCS was founded, every effort is made 
to offer pupils as much scope for individual expression as is consistent with high 
standards of achievement and with proper standards of behaviour.  The 
characteristics of good behaviour are described regularly and discussed explicitly 
with the whole school in Assembly, and in with class groups in PSHE lessons. 
Pupils are regularly praised by staff when they have behaved well, or have 
achieved an improvement in their own conduct; this may happen in lessons, 
around the school or off site. Descriptive praise is a powerful tool for 
improvement. 
 
Teachers must NOT humiliate children, or put them down in front of others. 
Blanket punishments, over-reaction, over-punishing and sarcasm are NOT 
acceptable sanctions at UCS.  
Corporal punishment is never used at the Junior Branch. 
 
 
The relationship between teacher and pupil should be one of mutual respect, 
trust and confidence and the initiative for setting standards of personal 
relationship comes from the teacher.   Teachers should not talk to boys about 
other boys. They should neither encourage gossip about members of staff nor 
pass on Common Room matters or any confidential information. 
 
Ensuring acceptable behaviour from the pupils is the responsibility of all 
members of the staff.   Consideration for others, good manners, reliability and 
punctuality should always be insisted upon:  a teacher’s own good example can 
be invaluable.   Staff should to be consistent, reasonable and fair. They should 
be punctual leaving a form room and arriving at all lessons, and avoid leaving a 
class unattended once a lesson has begun.   All boys should be out of the 
classroom at break and lunchtime before the teacher leaves.   Teachers should 
set clear standards right from the start and maintain them.   If possible, they 
should avoid sending boys out of lessons.   If, however, a boy has not heeded a 
warning that his behaviour in class is disruptive and unacceptable, he should be 



told to report at once to the Deputy Head (Pastoral); another boy should 
accompany him. If his behaviour is unacceptable at a break-time, then the 
member of staff on duty should deal with the incident in the first instance. If it is 
considered serious, either due to the nature of the offence or its repetition, then 
the pupil should be sent to the Deputy Head (Pastoral). If there is an immediate 
danger of personal injury to, or an immediate danger of to the property of, a 
person (including the pupil himself) resulting directly from the behaviour of a 
pupil, then a teacher may use physical intervention to restrain that pupil from 
engaging in certain activities. The Deputy Head Pastoral should always be 
informed as soon as possible, and the incident recorded. 
 
The general standards that we expect and that we strive to maintain are briefly  
summarised below:  
  
Around the school:  

• Late-comers must report to the School Office and attend Assembly or form 
period. If arriving too late for that, pupils must report to the School Office.  

• Pupils must be properly dressed. They should wear plain shirts, school ties 
and school blazers in the Autumn and Spring Terms, and House polo 
shirts and blazers in the Summer Term. Sweatshirts and pullovers, if worn, 
must be school uniform. All pupils must be smartly and cleanly dressed.  

• Pupils must treat each other and, of course, all members of the school staff 
and all other adults, with civility and respect. 

• Pupils must eat in the Hall or the Lower playground, nowhere else in the 
building and especially not in classrooms. 

• Pupils must respect the property of others and the school. 
• Pupils must not leave the school site during the school day; the school day 

begins when they first arrive at school and finishes when they are 
collected, or when they leave independently – if they have written 
permission to do so from their parents. 

• Pupils must never behave, either inside or outside the school, in a manner 
that might bring disrepute upon themselves, their families or the school. 

• Pupils must never physically or verbally abuse other pupils or staff; any 
instance of bullying will be dealt with promptly in line with the school’s 
Anti-bullying Policy. 

 
 
In The Classroom 

• Pupils must be punctual for lessons and for games.  
• Pupils must complete homework reliably and on time.  
• Pupils must not behave in class in a way that might distract others or 

threaten the learning environment.  
• If pupils have permission to miss a lesson - for a music lesson, for 

example - they should still ask the teacher of whichever lesson they have 
missed for help in catching up the work. 

 



REWARDS AND SANCTIONS 
 
The school expects high standards of behaviour, self-discipline and learning.    
When a boy does something well, the teacher will recognise this by telling him, or 
by writing comments on his work, or in his homework diary. 
 
If he falls behind or misses work, the teacher will make arrangements for him to 
catch up.   This may happen during the school day, or as part of his homework, 
or sometimes he may need to stay behind after school, in which case his parents 
will be told in advance. 
 
REWARDS – Merits and Commendation Cards 
Merits are awarded for a particularly good piece of work, significant improvement 
in work or behaviour, or for public-spiritedness.   A boy’s merit score may help his 
House to win the Merit Cup, which is awarded at the end of each year to the 
House with the greatest total of merits. 
 
Commendation Cards (green) are awarded for exceptional work or behaviour 
and are worth five merits.   The award of a Commendation Card should be 
recorded on the JB database. The boy’s Form Teacher signs the card and 
records the merits; one of his House Teachers signs the card at one of the 
weekly House Meetings, when a House Commendation Stamp is also placed on 
a page in the boy’s homework diary. House teachers may decide to keep their 
own central record of the number of Commendation Cards awarded. If a boy has 
accumulated five Commendation Cards, he receives a stamp in his diary from 
the Headmaster, and is presented with a Commendation Certificate in Assembly. 
 
SANCTIONS – Cautions and Misdemeanours 
If a boy fails to meet the school’s standards of behaviour, he should expect to 
receive a punishment.   For less serious offences he will be given a Verbal 
Reprimand.   For repeated or more serious offences he will be given a Caution, 
which will be recorded, for members of staff to see, but not in the boy’s diary. 
Cautions are not given for missing or incomplete work. If a pupil receives a 
Caution, that pupil must take a completed (yellow) Caution slip directly to the 
Deputy Head (Pastoral), who records the Caution on the JB Database. She 
countersigns the slip, which the boy returns to the member of staff. The boy then 
undertakes an appropriate task, decided upon by the member of staff, which 
should take no longer than 15 minutes to complete. The member of staff should 
place the Caution slip in the Form Teacher’s pigeonhole as soon as possible, so 
that they are kept aware. 
 
Five Cautions in the same half term will result in a Misdemeanour, which is 
recorded, on a red A4 Misdemeanour Card, by the Deputy Head (Pastoral). The 
pupil’s parents are informed and he is required to carry out an after-school 
detention with the Deputy Head (Pastoral), performing some public-spirited task 
such as litter collection or tidying lost property. The card is then placed in the 



boy’s school file. It is passed on to the Senior School at the Headmaster’s 
discretion. 
 
Academic and behavioural shortcomings in particular subjects are dealt with by 
the individual teachers concerned. Form teachers will be fully informed and, if 
necessary, will offer support. Students may be privately detained at lunchtime if it 
is deemed necessary. 
 
Persistently poor work and/or behaviour over a period of time may result in a 
Weekly Report Card being used.   This will identify the areas for improvement 
that the boy needs to focus upon.   Members of staff will comment on each 
lesson and on a daily basis the form will be reviewed and signed by the Form 
Teacher and parents. The Deputy Head (Pastoral) will retain the completed card 
and keep the Headmaster informed. Parents will be informed before a pupil is 
given a Report Card. Our aim is to limit the period of the sanction as far as 
possible, in order to encourage pupils to develop reliable habits of study. The 
pupil will be required to present a completed card to the Deputy Head (Pastoral) 
at the end of each week. 
 
Any incident that involves bullying will be dealt with according to the school’s 
Anti-bullying Policy.  
 
SEM 08.08.11 
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              University College School Junior Branch 
 
 
                            DISPLAY POLICY 2010 – 2011 
 
This policy is designed to help create a general uniformity of display 
throughout the school, but not a sameness. It is to help establish a standard 
of presentation and an underlying awareness of intent without dictating the 
nature of what is displayed or precisely how it should be done. It is a guide 
and not an edict, but it is to be hoped that all of us will see the value of 
display within our area of responsibility in the school 
 
THE FUNCIONS OF DISPLAY 
 
*     To be informative 
 

*    To stimulate thought 
 
*     To create an attractive, regularly changing environment for children, for 
      staff in the school and for visitors 
 
*    To help reinforce a feeling of pride and self-worth in children as they see  
       their work presented for the appreciation of others 
 
 
WHO CREATES THESE DISPLAYS? 
 
All members of the school, including pupils, should feel able to mount a 
display. Obviously, those with no previous experience, particularly children, 
should be closely supervised and supported so that a good standard of 
presentation is achieved, creating a display which serves a good purpose. 
 
All teachers should share the responsibility for display in form rooms, 
subject rooms and corridors. The Co-ordinator of Display will obviously advise 
and help where necessary. 
 
All subject teachers should aim to produce subject displays in the 
corridors on a rotating year group basis. Different year groups can be 
inspired, informed and, hopefully, motivated by what they see. (Work in form 
rooms is often not seen and appreciated by other boys and teachers who 
have no occasion to step into classrooms other than their own, or those of 
the particular forms they teach.)  
SPECIAL SUBJECT BOARDS CAN BE ESTABLISHED BY ASKING THE DISPLAY 
CO-ORDINATOR – OR BOARDS CAN BE ARRANGED FOR A ONE-OFF DISPLAY. 
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TThe Display Co-ordinator will create displays when there is a particular 
need or occasion, but these should not constitute the lion’s share of what is 
on show around the school. 
 
The Art and D&T Departments will probably produce a larger share of the 
displays than the other subjects, but they should not dominate the display 
boards. All subjects should be seen, if possible, to be presenting displays in 
the main school, at some point, in the school year. 
(Currently, the WWorld Book Day themed day of subject integrated study 
has been a perfect opportunity for exhibition of a wide range of displays with 
a different [or combined] department emphasis.) 
 
* Gap students should be asked to read the Display Policy before putting 
up displays  
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WHAT IS NEEDED IN A GOOD DISPLAY? 
 
 
BBoard Preparation - creating 
 
*    a coloured background, or a contrasting background to set off the  
     work 
 
*   a border of some description which frames the display area, can be   
    effective – it could be a ready made  straight or wavy edged  
    border, ribbon, or something devised from other materials 
 
 
Your display should contain 
 
*    a main heading which describes what the display is all about –  
     preferably in large writing (at least 120 font size or 5cm letters if  
     hand-written) 
 
*    a heading (could be included in the above) saying which form or  
      year group produced the work  
 
*    names and forms if possible on or by all pieces of work shown 
 
*    slightly smaller, but easily read, labels explaining aspects of the 
      work produced – maybe asking questions of the viewers to get 
      them involved and thinking about the work displayed. A work sheet  
      which led to the work on display might be good. 
 
 
N.B.  
Labels should be mounted on coloured card or paper, or suitably presented 
so as not to look like bits of paper simply tacked into place. 
 
Individual pieces of work should be mounted, or backed in such a way as to 
give them status within the display. You should not have rows of A4 sheets 
of work simply pinned on the wall. 
 
Work items should show the name and form of the boy who produced it. The 
name should be clearly written on a label or on the mount but it should not 
extend over a mount and onto a picture or piece of writing as this can 
detract from the work. 
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Examples of displays with labels as described.
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Some work benefits from a themed or representational background. This 
background was created to display some large card and tissue paper stuffed 
fish, made by Year 3 boys. The large bands of colour and biggest shapes 
were cut from paper on rolls. Straight-edged paper border tape was good for 
the sea anemones. This is also useful to create stripes for a dynamic 
background. 
 

 
 
Another example of a simple, representational background. 
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MATERIALS USED AND DISPLAY BOARD MAINTENANCE 
 
Clearly, any type of material can be used to achieve the desired effect, 
however, it is not a good idea to have large 3D elements on corridor displays 
below boys’ shoulder height as they can be knocked off in the general to and 
fro passage of boys. There is a supply of paper, card, borders and pieces of 
fabric available and some rolls of ribbon for general display use. You may also 
provide your own materials, funded by the Display budget, if you make sure 
to check with the Display Co-ordinator that there is money available and to 
discuss possible sources of the materials you require. NB Ordering some 
materials can take a while – you may need to plan well ahead. 
 
Any low ‘relief’ or precious display items might be better exhibited in the 
clear plastic fronted display boxes situated in various corridors. This space 
can be made available to any subject, by arrangement. The display boxes by 
the Drama Studio are the property of the Drama Department. Use of these 
must be negotiated with the Drama Co-ordinator. 
 
USE OF STAPLE GUNS MUST BE KEPT TO A MINIMUM.  
On some soft boards, staples are all that will hold up backing paper and work 
but, overall, staples are best reserved for heavy items for display and 
sometimes for securing backing paper.  
 
ANYONE USING STAPLES SHOULD BE PREPARED TO REMOVE THEM WHEN 
TAKING DOWN THE DISPLAY, OTHERWISE THEY ACCUMULATE AND MAKE THE 
BOARD UNUSABLE. (If left in they can press through backing paper, making 
holes, and they reject a pressed-in drawing pin, which can be painful to the 
person doing the pressing) 
N.B. IF YOU DO USE STAPLES, TRY TO FIRE THEM IN AT AN ANGLE – NOT 
FLAT IN – SO THEY ARE EASIER TO REMOVE. (See the diagram below) 
 
 
IF AT ALL POSSIBLE, ONLY DRAWING PINS SHOULD BE USED ON DISPLAYS. 
When pinning with drawing pins, also try to do so at an angle to facilitate 
removal (See diagram below). 
Please try to match pins to the colour of paper used or at least aim at 
uniformity of colour over your display. Try to avoid random smattering of 
different colours of pins over the display – it will detract from the work. 
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An example of pins used all in the same colour on a display to achieve 
uniformity. Clearly the pins have not been matched to the individual pictures.  
 

 
 
Non-matching but all black pins work on the rocks on this display. 
 

 

* Everyone should share the 
responsibility for maintaining 
displays, both in rooms and 

elsewhere around school. Anyone 

seeing work or borders hanging off a 

display should try to make a 

temporary or, ideally, a permanent 

repair. Clearly the Display Co-

ordinator will make regular checks to 

keep displays tidy but it is not an easy 

task to keep up with single-handed. 

 

* Displays should be rotated 
regularly so that they do not reach 

the state of appearing dog-eared, 

faded or even downright ragged. Each 

department would be advised to have 

a planned rota for year groups so no 

one teacher or subject group carries 

the burden of creating repeatedly new 

and stimulating displays. 
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RESOURCES 
 
IN THE SCHOOL LOFT 
 
Rolls of coloured backing paper for boards 
A4+  Coloured sheets of backing paper 
A4    Coloured sheets of card 
A4    Sheets of black card 
A3+  Coloured sheets of backing paper 
A2    Coloured sheets of paper 
A2    Coloured sheets of card 
Packs of coloured tissue paper 
Rolls of bordette for framing displays (Smooth and corrugated)  

 

 
 

Clear plastic on a roll to protect displays 
Reels of ribbon are available in various colours (c. 2cm wide) 
Plastic thread for invisible hanging 
A variety of pieces of fabric for still-life use, draping etc. – not for cutting up 
– (ask the Display Co-ordinator if you need these)  
 
Drawing pins 
Glue sticks 
Sellotape (other tapes can be borrowed from the Display Co-ordinator) 
Scissors 
 
*A hammer and panel pins is available to borrow for hanging heavy objects  
(See the Display Co-ordinator) 
*(Staple gun and staples - where this is the only suitable hanging method - 
can be borrowed form the Display Co-ordinator if you need them). 
 
ORDERS CAN BE MADE OF ADDITIONAL RESOURCES TO SUIT YOUR 
REQUIREMENT IF YOU APPROACH THE DISPLAY CO-ORDINATOR IN GOOD TIME 
BEFORE YOU NEED IT, AND IT WILL BE KEPT SEPARATE FOR YOUR USE. 
 
I hope this is helpful – DDisplay Co-ordinator - Jo Eggleton Rance 

Red 

Yellow 

Blues 

Greens 

Orange 

Purple 

Black 

Some metallic 

borders 
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DDEVELOPMENT PLANS 
 
Gradually all corridor spaces will have clear fronted display cases fitted onto 
the existing board. These will help preserve displays and will be, to some 
extent, fire retardant. These are expensive, so this will be a slow process. 
Cases will be fitted first on boards where classes line up. 
 
There will be more 2-step or 3-step ladders made available as these are so 
handy for general use. 
 
Photographs of schoolwork are currently displayed in the ‘Frognal’ and ‘The 
Gower’ (school magazines) and around school. In conjunction with this, work 
is being ‘showcased’, where appropriate, on the school website. In the school 
year 2009-2010, Art and Design & Technology work, predominantly, was 
displayed. Hopefully, in time, this could show photographs of plays and 
concerts, club activities, photographs from school trips, school teams etc. 
Long term, there could be video clips of the end of Year Art and Design & 
Technology Exhibition (in the pipe-line), Concerts, Plays, Sports clips, Clubs in 
action – the possibilities are numerous. 
 
HEALTH AND SAFETY 
 
USE OF LADDERS: There are ladders for use when trying to reach high places. 
One is stored by the water tank near the loft area on the middle floor. There 
is occasionally one in the Drama Studio. A couple are with the caretaker down 
by his room. There is a 2-step ladder in the Art and D&T Block and hopefully 
more will be available in the main school in the Autumn term – probably 
stored in the loft area. 
NB The caretaker will help get ladders out for you if you ask nicely. 
* DO NOT ATTEMPT TO CLIMB ON CHAIRS OR TABLES. 
When using a ladder –  
* CHECK YOU HAVE IT FULLY EXTENDED AND THE CROSS PIECES ARE FULLY 
LOCKED DOWN 
* YOU SHOULD ALWAYS HAVE ANOTHER PERSON ON HAND TO STABILISE 
THE LADDER. 
* Avoid being up a ladder by a display board when there are children moving 
around the building. 
 
* Avoid using the clear cabinets and leaving the doors open when the children 
are moving about the building. 
 
* Be very careful, if you need to use a staple gun, that you keep your free 
hand away from the stapler – it is very easy to staple through paper or card 
and into your finger. 
 
 
Written by Jo Eggleton Rance – DDisplay Co-ordinator - Summer 2010 
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     Examples of displays 
 
 
 
 
 
 
 
 
 
 

 



 
 

UCS Foundation Statement 
 

DRUGS AND ALCOHOL; SUBSTANCE USE AND MISUSE 
 
 
We regard education in personal health and the development of personal 
responsibility for lifestyle choices as a very important element of the pastoral 
programme at UCS. This is developed through PSHE and in other lessons. Our 
aim is to give pupils an awareness of the importance of diet, exercise and 
nutrition and, as they grow older, to understand the personal, social and legal 
consequences of the use and misuse of alcohol, tobacco and other drugs and to 
gain a fuller understanding of their physical effects. 
 
 
The sections in italics may apply more immediately to pupils in Key Stages 3 & 4. 
 
Boys receive education on matters of smoking, alcohol and drugs as part of their 
PSHE programme, and in Science lessons.  Any member of staff suspecting that 
pupils are experimenting in these areas should inform the Headmaster at once. 
 
UCS Policy on Substance Use and Misuse  
  
An important element of health education, both in PSHE and in other lessons, is 
to give pupils an awareness of the personal, social and legal consequences of 
substance misuse as well as an understanding of the physical effects. We 
encourage them to adopt a responsible attitude towards their use.  
  
Tobacco  
  
UCS is a no-smoking environment. No members of the school community nor 
visitors to the school are permitted to smoke anywhere on any of the school 
sites.   
  
Smoking or being in possession of cigarettes or tobacco is prohibited whenever a 
pupil is under the school’s authority, including the journeys to and from school. 
This also includes any occasion on which he is involved in activity organised by 
the school or is identifiable as a member of the school.  
  



First offences involving tobacco will normally meet with a school-based 
punishment. Parents will be informed. Repeated offences will call for a more 
serious response.  
  
  
Alcohol 
  
Where the school aims to discourage the use of tobacco entirely, our policy 
towards alcohol is to encourage sensible and safe drinking habits. In normal 
circumstances, drinking or being in possession of alcohol is prohibited throughout 
the school day whether on or off the school premises. However, alcoholic drinks 
may occasionally be available at functions to which senior pupils are invited. 
Under these circumstances their consumption is monitored by the staff present, 
and will be restricted in accordance with the Licensing Act 2003. 
The School’s policy is that pupils should not consume any alcohol on school trips 
except where parents’ permission to allow moderate and supervised drinking of 
beer or wine has been given. The consent must be in writing and comply with the 
laws of the country concerned. The parent and student must give their written 
acceptance of the guidelines applying to the trip. The guidelines are as follows:  
  
1. Students must not purchase, have in their possession, or consume, any form 
of spirits.  
  
2. The consumption of beer and wines with or after meals, in moderation, and 
only under the supervision of staff or exchange families is permitted for senior 
students, subject to parental consent, and in accordance with the Licensing Act 
2003.  
  
3. All students must, without question, accept and obey any instruction given to 
them by a member of staff, not to drink or to cease drinking alcohol, regardless of 
any consent  given by parents.  
  
4. Where students are staying with a family (e.g. on exchange visits), they must 
follow guidance given by their parents and, if this is more restrictive, by their 
hosts.  
  
Parents must not encourage pupils to bring back alcoholic gifts from visits 
abroad. Importing alcohol into the UK is illegal for those under the age of 17, and 
is against school rules for all pupils.  
  
Offences involving alcohol will normally be communicated to parents. The 
school’s response will be appropriately balanced between the disciplinary and 
the educational.  
  
 
 



Drugs   
  
Possession, use or distribution of illegal or controlled substances is absolutely 
prohibited at UCS and will always be treated as a most serious offence, the 
punishment for which may be expulsion. The school’s jurisdiction in these 
matters will be deemed to extend to all cases, whether on or off the school site, 
which, in the view of the Headmaster, are reckoned to affect the community of 
UCS.  
  
The school recognises that our pupils may be exposed to the dangers of the 
subculture in which such substances are a prominent currency. The school has 
regular contact with community police and health education advisory teachers 
and aims to be aware of local drug issues and problems. Accordingly, it is the 
intention of the school to implement a policy which will:  
� ensure that, through the best PSHE and pastoral education, pupils are in a 
position to resist peer pressure and to make wise and informed choices  
� create an atmosphere in which staff, parents and pupils may discuss 
contemporary social issues openly, and  
� allow the school to exercise leniency where it is justified but also to apply the 
ultimate sanction of permanent exclusion  where it is believed to be necessary.  
If there are reasonable grounds to justify an enquiry at school, then responsible 
pastoral staff and the Headmaster will have the right to question pupils. If they 
are satisfied that there is a case to be answered, parents will be informed 
immediately and will be invited to be present at a subsequent interview. The 
Headmaster is duty bound to report all cases of supply, possession or use of 
controlled substances to the Police.  
  
If it has been established beyond reasonable doubt that a student is guilty of an 
offence, the Headmaster may decide that any of the following sanctions is 
appropriate:  
  
1. Expulsion will be the almost inevitable penalty for: (a) those selling or 
distributing controlled substances or otherwise actively encouraging their 
consumption by others; and (b) those who re-offend after having been given a 
second chance.  
  
2. Suspension from school may be preferred to expulsion. If so, students’ return 
to school will be conditional upon one or more of the following: (a) their 
willingness to undergo a period of counselling; (b) their acceptance of occasional 
medical screening tests (probably involving urine or hair samples) while they 
remains at UCS; (c) their participation in a programme of community service.   
  
3. There may be circumstances in which rehabilitation programmes such as 
those defined in 2(a), (b) and (c) are deemed a sufficient response.  
  



In keeping with the approach to pastoral matters adopted at UCS, decisions 
regarding the appropriate sanction in matters of this kind will take full account of 
the needs and circumstances of the individuals concerned as well as of the 
whole school community. Parents will be fully informed of these deliberations.   
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General Information & Guidelines 
 
These guidelines must be followed on all occasions on which pupils 
leave the school premises on trips or visits organised by the teaching 
staff. All necessary paperwork must be completed before the trip leaves.  
Copies of all the relevant forms are available from the Deputy Head 
(Pastoral). 
 
 
Permission  
 
Agreement in principle for a trip to take place should be sought from the 
Deputy Head (Pastoral), who will agree dates.  A “School Trip Request” form 
for extended visits [Appendix 5] should be filled out fully and passed to the 
Deputy Head (Pastoral), giving proposed dates and financial details. Details 
must be approved by the Deputy Head (Pastoral) and, in the case of extended 
trips, the Finance Bursar, prior to any financial commitment with airlines or 
travel firms.  Assistance with financial arrangements for trips may be obtained 
from the Finance Bursar.  
 
One member of staff must be in overall charge of the trip, and must be aware 
of the procedure to follow in the event of an emergency 
 
Finance 
 
For trips financed other than by adding charges to the school bill, funds must 
be received from parents before the school makes payments to airlines, hotels 
or travel firms. 
 
All payments collected from parents must be payable directly to 'University 
College School' and will be deposited in the school’s bank account.    
 
The group leader should reach an agreement with the Deputy Head (Pastoral) 
on whether any funds left surplus after the visit will be returned to parents or 
retained for another visit. 
 
Staff : Pupil Ratio 
  
The ratio of staff to pupils should always be discussed with the Deputy Head 
(Pastoral) prior to organising a trip.  For overnight trips and trips abroad the 
ratio will usually be 1:10.  However, a minimum of 2 members of staff should 
usually accompany a group, whatever its size.  
 
If an accompanying member of staff has their own child amongst the group 
that member of staff may not be counted in the agreed staff : pupils ratio. 
 
Adults who are not members of staff at UCS may only accompany a trip with 
the approval of the Headmaster.  Their names must then be passed to the 
Domestic Bursar for CRB/List 99 checks.  If they are to be counted in the staff 
: pupils ratio it must be made clear to them that they have the same 
responsibilities for care of the pupils as members of staff. 
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Role of Trip Leader 
 
The trip leader should… 
 undertake and complete the planning and preparation of the visit including 

the briefing of group members and parents 
 identify the school emergency contact, and ensure that s/he has a copy of 

the emergency procedures 
 undertake and complete a comprehensive risk assessment 
 ensure the ratio of supervisors to pupils is appropriate for the needs of the 

group 
 ensure that all accompanying members of staff have details of the school 

emergency contact and have a copy of the emergency procedures  
 ensure that all members of the group are fully aware what the proposed 

visit involves 
 clearly define each member of staff’s role and ensure all tasks have been 

assigned 
 ensure that the accompanying members of staff have the details of pupils’ 

special educational or medical needs which will be necessary for them to 
carry out their tasks effectively 

 ensure that adequate first-aid provision will be available 
 be aware of child protection issues 
 have enough information on the pupils proposed for the visit to assess 

their suitability or be satisfied that their suitability has been assessed and 
confirmed 

 consider stopping the visit if the risk to the health or safety of group 
members is unacceptable, and have in place procedures for such an 
eventuality 

 prepare a contingency plan for any delays, including a late return home. 
 
Risk assessment and management 
 
A Risk Assessment is not just a piece of tiresome bureaucracy. Teachers and 
other staff in charge of pupils have a common law duty to act as any 
reasonably prudent parent would do in the same circumstances - a duty of 
care to make sure that the pupils are safe and healthy. A member of staff is 
only protected by the law (and the school insurance policy) if they have 
carried out a full written risk assessment. 
 
Written risk assessment falls into 3 sections: 

1. Generic – risks inherent in trips off the premises.  Written and agreed 
before the trip leaves. 

2. Site-Specific – particular risks associated with the activity, site, venue 
or circumstances.   Written and agreed before the trip leaves. 

3. Dynamic – risk assessment during the activity or trip eg changing 
conditions, change of itinerary, fitness (physical, mental, attitudinal) of 
party members to undertake the activity. Continuous note-making 
throughout trip. 

 
A full risk assessment exercise must be carried out for all trips. When 
completed, it should be passed to the Deputy Head (Pastoral) for checking.  
Once agreed, it must then be carried on the trip.  At the end of the trip the risk 
assessment should be signed by the trip leader to confirm that the safety 
measures were carried out and passed back to the Deputy Head (Pastoral). 
 
The written risk assessment should inform and be informed by the itinerary for 
the trip.  However, risk assessment is an on-going process during a school 
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trip, and potential risks and strategies to reduce risk should be discussed 
throughout the trip by the accompanying members of staff.  The group leader, 
in consultation with the other accompanying members of staff, should take the 
following factors into consideration when assessing the risks  

 the type of visit/activity and the level at which it is being undertaken 
 the location, routes and modes of transport to be used 
 the competence, experience and qualifications of accompanying staff 
 the ratio of accompanying staff to pupils 
 the suitability of the activity to the group members’ age, competence, 

fitness and temperament  
 special educational and medical needs of staff and pupils 
 the quality and suitability of available equipment 
 seasonal conditions, weather and timing 
 how to cope when a pupil becomes unable or unwilling to continue 
 first aid provision 
 emergency procedures and the steps to be taken in an emergency 

 
Before booking a visit the group leader should obtain a written or documentary 
assurance that providers such as tour operators have themselves assessed 
the risks and have appropriate safety measures in place. 
 
Supervision, direct and indirect/remote 
 
Members of staff are in loco parentis at all times on a school trip, including 
when pupils are not under their direct supervision.  This includes occasions 
when the pupils are with an instructor, such as on ski trips, and with families, 
such as on school exchange visits. 
 
At all times when pupils are not under the direct supervision of a member of 
staff they must always 

 Be carrying some form of identification 
 be in groups of no fewer than 2, preferably 4 
 know the exact location of a member of staff throughout 
 have the telephone numbers of emergency contacts - member(s) staff 

on the trip and place of residence 
 be told the geographical boundaries within which they must stay 

 
 be told that they may not use public transport   
 be given appropriate information other for them to act effectively, eg 

maps 
 be given a time by which they must return and a rendezvous point 
 be given a safety briefing prior to being dismissed 

 
On all trips abroad it is essential that pupils have knowledge of how to 
summon help.   
 
Epipens for anaphylaxis & inhalers for asthma 
 
If any pupil or member of staff routinely carries an epipen for analphalaxis or 
an inhaler for asthma they must carry this on every school trip.  The trip leader 
must check before the departure of the trip that the required medication is 
being carried.  Under no circumstances may any member of the group attend 
the trip without their medication. 
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First aid 
 
First aid should be available and accessible at all times on a school trip. 
Before undertaking any off-site activities the group leader, in consultation with 
the Deputy Head (Pastoral), should assess what level of first aid might be 
needed. Considerations when considering first aid needs should include the 
numbers in the group, the nature of the activity, the likely injuries, how 
effective first aid would be, and the distance of the nearest hospital. 
 
On any kind of visit the group leader should be confident in the administration 
of basic first aid, and is responsible for a first aid box to be carried on the trip.  
A member of staff should be appointed to be in charge of first-aid 
arrangements. 
 
For adventurous activities, visits abroad or residential visits it is sensible for at 
least one of the group’s teachers to be a fully trained first-aider.  
 
All adults in the group should know how to contact the emergency services. 
 
The Health and Safety Executive recommends the following minimum 
contents for a travelling first-aid box where no special risk has been identified:  
a leaflet giving general advice on first aid; six individually wrapped sterile 
adhesive dressings; one large sterile un-medicated wound dressing 
approximately 18 cm x 18 cm; two triangular bandages; two safety pins; 
individually wrapped moist cleansing wipes; one pair of disposable gloves; a 
resusci-aid (for hygienic mouth to mouth resuscitation) would also be useful. 
 
All minibuses are required by law to carry a first aid kit.  
 
Use of public transport 
 
Public transport may not be used by pupils on a trip except when 
accompanied by a member of staff.  The only exception to this rule is on trips 
abroad where the pupils are staying with host families who live too far away 
from the language school to walk home. In this case, clear safety instructions 
must be given to the pupils. 
 
Pupils using public transport on a visit should be made aware of appropriate 
basic safety rules including: 

 do not rush towards the transport when it arrives 
 wear your seatbelt and stay seated whilst travelling on transport 
 never tamper with any of the vehicle’s equipment or driving controls 
 bags must not block aisles or cause obstructions 
 never attempt to get on or off the moving transport 
 never lean out of or throw things from the window of the transport 
 never get off a vehicle held up by traffic lights or in traffic 
 never run about or pass someone on steps or stairs while transport is 

moving 
 never kneel or stand on seats 
 never distract or disturb the driver or impede the driver’s vision 
 stay clear of doors after boarding or leaving the transport 
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Behaviour of pupils  
 
It is essential that a consistent approach to conduct and discipline is taken by 
all concerned on a school trip. The expected code of conduct and discipline 
should be explained to pupils as well as being presented to them on paper. 
 
Pupils are expected to behave with common sense, courtesy and due 
consideration for others at all times. Others include other party members, 
adults and members of the public. Trip leaders should be aware that high 
spirits can be interpreted by members of the public as loutish behaviour. 
 
Smoking is banned on any school trips.  The possession or use of any drug, 
other than one medically prescribed, is totally banned.  No consumption of 
alcohol is allowed on a school trip unless formal written consent has been 
obtained from parents [Appendix 2], and only if legally allowed in that country. 
 
On residential trips, where pupils are sharing rooms, sometimes in small 
numbers, and where they may have some unsupervised free time, the 
opportunities for bullying are far greater. It is important to be aware of the 
increased risk of the problem on residential trips and, if it arises, to deal with it 
immediately. 
 
On day trips, normal school sanctions apply. On longer visits, it is important 
that the sanctions are well defined and realistic, appropriate to the severity of 
the offence and as immediate in implementation as possible. Many trips are 
intended to be social as well as educational, and punishments which are too 
drawn out can unnecessarily detract from the enjoyment of them. 
 
If a decision is made to send a pupil home from a trip, every effort must be 
made to get in touch with a member of the Senior Management Team and the 
decision should be taken in conjunction with him/her. If a senior member of 
staff cannot be contacted, the trip leader must make the appropriate decision. 
A pupil being sent home from overseas should be accompanied by a member 
of staff to the overseas port/airport. A pupil must not be sent home until 
arrangements have been made for the parents to meet the pupil at the home 
port/airport. 
 
If it judged absolutely necessary for the safety of a pupil, or other pupils in the 
group, to search a pupil’s personal belongings this must be done with the 
consent of the pupil, and with another adult present.  If the pupil refuses to 
give consent, which is his legal right, the consent of one of his parents must 
be sought.  For situations where consent has not been given by the pupil and 
drugs or weapons are suspected you should call the police.  Under no 
circumstances should you remove any piece of a pupil’s clothing, even his 
coat, as this may be interpreted as assault.  Again, the pupil must give 
consent, or the parents or police should be called. 
 
Documentation 
  
The documentation required will depend on the nature of the trip/visit.  Please 
see the appropriate section in this guide for details.  General guidelines for 
school trips are given below. 
 
Information to bring on the trip, in addition to travel and accommodation 
documents: 
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 telephone numbers and addresses, at home and in school, of the 
Headmaster and of the emergency school contact 

 details of insurance arrangements and the company’s telephone number 
 location of local hospital/medical services 
 copies of parental consent forms 
 contact details of next of kin for members of staff 
 emergency procedures 

 
A copy of the following should be given to the emergency school contact: 
 the itinerary  
 mobile contact telephone number of the trip leader 
 copies of parental consent forms  
 contact details of next of kin for members of staff 
 copies of travel documents, insurance documents, and contract with the 

centre/hotel etc, if appropriate 
 emergency procedures 

 
The Bursary and the School Office should be informed of the following: 
 the name of the emergency school contact 
 the itinerary  
 a list of all those members of staff and pupils on the trip 
 the name, address and telephone number of the group’s accommodation 
 mobile contact telephone number of the trip leader 
 contact details of next of kin for members of staff 
 emergency procedures 

 
For residential visits all group members should carry the address and 
telephone number of the accommodation and the mobile telephone number of 
(at least) the trip leader in case an individual becomes separated.  
 
For all trips outside school hours and trips abroad a school mobile telephone 
should be taken.  These are available from the Bursary.  The telephone 
contact numbers of all the Senior Management Team are pre-loaded on these 
mobile telephones. 
 
Trips abroad 
 
The old E111 form has been replaced by the European Health Insurance 
Card, EHIC.  These can be obtained very easily online at  ehic.org.uk.  These 
must be carried on all trips to the Europe Economic Area and Switzerland.  
 
For trips abroad, there should always be a 'reserve' member of staff who 
could travel out to replace a member of staff on the trip who has been taken 
ill. 
 
In some countries it is safer to drink bottled water, and care needs to be taken 
with raw vegetables, salads and unpeeled fruit, raw shellfish, underdone meat 
or fish.  An assessment of these issues should be made as part of the risk 
assessment process. 
 
Home stays 
 
The school emergency contact should retain a list of all the children involved 
and their family names and addresses. Pupils staying with host families 
should have easy access to their teachers, usually by telephone.  Parents 



 9 

should be made aware that their children living with host families will not 
always be under direct teacher-supervision. 
 
Exchange or home stay visits may be arranged through agencies, in which 
case the agency should have some responsibility for vetting the host families. 
Group leaders making their own arrangements need to be clear about 
procedures in the relevant country for vetting the suitability of host families 
including criminal background checks insofar as these are available.  If the 
host school or placing agency does not have appropriate measures in place 
for carrying out checks to ensure the health, safety and welfare of exchange 
or home stay pupils, the group leader should seek further assurances and/or 
reconsider whether the visit should take place. 
 
Preparing pupils  
 
Pupils should always understand the aims and objectives of the visit/activity, 
and be given background information about the place to be visited, including 
relevant foreign culture and customs if it is a trip abroad.  They should be fully 
aware of the expected standard of conduct, what safety precautions are in 
place, and how to avoid specific dangers. 
 
Pupils should know who is responsible for the group. Pupils should also be 
aware of who is responsible in any instances where the group leader has 
delegated responsibility to another member of staff or instructor. This applies 
to exchange visits when pupils will also need to know about any ground rules 
agreed between the group leader and host family. 
 
Pupils should be told what to do if separated from the group and what to do if 
approached by anyone from outside the group. 
 
Uniform 
 
The trip leader must decide on appropriate dress code, depending on the 
nature of the activity. For most day trips and visits school uniform should 
normally be worn. If casual clothes are allowed, some general guidance as to 
what is acceptable should still be given 
 
Vaccinations 
 
The group leader should consult the school nurse or doctor to find out whether 
vaccination is necessary and ensure that all members of the group have 
received it in good time. A check should be made as to whether the country to 
be visited requires proof of vaccination.  
 
Swimming  
 
Swimming and paddling in the sea or other natural waters should only be 
allowed as formal and supervised activities, preferably in recognised bathing 
areas which have official surveillance i.e. qualified lifeguard cover. 
Nonetheless, pupils should always be in sight of their supervisors. One 
supervisor should always stay out of the water for better surveillance. The 
group leader, or another designated teacher in the group, should hold a 
relevant life saving award, especially where lifeguard cover may not be 
available. 
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The group leader should be aware that many children who drown are strong 
swimmers.  They must ascertain for themselves the level of the pupil’s 
swimming ability, and be aware of the local conditions - such as currents, 
weeds, a shelving, uneven or unstable bottom using local information from the 
lifeguard, coastguard, harbourmaster, police or tourist information office.  
Additionally the group leader must designate a safe area of water for use by 
the group, be aware of the dangerous effects of sudden immersion in cold 
water, be aware of the dangers of paddling especially for young pupils, ensure 
that pupils have not eaten (at least half an hour) before swimming, and adopt 
and explain the signals of distress and recall. 
 
Complaints 
 
Complaints from the public, officials, hotel owners and others who come into 
contact with a school group on a trip are always unpleasant, no matter 
whether they are justifiable or unreasonable. The best way of dealing with 
them is always to take them seriously and calmly and arrange a meeting 
between the complainant and the pupils involved with the trip leader present. 
Being scornful of the bearers of an unreasonable complaint will only make 
things worse, but on the other hand do not take serious complaints, which you 
know to be unfounded, lying down. Remember also that sometimes it is politic 
to put up with a little injustice for the overall benefit of the trip. 
 
Emergencies 
 
Teachers and other staff in charge of pupils have a common law duty to act as 
any reasonably prudent parent would do in the same circumstances - a duty 
of care to make sure that the pupils are safe and healthy. Teachers should not 
hesitate to act in an emergency and to take lifesaving action in an extreme 
situation. 
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Use of Minibuses, Staff Cars & Coaches 
 
Minibus [See Appendix 1] 
 

 No member of staff may drive the minibus unless s/he has a clean 
driving licence (one that has no current endorsements other than a 3 
point speeding offence) 

 
 No member of staff may drive the minibus after 1st January 2004 

unless an approved driving test has been passed. 
 

 The minibus should not be used unless it has been booked at least 24 
hours in advance. 

 
 Carrying a first aid kit is a legal requirement on any trip in a minibus,  

and a mobile phone must also be taken on every trip. 
 

 The driver is responsible for health and safety whilst driving the 
minibus, and should either check the roadworthiness themselves using 
the form in Appendix 1 before setting off or ensure, via the Bursary, 
that this has been done. 

 
 The driver must know the telephone number of a person to contact in 

the event of a problem arising. 
 

 No driver must drive for more than two hours without taking a break of 
at least 30 minutes. 

 
 Except for local journeys, two members of staff should normally 

accompany pupils on a minibus journey. For trips exceeding the two 
hour limit both members of staff should be qualified to drive. If this is 
impossible to arrange the Deputy Head (Pastoral) should be consulted. 

 
 A tachograph is necessary for all trips abroad. 

 
 
Staff Cars 
 
No member of staff can use their car to transport pupils unless they have 
insurance for business use and their car is full serviced to the manufacturer's 
specification. This includes journeys to and from the school fields. The school 
insurance policy may provide some cover. Please consult the Director of 
Finance and Administration. 
 
 
Coach 
 

 At least one member of staff must be present on each coach used or, 
for journeys exceeding one hour’s travel, two if the coach is full. 

 
 Where seatbelts are fitted in a coach, pupils must be made to wear the 

seat belts throughout the journey. 
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 Sports Fixtures  
 
Donna Campbell, the School Secretary, will act as emergency school contact 
for all mid-week sports fixtures.  If, for any reason, Donna is unable to carry 
out this role she will arrange an alternative emergency school contact. 
 
If any pupil routinely carries an epipen for anaphylaxis or an inhaler for 
asthma they must carry this for every fixture, both home and away.  The 
member of staff responsible for each team must check this before departure 
and/or start of the fixture, whichever is relevant.  Under no circumstances may 
any member of the group take part in a fixture without their medication being 
carried. 
 
Information: 
 
1. Please read the section 'General Information & Guidelines' 
 
2. All fixtures require the prior approval of the Director of Sport 
 
3. All fixtures should be scheduled in the school calendar 
 
4. Sports fixtures published in the school calendar do not require further 

permission from the Deputy Head (Pastoral). 
 
5. Fixtures that are organised in addition to those in the school calendar 

require permission from the Deputy Head (Pastoral) before they may take 
place 

 
6. A risk assessment is needed only if that fixture is not covered by the PE 

and Games Department risk assessments as published in their 
departmental handbook 

 
Paperwork Required: 
 
The following information on a standard fixture sheet should be passed to 
Donna Campbell in the school office: 
 
1. Details of the venue of the fixture and scheduled start time 
2. Departure time and estimated return time for away fixtures 
3. Name of the member of staff responsible for each team 
4. Mobile telephone number for the member of staff responsible for each 

team 
5. Team list 
 
Items to be carried by Trip Leader:  
 
1. Members of staff supervising away teams must carry a mobile phone 
2. All members of staff must be aware of the contact details of the school 

emergency contact and of the Headmaster 
3. Contact telephone numbers for all families of their team members 
4. A written list of those pupils with significant illnesses and allergies, 

together with individual treatment plans 
5. A copy of the Emergency Procedure. 
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Trips During the School Day 
 
Donna Campbell, the School Secretary, will act as emergency school contact 
for all trips during the school day.  If, for any reason, Donna is unable to carry 
out this role she will arrange an alternative emergency school contact. 
 
If any pupil routinely carries an epipen for anaphylaxis or an inhaler for 
asthma they must carry this for every trip, no matter how close the destination 
of the trip.  The trip leader must check this before departure.  Under no 
circumstances may any member of the group take part in a trip without their 
medication being carried. 
 
Information: 
 
1. Please read the section 'General Information & Guidelines' 
2. Any trips will be notified to staff via the fortnightly diary and announced in 

weekly staff calendar meetings. 
3. At the end of a trip, pupils must return to school accompanied by the 

accompanying staff members. 
4. Any problems or changes of plan must be communicated to Donna 

Campbell 
5. Sufficient staff should be present to allow for a pupil to be accompanied 

back to the school should a medical or disciplinary issue arise 
 
Paperwork Required: 
 
The following paperwork should be passed to Donna Campbell in the school 
office: 
 
1. Details of the trip, including brief itinerary, venue(s) and mode(s) of 

transport  
2. Departure time and estimated return time 
3. Names of the trip leader and accompanying members of staff 
4. Mobile telephone number for the trip leader 
5. List of pupils and members of staff on the trip 
 
The following paperwork should be passed to the Deputy Head (Pastoral): 
1. The risk assessment 
2. List of pupils and members of staff on the trip 
3. Departure time and estimated return time 
 
Items to be carried by Trip Leader:  
1. Parental consent forms 
2. The risk assessment 
3. The itinerary 
4. All members of staff must be aware of the contact details of the school 

emergency contact and of the Headmaster 
5. Contact telephone numbers for the families of all pupils on the trip 
6. A written list of those pupils with significant illnesses and allergies, 

together with individual treatment plans 
7. A mobile phone must be carried by the Trip Leader.  If the trip is scheduled 

to return after 5pm this should be a school mobile telephone pre-loaded 
with SMT contact numbers. 

8. Copy of the Emergency Procedure 
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Evening Trips 
 
The Deputy Head (Pastoral) will act as emergency school contact for all 
evening trips.  If, for any reason she is unable to carry out this role she will 
arrange an alternative emergency school contact. 
 
When taking an evening trip to the theatre, cinema or a concert with pupils, 
the trip should leave from school accompanied by members of staff. For this 
type of trip advice should be sought from the Deputy Head (Pastoral) as to the 
detail required on the risk assessment. 
 
If any pupil routinely carries an epipen for anaphylaxis or an inhaler for 
asthma they must carry this for every trip, no matter how close the destination 
of the trip.  The trip leader must check this before departure.  Under no 
circumstances may any member of the group take part in a trip without their 
medication being carried. 
 
Information: 
 
1. Please read the section 'General Information & Guidelines' 
2. Any trips will be notified to staff via the fortnightly diary and announced in 

weekly staff calendar meetings. 
3. At the end of a trip, pupils must return to school accompanied by the 

accompanying staff members 
4. Any problems or changes of plan must be communicated to the Deputy 

Head (Pastoral) 
5. Sufficient staff should be present to allow for a pupil to be accompanied 

back to the school should a medical or disciplinary issue arise 
 
Paperwork Required: 
 
The following paperwork should be passed to the Deputy Head (Pastoral): 
 
1. The risk assessment 
2. Details of the trip, including brief itinerary, venue(s) and mode(s) of 

transport  
3. Departure time and estimated return time 
4. Names of the trip leader and accompanying members of staff 
5. Mobile telephone number for the trip leader 
6. List of pupils on the trip 
 
Items to be carried by Trip Leader:  
 
1. Parental consent forms.   
2. The risk assessment discussed with the Deputy Head (Pastoral) 
3. The itinerary 
4. The trip leader must carry a school mobile phone 
5. All members of staff must be aware of the contact details of the school 

emergency contact and of the Headmaster 
6. Contact telephone numbers for the families of all pupils on the trip 
7. A written list of those pupils with significant illnesses and allergies, 

together with individual treatment plans.  
8. A copy of the Emergency Procedure. 
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 Overnight Trips 
 
A senior member of staff should be asked to act as the school emergency 
contact.  If, for any reason s/he is subsequently unable to carry out this role an 
alternative must be arranged immediately. 
 
If any pupil routinely carries an epipen for anaphylaxis or an inhaler for 
asthma they must carry this for every trip, no matter how close the destination 
of the trip.  The trip leader must check this before departure.  Under no 
circumstances may any member of the group take part in a trip without their 
medication being carried.   
 
Information: 
 
1. Please read the section 'General Information & Guidelines' 
2. Any trips will be notified to staff via the fortnightly diary and announced in 

weekly staff calendar meetings. 
3. At the end of a trip, pupils must return to school accompanied by the 

accompanying staff members 
4. Any problems or changes of plan must be communicated to the school 

emergency contact 
5. Sufficient staff should be present to allow for a pupil to be accompanied 

back to the school should a medical or disciplinary issue arise 
 
Paperwork Required: 
 
The following paperwork should be passed to both the school emergency 
contact and the Bursary: 
1. Details of the trip, including brief itinerary, venue(s) and mode(s) of 

transport  
2. Departure time and estimated return time 
3. Copies of the parental consent forms 
4. Names of the trip leader and accompanying members of staff 
5. Mobile telephone number for the trip leader 
6. List of pupils and members of staff on the trip 
7. Contact telephone numbers for the families of all pupils on the trip and 

contact details of next of kin for members of staff 
8. Copies of travel documents, insurance documents, and contract with the 

centre/hotel etc, if appropriate 
9. A copy of the emergency procedure 
 
The following paperwork should be passed to the Deputy Head (Pastoral), 
who will inform the school office: 
1. The risk assessment 
2. List of pupils and members of staff on the trip 
3. Departure time and estimated return time 
4. Mobile telephone number of the trip leader 
 
Items to be carried by Trip Leader:  

1. Parental consent forms.   
2. The risk assessment discussed with the Deputy Head (Pastoral) 
3. The itinerary 
4. The trip leader must carry a school mobile phone 
5. All members of staff must be aware of the contact details of the school 

emergency contact and of the Headmaster 
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6. Contact telephone numbers for the families of all pupils on the trip and 
contact details of next of kin for members of staff 

7. Details of insurance arrangements and the company’s telephone 
number 

8. Location of local hospital/medical services 
9. A written list of those pupils with significant illnesses and allergies, 

together with individual treatment plans.  
10. A copy of the Emergency Procedure. 
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Trips Abroad 
 

A senior member of staff should be asked to act as the school emergency 
contact.  If, for any reason s/he is subsequently unable to carry out this role an 
alternative must be arranged immediately. 
 
If any pupil routinely carries an epipen for anaphylaxis or an inhaler for 
asthma they must carry this for every trip, no matter how close the destination 
of the trip.  The trip leader must check this before departure.  Under no 
circumstances may any member of the group take part in a trip without their 
medication being carried.   
 
Information: 
 
1. Please read the section 'General Information & Guidelines' 
2. Any trips will be notified to staff via the fortnightly diary and announced in 

weekly staff calendar meetings. 
3. At the end of a trip, pupils must return to school accompanied by the 

accompanying staff members 
4. Any problems or changes of plan must be communicated to the school 

emergency contact 
5. Sufficient staff should be present to allow for a pupil to be accompanied 

back to the school should a medical or disciplinary issue arise 
 
Paperwork Required: 
 
The following paperwork should be passed to both the school emergency 
contact and the Bursary: 
1. Details of the trip, including brief itinerary, venue(s) and mode(s) of 

transport  
2. Departure time and estimated return time 
3. Copies of the parental consent forms 
4. Names of the trip leader and accompanying members of staff 
5. Mobile telephone number for the trip leader 
6. List of pupils and members of staff on the trip 
7. Contact telephone numbers for the families of all pupils on the trip and 

contact details of next of kin for members of staff 
8. Copies of travel documents, insurance documents, and contract with the 

centre/hotel etc, if appropriate 
9. A copy of the emergency procedure 
 
The following paperwork should be passed to the Deputy Head (Pastoral), 
who will inform the school office: 
1. The risk assessment 
2. List of pupils and members of staff on the trip 
3. Departure time and estimated return time 
4. Mobile telephone number of the trip leader 
 
Items to be carried by Trip Leader:  
1. Parental consent forms.   
2. The risk assessment discussed with the Deputy Head (Pastoral) 
3. The itinerary 
4. Photocopies of passports of all members of the group 
5. The trip leader must carry a school mobile phone 
6. All members of staff must be aware of the contact details of the school 

emergency contact and of the Headmaster 
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7. Contact telephone numbers for the families of all pupils on the trip and 
contact details of next of kin for members of staff 

8. Details of insurance arrangements and the company’s telephone number 
9. Location of local hospital/medical services 
10. A written list of those pupils with significant illnesses and allergies, 

together with individual treatment plans.  
11. A copy of the Emergency Procedure. 
 



 19 

Trips Involving Greater Hazards 
  
 
Arrangements should accord with the relevant sections above but, in addition, 
more detailed information must be provided. This must include verification of 
the appropriate qualifications of those taking the trip or, if a specialist Centre is 
involved, the appropriate license for that Centre. Details must be discussed 
well in advance with the Headmaster prior to any approach being made to the 
boys. 
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Risk Assessment 
 
The management of risk is an essential and integral part of trip planning. It is 
not merely an administrative exercise.  Members of staff responsible on a trip 
are only covered by the school liability insurance if a thorough risk 
assessment exercise has been undertaken, and the measures to control risk 
have been carried out. 
 
The purpose of the risk assessment process is to identify any significant 
hazards posed by the trip and to take measures to remove those risks or 
reduce them to an acceptable level. All staff involved with the trip should take 
part in the planning and risk assessment process. Detailed consideration by 
the team of each stage of the visit, recording appropriate risk management 
practices, will ensure that all situations of potential hazard have been dealt 
with. 
 
All visits, even to known local sites require a risk assessment. A partially 
completed form for this purpose is given in Appendix 8.  If used you should 
indicate with a tick or cross whether the issue is relevant for that particular trip, 
and add a trip-specific risk assessment to the end.  
 
 
The risk assessment should: 
• -identify the hazards and who might be affected by them; 
• determine the severity of each hazard and likelihood of it occurring; 
• -identify what measures need to be put in place to reduce the risk to an 

acceptable level; 
• -be recorded and retained on file 

 
 

The risk assessment should be passed to the Deputy Head (Pastoral) at 
least a week before departure so that it can be agreed. The trip cannot 
take place unless this documentation is complete and approved. 

 
 

When using tour operators or other agencies outside the School to provide the 
whole or part of any visit, then organisers should obtain written assurances 
that appropriate risk assessments have been carried out and safety 
measurers put in place by the organisation concerned. 
 
When taking pupils to a theatre, concert, gallery, etc. the venue should be 
contacted so that their risk assessments can be faxed or emailed to UCS.  It is 
essential that staff responsible for such trips are aware of the emergency 
procedures in place at the venue. 
 
The risk assessment for a trip should be constructed at the same time as the 
itinerary.  Some activities carry with them sufficient risk that they should not 
take place.  Others merely need sensible safeguards, whilst some require no 
more than common sense. 
 
The following structured activity may be useful in helping to make such 
decisions.  For each planned activity allocate a rating for hazard effect and a 
rating for likelihood of occurrence.  Calculate the “risk factor” and conclude. 
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(see overleaf) 
Rating  Hazard Effect (Severity) 
5   Death or permanent disability 
4   Serious injury: long term sickness 
3   3 day injury: temporary disability 
2   Injury requiring medical attention or causing work restriction 
1   Minor injury e.g. bruise/abrasion 
 
Rating  Likelihood of Occurrence (Probability) 
5   Almost certain to happen 
4   Highly probably 
3   Possible: feasible 
2   Possible: might happen 
1   Remote possibility: negligible 
 
Risk Factor (obtained by multiplying the severity by the probability) 
 
16 – 25 Unacceptable risk – activity should not take place 
10 – 15 High Risk – full procedures for minimizing must be in place 
 6 -   9  Medium Risk – plans must be in place to control 
 3 -   5  Low Risk – plan of action should be available if possible 
 1 -   2  Very low risk – no further action required   
 
Having completed the process of risk assessment it is recommended you run 
through the following checklist: 
 
1. Communication Chain:  a clear communication chain is in place to allow 

accurate information to be passed on to parents if necessary, including if a 
late return is anticipated. 

 
2. Emergencies:  the emergency procedure has been read and the document 

will be carried on the trip by the party leader. 
 
3. Insurance:  appropriate insurance arrangements have been made.  See 

Assistant Bursar for guidance. 
 
4. Travel:  all regulations in Section B have been adhered to.  In the event of 

any of transport arrangements failing, indicate which of the following (or 
combinations of the following) will be adopted or provide your own 
procedure. 
• The school contact will be informed and the boys will be supervised 

while alternative transport is sought. 
• The school contact will be informed and the boys will be supervised 

while the organising company is requested to provide alternative 
transport. 

• The school contact will be informed and the next available train / flight 
will be taken. 

• The school contact will be informed and arrangements will be made 
locally for the boys to be accommodated overnight. The journey will be 
continued the following day. 

• Other arrangements (discuss with Deputy Head Pastoral) 
 
5. Passports and EHIC cards:  Passports and EHIC cards should be 

collected before the trip departs and held during the trip by the party 
leader.  Passports and EHIC cards should be checked before the trip 
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departs and returns.  In the event of a passport being lost or entry to 
another country being refused there should be sufficient staff for someone 
to remain with the boy while the problem is resolved. 

 
6. Planned Activities:  In the event of the planned activity being unavailable 

(i.e. closure or adverse weather conditions) indicate which of the following 
(or combinations of the following) will be adopted or provide your own 
procedure. 
• The school contact will be informed and arrangements will be made to 

return to school at the earliest opportunity 
• The following alternative activity is available…………………………. 
• The organising company will provide alternative activities. 

 
7. Accommodation:   In the event of the accommodation proving 

unsatisfactory. 
• The school contact will be informed and arrangements will be made to 

return to school at the earliest opportunity 
• There is sufficient flexibility to seek other accommodation  
• The organising company can assist with the problem 

 
8. Illness / Accident of a boy:  If a boy is taken ill on the trip the following 

courses of action are possible. 
• A local doctor is available at the venue. 
• The parents will be informed and there are sufficient staff to allow the 

boy to be escorted back to school if necessary 
• There is a hospital within ……….. miles 
• The organising company can provide support and assist with the 

problem. 
• Other arrangement……………….. 

 
9. Illness / Accident of a member of staff:  If a member of staff is taken ill on 

the trip the following course of actions are possible: 
• The school contact will be informed and the trip will be terminated and 

the boys will be accompanied back to school 
• There are sufficient staff to allow the trip to continue even if the 

member of staff has to return home 
• The organising company can provide support and assist with the 

problem. 
 
10. Pupil Misbehaviour:  In the event of a boy misbehaving the following will be 

used: 
• The school contact will be informed and the trip will be abandoned 
• There are sufficient staff to ban the pupil from the activity and allow him 

to be supervised elsewhere. 
• There are sufficient staff to accompany the pupil (at his parents 

expense) 
 
11. Unsupervised Time:  The regulations in Section A, §13 must be adhered 

to. 
 
12. Further Details 

• The staff ‘home’ contact is ……………………… 
• A first aid kit will be carried 
• The following member of staff on the trip has a first aid qualification 
• A mobile  phone is available on the trip 
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Emergency Procedure 
Introduction 
Emergency procedures are an essential part of planning a school visit. All 
those involved in the school trip, including accompanying staff, pupils and 
their parents, should be informed of who will take charge in an emergency, the 
named back up cover and what they are expected to do in an emergency. The 
group leader will usually take charge in an emergency and it is their 
responsibility to ensure that emergency procedures are in place and that back 
up cover is arranged. The group leader should liaise with the representative of 
the tour operator if one is being used. 
 
Emergency school contact 
Every trip of the school premises requires an emergency school contact.  The 
emergency school contact’s main responsibility is to link the group with the 
school and the parents and to provide assistance as necessary. The named 
person should have all the necessary information about the visit. The main 
responsibilities of the school emergency contact are: 
 ensuring that the group leader is in control of the emergency and 

establishing if any assistance is required from the school base 
 contacting parents. Details of parents’ contact numbers need to be 

available at all times while the group is on the visit. The school contact 
should act as a link between the group and parents. Parents should be 
kept as well informed as possible at all stages of the emergency 

 liaison with Council. The school contact should act as a link between 
Council and the Chairman of Council and arrange for the group to receive 
assistance, if necessary 

 reporting of the incident, if necessary. Some incidents are reportable under 
the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 (RIDDOR).  

 
If an accident happens 
If an accident happens, the priorities in order are to: 
 assess the situation 
 safeguard the uninjured members of the group 
 inform the emergency services and attend to the casualty 
 inform everyone who needs to know of the incident. 

 
The member of staff in charge of the pupils at the time of the incident should: 
 
1. Establish the nature and extent of the emergency 
 
2. Establish the names of any casualties and seek immediate medical 

attention for them. 
 
3. If there are injuries, attempt to establish their extent, so far as possible, 

and administer appropriate first aid if possible. 
 
4. Establish the name(s) of the injured and call whichever emergency 

services are requested. 
 
5. Make sure all other members of the party are accounted for, safe, and 

looked after. 
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6. Advise all other group members of the incident and that emergency 
procedures are in operation. 

 
7. Ensure that an adult from the party accompanies causalities to hospital. 
 
8. Ensure that the remainder of the party are kept together and are 

adequately supervised throughout and arrange for their early return to 
base. 

 
9. Arrange for one adult to remain at the incident side to liaise with 

emergency services until the incident is over and members of the party are 
accounted for. 

 
10. Notify the police if necessary. 
 
11. Notify the British Embassy/Consulate if abroad. 
 
12. Control access to telephones until contact is made with the Headmaster 

and/or emergency contact and until s/he has had time to contact those 
directly involved. The following details should be passed on to the school 
(Headmaster or emergency contact): 

 Name of member of staff in charge 
 Nature, date and time of incident location of incident 
 Names of casualties and details of their injuries 
 Name of others not involved, so that parents may be reassured 
 Names and telephone numbers of those involved and the action 

taken so far 
 Telephone numbers for future communication. 
 Action taken so far; 
 Action yet to be taken (and by whom) 

 
13. Ensure that the following further action is taken: 

 notify insurers, especially if medical assistance is required (this 
may be done by the school contact) 

 notify the provider/tour operator (this may be done by the school 
contact) 

 ascertain telephone numbers for future calls. Mobile phones, 
though useful, are subject to technical difficulties, and should not 
replace usual communication procedures 

 write down accurately and as soon as possible all relevant facts 
and witness details and preserve any vital evidence 

 keep a written account of all events, times and contacts after the 
incident, and complete an accident report form as soon as 
possible. 

 
The Media 
No-one in the group should speak to the media. Names of those involved in 
the incident should not be given to the media as this could cause distress to 
their families. Media enquiries should be referred to a designated media 
contact in the home area.  No-one in the group should discuss legal liability 
with other parties. 
 
Following an accident 
After a serious incident it is not always possible to assess whether group 
members not injured or directly involved in the incident have been traumatised 
or whether other pupils or members of staff in the school have been affected. 
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In some cases reactions do not surface immediately. It is advisable for all 
those involved in a tragedy to seek professional advice on how to cope with its 
effects. 
 
Appendix 1  −  Minibus Safety Checklist 
 
All items need to be checked before using the minibus. The bus must not be 
driven with pupils unless you are satisfied as a result of these checks that the 
bus is safe to drive. Problems should be reported to the bursary 
 
Satisfactory checks  should be placed in each box. Enter date and signature 
at the end of the form. 
 
Vehicle      Equipment 

Lights  Headlamps   □   Spare Wheel   □ 
  Sidelight □   Tool Kit   □ 

  Brakes □   Jack    □ 

Reversing □   First Aid Kit   □ 

Indicators □   Fire Extinguisher  □ 

Warning □   Mobile Phone  □ 
Windows clean  □    

Wipers clean   □ 

Washers   □    
Documents 

  Road Tax   □ 
Fuel    □   Insurance/Green Card □ 

Radiator Coolant  □   Emergency Contacts □ 

Brake Fluid   □   MOT    □ 

Oil Level   □   Record Book   □ 

Tyres  Pressure □   Emergency Procedure □ 

  Condition □ 

Mirrors Side  □ 

  Rear  □ 
Doors    □ 

Seat Belts   □ 
 



 
Signature:  …………………………………….   Date: ……………………………. 
  

 
Appendix 2 

 
UNIVERSITY COLLEGE SCHOOL 

SCHOOL TRIP PARENTAL CONSENT FORM 
 
Pupil’s Name: ……………………………………………………………….….
   
Date of Birth: ……………………….………      Form……………. 
 
Trip Destination:  ………………………………………….………………………. 
 
Date(s) of Trip: ………………………………….………………………………. 
 
Trip Leader:  …………………………….……………………………………. 
 
Emergency Contact Details: 
 
 Father Mother  

  Home telephone  
 Work telephone  

 
 Mobile telephone  

 
 Other  

 
   

Pupil's home 
address 

 
 
 
 
 

 
Please give a further emergency contact number in case contact with parents 
proves impossible: 
 
Name of Contact:  ………………………..………………………………… 
  
Relationship to Pupil:     ……………………..…………………………………… 
 
Telephone Number: ……………..…………………………………… 
 
 

 
Special dietary 
requirements 

 
 
 

Activities in which your 
son/daughter may not 
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participate  
 

 
Medical Information 

 
Please give details of any 
medical condition (epilepsy, 
asthma, diabetes, heart 
condition, etc) 

 
 
 
 

Please give details of allergies 
to any medication, and any 
other allergies 

 
 
 
 

Please give details of 
medication your son/daughter 
may require during the course 
of the day 

 
 
 
 

Does your son/daughter 
routinely carry an epipen for 
anaphalaxis? 

 
 
 

Please give the date of the most 
recent tetanus injection  

 
 
 

Please give the name and 
telephone number of the family 
doctor:   

 
 
 
 
 

 
Please note that, for trips within the European Economic Area or 
Switzerland, pupils must carry a valid EHIC card [available from 
www.ehic.org] 
  
 
I hereby consent to the attendance of my son/daughter on the above school 
trip.  I recognise that the accompanying member(s) of staff will be responsible 
for his/her supervision and care as far as can be reasonably expected.  My 
son/daughter appreciates that any misbehaviour on a school trip will be 
treated as if it had occurred at school, and that, if the behaviour is seriously 
unacceptable, s/he may be sent home.  I am aware that, in such cases, 
refunds will not be offered and parents will be deemed responsible for any 
additional expenses incurred by the school as a consequence of their 
son’s/daughter's behaviour. 
 
In the event of my son/daughter requiring urgent or emergency medical 
treatment, including immunisations, surgery or blood transfusion, I understand 
that every effort will be made by the trip leader to make contact with me.  If 
this proves impossible I consent that the trip leader may give permission for 
my son/daughter to undergo such treatment as is considered necessary by 
the medical authorities present. 
 
I will inform the Trip Leader as soon as possible of any changes in the medical 
or other circumstances between now and the commencement of the trip. 
 
Signed: ……………………………………………… (Parent/Guardian) 
 

http://www.ehic.org/


Date:  ……………………………………………… 
 

 
 

UNIVERSITY COLLEGE SCHOOL 
PUPIL CODE OF CONDUCT FORM 

 
 
 
 I (name),  ………………………………………………………….  understand and 
agree to the following code of behaviour: 
 
I will… 

 Listen to, and follow, instructions from members of UCS staff, staff at 
the venue(s) of the trip/visit, and staff responsible for transport (airline, 
train, coach, ferry, etc) 

 Behave in a courteous, respectful and respectable manner throughout 
the trip/visit 

 Dress respectably and responsibly and be sensitive to the customs and 
codes of conduct of the destination of the trip/visit 

 Look out for anything that might hurt or threaten myself or anyone in 
the group, and report it to a member of staff 

 Remain always in a group, and always within given geographical 
boundaries, as directed by the accompanying member(s) of UCS staff  

 Return to base promptly at the times given by the accompanying 
member(s) of UCS staff  

 
I will not… 

 Take any unnecessary risks or behave in such a way as to endanger 
myself or others 

 Smoke or take drugs, or have cigarettes or drugs in my possession 
 Drink or buy alcohol, except as specified in the agreement made with 

my parents or guardian 
 Carry / buy a knife or weapon of any sort, any explosive material, or 

anything which could cause a fire 
 
Pupil’s Signature:  ………………..………………………….. 
 
 
I have discussed the Code of Conduct with my son/daughter. I understand 
that if the Headmaster has reason to think that s/he will not observe the Code 
of Conduct, s/he will not be allowed to participate in the visit, in which case I 
will be liable for any cancellation costs incurred. My son/daughter fully 
understands that if s/he does not observe the above Code s/he may be 
returned home at my expense. 
 
 
Signature of parent/guardian: ………………..………………………….. 
 
 
Name of parent/guardian:  ………………..……………………………... 
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Appendix 3  −  Letters to Parents 
 
 
Daytime trips 
 
The letter to parents for a daytime trip should include the following – though 
not necessarily in this order. 
• An invitation to join the trip. 
• Which group of boys are being taken?  
• The destination. 
• The date of the trip. 
• The time of departure and return. 
• The cost – if any will be incurred. 
• Incidental money that he will need to cover the costs of meals, travel etc or 

the alternative arrangements that will be made for these items. 
• The reason for the trip. 
• The staff who will be accompanying the trip. 
• The level of supervision – and the arrangements if they are not always 

under the direction of staff.  This includes possible dismissal from, say, a 
theatre in London rather than being accompanied back to school 

• Any equipment or clothing that will be needed. 
• The arrangements for payment (which should be determined in 

conjunction with the bursary). 
 
The parents should also be required to return their consent acknowledging the 
arrangements as specified. 
 
 
Overnight Trips and Trips Abroad 
 
The letter to parents for an overnight trip should include the following – though 
not necessarily in this order. 
• An invitation to join the trip. 
• Which group of boys are being taken? 
• The destination. 
• The date of the trip. 
• The time of departure and return. 
• The accommodation arrangements. 
• The cost and what is included for the cost. 
• Any incidental money that he will need to cover the costs of meals, travel 

or other personal items etc. 
• The reason for the trip. 
• The staff who will be accompanying the trip. 
• The level of supervision – and the arrangements if they are not always 

under the direction of staff. 
• Any equipment or clothing that will be needed. 
• Insurance arrangements and either a copy of the policy or a summary of 

the cover. 
• The need for passports and visas. 
• Any inoculations that are required. 
• The medical arrangements that are available at the destination (e.g. if 

there is a local doctor or hospital). 
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• The arrangements for payment (which should be determined in 
conjunction with the bursary).  

• Information about meetings for parents that will be held prior to departure 
on the trip. 

 
It is probable that two letters may be required but the points above should be 
covered in sufficient time to allow a parent to withdraw their son without 
penalty if any concerns emerge that cannot be resolved. If the consumption of 
alcohol will be allowed in accordance with the school’s policy, then parental 
permission must be obtained 
 
The parents either at the initial stage or as soon as the details are confirmed 
should be required to complete 
• The parental consent form. 
• In conjunction with their son, the code of conduct agreement. 
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Appendix 4  −  School Policy on Alcohol, Tobacco and Drugs 
 
 
Alcohol 
 
The School’s policy is that JB pupils should not consume any alcohol on 
school trips. The guidelines are as follows: 

 
1 Students must not purchase, have in their possession, or consume, any 

form of alcohol. 
 
2 All students must, without question, accept and obey any instruction given 

to them by a member of staff, not to drink or to cease drinking alcohol, 
regardless of any consent given by parents. 

 
Tobacco 
 
Smoking is banned on all school trips 
 
Other Drugs 
 
The possession or use of any drug, other than one medically prescribed, pre-
advice of which should be given to the member of staff in charge of the trip, is 
totally banned. 
 
Sanctions 

 
If any breach of the above guidelines relating to alcohol, tobacco and other 
drugs occurs, the party leader must apply an appropriate sanction and 
consider whether the boy should be sent home at the parents' expense. 

 
Parents should be asked to discourage pupils from bringing back alcoholic 
gifts from visits abroad. Importing alcohol into the UK is illegal for those under 
the age of 17. 
 
 
 
 



 
 

  

Appendix 5  −  Out-of-School Trip 
Request 

 
 
 This form must be completed as fully as possible for all occasions on 

which pupils are taken off the school site with members of the teaching 
staff  in loco parentis, other than for agreed sporting fixtures. 

 
 Please refer to the booklet “Procedures For Activities Off The School 

Premises” for details of documentation required, regulations and risk 
assessment. Copies may be obtained from the Deputy Head (Pastoral). 

 
 A list of all pupils involved, together with their form, must accompany this 

form.   
 
 A thorough risk assessment for school trips must be passed to the Deputy 

Head (Pastoral) for signing before the trip may leave.   
 
This form should be placed in the Deputy Head (Pastoral)’s pigeonhole.  
The form will be returned as soon as the trip has been agreed. 
 
 
Organiser:      Date(s): 
 
 
Departure Time:     Estimated Return Time: 
 
 
Years/forms/classes involved:    Number of pupils:  
  
  
Place(s) to be visited (including accommodation address & telephone 
number if relevant):  
 

 
 
 
 
 
 
 

 
Objective of trip: 
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Activities in which pupils may be involved: 
 

 
 
 
 
 
 
 

 
Name, address & telephone number of holiday or travel firm involved (if 
relevant) 
 

 
 
 
 
 
 
 
 
Name of contact at this firm: 

 
Transport arrangements (give mode of transport & named drivers or 
company as relevant): 
 

 
 
 
 
 
 
 
 
 

 
Total cost per pupil & method of financing (school bill, cheque, …): 
 

 
 
 
 

 
Names of accompanying staff and other adults: 
 
1.    5.    9.    
 
2.    6.    10. 
 
3.    7.     
 
4.    8.    
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BUDGET 

 
 Please consult the Deputy Head (Pastoral) or Finance Bursar if you have 

any queries about budgeting for the trip. 
 
 All expenses should be given in pounds sterling, seeking guidance 

regarding exchange rates from the Finance Bursar. 
 
Number of Attendees: 
 

Teaching Staff    ……….…… 
 

Pupils   ……..…….. 
 

Other (please specify) ……..…….. 
 
Number of Free Places:  ……..…….. 
 
 
Expenses:      Per Head       Number             Total 
 
 Travel – Air    …..…...……  ×  ……...…..…  = …………..… 
 
 Travel – Ferry   …..…...……  ×  ……...…..…  = …………..… 
 
 Travel – Train   …..…...……  ×  ……...…..…  = …………..… 
 
 Travel – Coach  …..…...……  ×  ……...…..…  = …………..… 
 
 Accommodation  …..…...……  ×  ……...…..…  = …………..… 
 
 Meals    …..…...……  ×  ……...…..…  = …………..… 
 
 Courses   …..…...……  ×  ……...…..…  = …………..… 
 
 Tours    …..…...……  ×  ……...…..…  = …………..… 
 
 Activities   …..…...……  ×  ……...…..…  = …………..… 
 
 Other (please detail) …..…...……  ×  ……...…..…  = …………..… 
 
 Insurance       £100.00 
 
 Contingency  (to be agreed with Deputy Head (Pastoral))  £            
 
  

 
Total:    ______________ 

    
 

Cost per pupil:  ______________ 
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For trips not financed by adding charges to the school bill, eg trips 
abroad: 
 

 
 
Deposit: ………..……  Date Required:    ……..……… 
 
 
Balance: ………..……  Date Required:    ……..……… 
 
 

 
 
Please give approximate timings of payments to be made to tour 
operators, airlines, etc.  
 

 
 
 
 
 

 
 
At what stage do pupils cancelling their attendance on the trip lose their 
deposit? 
 

 
 
 
 
 

 
 
 
Confirmation that the trip may go ahead 
 
I have studied this application and am satisfied with all aspects including the 
planning, organisation and staffing of this visit. Approval is given. 
 
Please ensure that I have all relevant information including a final list of group 
members, details on parental consent and a detailed itinerary at least 7 days 
before the party is due to leave. 
 
The final risk assessment document, together with details of any incidents, 
should be with me as soon as possible but no later than 7 days after the party 
returns. 
 
 
 
Trip Authorised:   …………………….………….….…  Date: ………….. 

Deputy Head (Pastoral)  
 
 
Budget Approved:   …………………….………….….…  Date:………….. 

Finance Bursar 
 



 
 

UCS Junior Branch 
 

INTERNET POLICY 
 

(Electronic Communication Policy, E-Safety) 
 
 
Parents are asked to satisfy themselves that they have adequate protection 
on their home computers if children ever have unsupervised access. Some 
unscrupulous people seem to be intent on breaking down the barriers that we, 
as responsible adults, put up to protect our children. 
 

• Children and staff will never reveal their personal details or home 
address and telephone numbers on the web or in dialogue with other 
Internet users. 

 
• Children and staff must not reveal their password to anyone, not even 

a best friend. 
 

• All e-mail to classes will be moderated by the class teacher. 
 

• Children will not engage in conversation or dialogue with other users 
on the Internet without permission or supervision from their teacher. 

 
• Children are only allowed to use the provided links by themselves.   

The free use of Search Engines is not permitted, unless in the 
presence of a teacher or other adult in the school. 

 
• The Search Engines used by children at UCS all offer a filtered list of 

links, such as Yahooligans. 
 

• Any child finding himself uncomfortable or upset by anything he 
discovers on the Internet will report it to a teacher immediately. 

 
• Downloading of files is restricted to staff, or children under supervision. 

 
• Children have no access to Newsgroups. 

 
• All Internet access at UCS Junior Branch is filtered through a proxy 

server to screen undesirable sites at source. 
 

• UCS Junior Branch reserves the right to make a detailed log of 
children’s access to sites on the Internet. 



 
 
The school invites parents to apply for Internet access for their son at school 
by letter when they join the Junior Branch. The Headmaster’s letter and 
parent/pupil reply follow this policy. 
 
SEM 08.08.11 
 



University College School Junior Branch 
11 Holly Hill London NW3 6QN 

 

 
 

Dear Parent, 
 
As the parent or legal guardian of the pupil signing above, I grant permission 
for my son to use electronic mail and the Internet. I understand that pupils will 
be held accountable for their own actions.   I also understand that some 
material on the Internet may be objectionable and I accept responsibility for 
setting standards for my son to follow when selecting, sharing and exploring 
information and media. 
 
 
Parent’s signature___________________________________ 
 
Date 

 
 
 
Pupil 
 
As a school user of the Internet, I agree to comply with the rules on its use.   I 
will use the school network in a responsible way and observe all the 
restrictions explained to me by the school. 
 
Pupil’s Name         Form_______ 
 
 
Pupil’s signature  
 
 
Date 
 
 
Please complete and return this form to the School Office. 
 
 
 
 
 
 
 
Dear Parents, 



 
Internet Access for Pupils 
 
As part of the school’s ICT programme, we offer pupils 
supervised access to the Internet.   Before the school allows 
students to use the Internet they must obtain parental 
permission.   Both you and your son should sign and return the 
enclosed form as evidence of your approval and his acceptance 
of the rules. 
 
Various projects have proven the educational benefits of 
Internet access, which will enable pupils to explore thousands of 
libraries, databases and bulletin boards.   Although Internet use 
is supervised in our school, families will wish to be aware that 
some pupils may find ways to access material that is inaccurate, 
defamatory, illegal or potentially offensive to some people.   We 
believe that the benefits to pupils from access to the Internet, in 
the form of information resources and opportunities for 
collaboration, exceed any disadvantages.   However, as with 
any other area, parents and guardians of minors are 
responsible for setting and conveying the standards that their 
children should follow when using media and information 
sources.   The school, therefore, supports and respects each 
family’s right to decide whether or not to apply for access. 
 
At school, teachers will guide students towards appropriate 
material. Please let me know if you think your son has gained 
access to an undesirable site so that we can block any future 
access.    At home, families bear the same responsibility for 
guidance as they exercise with other information sources such 
as television, telephones, films and radio.    
 
I enclose a copy of the Rules for Responsible Internet Use that 
we operate at UCS Junior Branch.   Should you wish to discuss 
any aspect of Internet Use, you are welcome to telephone to 
arrange an appointment. 
 
To support your son’s application for access to the Internet, 
please complete the enclosed form and return it to the School 
Office before the start of the Autumn Term. 
 
Yours sincerely, 
 

 
 



UCS Junior Branch 
 

ENGLISH AS AN ADDITIONAL LANGUAGE (EAL) STATEMENT 
 

Context: 
 
UCS is a selective and academic school which requires of its pupils at least 
average attainment in spoken and written English in order to fulfil its entrance 
criteria. With this in mind, EAL pupils are generally able to access the 
curriculum on entry to the school at 7+ or 8+ and there is currently no need for 
an EMAG teacher or specialist EAL groups.  
 
The backgrounds of pupils at UCS mean that the needs of its EAL pupils are 
most frequently higher order language needs such as higher order reading 
and listening comprehension skills and the need to use more sophisticated 
vocabulary and syntax in speaking and writing. 
 
Ethos: 
 
The school provides an education that acknowledges and is enriched by the 
diversity of ethnicity, culture and faith of its pupils. We believe that the 
curriculum should reflect this diversity and that successful education is 
achieved by sharing the experiences and cultural backgrounds of all children. 
 
Equality of access to the curriculum for all pupils, including those for whom 
English is an additional language, is ensured through classroom differentiation 
and careful monitoring.  
 
Aims and Values: 
 
To ensure that the language and learning needs of individual pupils are 
clearly identified and provided for. 
 
To enable pupils to gain full access to the curriculum and develop strategies 
to overcome any obstacles that might prevent them from achieving their full 
potential. 
 
To ensure the achievement of pupils who have English as an additional 
language through a clear system of targeting, tracking and monitoring 
individual progress. 
 
Implementation, identification, monitoring and assessment: 
 
Parents are asked to inform the school of any language needs or abilities their 
child may have on entry to school. 



 
Entrance examinations, baseline assessments and other associated 
assessments enable the school to identify the needs of any EAL pupils. 
Parents are contacted, advice is given and regular contact is maintained 
thereafter. 
 
Differentiation in lessons through task and with teacher marking reflects EAL 
pupil needs and specific targets are set for long term language improvement. 
 
The school librarian works closely with parents when asked to provide 
relevant language resources. 
 
Pastoral staff, in conjunction with subject teachers, will undertake 
collaborative planning if necessary on classroom strategies to support and 
include newly arrived pupils. 
 
Monitoring EAL learners’ progress and development is shared between the 
pupil’s Form Teacher, the Deputy Head (Pastoral) and Learning Support. 
Individual pupil profiles are kept updated with termly assessment tasks in 
English, maths and Science, which indicate children’s progress and identify 
areas for development. 
 
If concerns about language acquisition persist after one or two terms, a 
referral to Learning Support will be made and further monitoring or individual 
help will be given. (See Learning Support Policy.) 
 
Classroom Practice: 
 
Teachers at UCS have high expectations of all pupils regardless of ethnicity, 
and, wherever possible, tasks are based around the same curriculum area as 
the rest of the class. 
 
The demands of the curriculum are analysed and differentiation and support 
are provided appropriately.  
 
If necessary, access to meaning would be provided by presenting and 
introducing topics with visual support for key concepts whenever possible. 
(Videos, pictures, objects.) 
 
Practice and development in spoken English is encouraged through 
collaborative activities that involve talk such as PSHE, thinking groups, 
partner work, circle time and form time. 
 
New children are paired up with a buddy in the classroom. 
 
Children are grouped strategically for different activities. 
 
Teachers keep parents regularly informed about pupil’s progress both 
informally at the end of the day, by email, at parents’ evenings and through 
the reporting system.  



 
Learning Support: 
 
EAL Pupils are initially given 2 terms to settle into the school routine using the 
classroom differentiation and monitoring strategies described above before 
there is any direct Learning Support intervention. If, after this period there is a 
concern regarding language processing a referral to Learning Support will be 
made and an assessment within the Learning Support system will take place. 
If necessary a short series of individual sessions to work on a particular 
aspect of language E.g. inferential comprehension or vocabulary extension 
may be arranged or if wider difficulties are suspected, outside specialist help 
may be recommended. The provision of support will be decided upon through 
consultation with the Form Teacher, Learning Support Co-ordinator and 
Deputy Head (Pastoral) on an individual basis and will be jointly reviewed on 
a regular basis. 
 
 

Written by Mark Albini and Sarah Miller on the 23/09/09 and updated on 
the 30/08/11. 

 
For up-to-date names and numbers of pupils with EAL at the school, 
along with a list of bilingual pupils and pupils fluent in another 
language, please see the school database. 
 
 
 
 
  



UCS Junior Branch 
 

ENRICHMENT STATEMENT 
 

Aims: 
 
The Junior Branch of University College School is fully committed to providing 
its pupils with learning experiences that go beyond the National Curriculum. 
Throughout a given academic year, a whole series of challenging enrichment 
activities for all year groups within an already broad curriculum are aimed to 
inspire our pupils to enjoy learning, encourage curiosity and to foster creativity 
with regard to thinking and problem solving.  
 
Introduction and Notes for Teachers:  
 
Enrichment has been variously described as  
• ‘A higher quality of work than the norm for the age group  
• Work covered in more depth  
• A broadening of the learning experience  
• Promoting a higher level of thinking  
• The inclusion of additional subject areas and/or activities  
• The use of supplementary materials beyond the normal range of resources.’  
(Teare, 1997).  
  
As such, it is a form of differentiation. It can also overlap, in many contexts, 
with the associated notion of extension.  
  
Extension provides opportunities for accelerated progress, and access to new 
and more challenging concepts or content. Enrichment might be said to 
involve staying with a theme, subject or skill and developing it in depth; 
‘rounding out’ the basic curriculum subjects with a wider context; relating 
learning to new areas; and/or providing pupils with experiences outside the 
‘regular’ curriculum (breadth). Many activities involve both.   
  
Thus when the two combine, enriched and extended development in the able 
child could be likened to a ‘two-way stretch’ (Eyre and Marjoram, 1990).  
 
At the Junior Branch of University College School, we believe that enrichment 
is ‘not a supplementary diet which depends on whether there is enough 
money for ‘extra’ material and tuition’. (Freeman, 1998)  We believe that it 
should always be integrated with whole-school provision not just for the highly 
able, but for pupils of all abilities. We believe that opportunities for enrichment 
of all kinds should be created in the classroom as well as beyond lesson time, 
in school as well as outside it.  
 



For the last four academic years, Year 6 pupils have experienced a new 
‘Enriched Curriculum’ for the remaining weeks of the school year after they 
have sat their end of year examinations. Please see last year’s programme at 
the end of this policy. 
 
Below is a selection of the Enrichment Activities undertaken across the 
school during academic year 2008 – 2009. Please note that these 
activities occurred in addition to the wide range of sports, clubs and 
activities that pupils already do: 
 
(Note: Please also see the list of Educational Visits and Visitors to School and 
list of Clubs and Activities for further details. Also, a section has been written 
into all subject handbooks providing more detail about enrichment and visits in 
each subject.) 
 
Year 3:  
Puzzle Day, organized by an outside agency 
 
Year 3 trip to the Living Rainforest 
 
All Year 3 pupils perform in full costume drama production of Beauty and the 
Beast 
 
Year 3/4 instrumental concert for parents in the school hall 
 
Year 3 visit Legoland 
 
 
Year 4:  
A Year 4 parent talks to Years 3 and 4 about painting and art  
 
Quantum Theatre visit school to give a science performance to Year 4 on the 
Earth in Space 
 
Thinking Sessions 
 
Year 3/4 instrumental concert for parents in the school hall 
 
All Year 4 pupils perform a full-dress drama production for parents of ‘Jack 
and the Beanstalk and Daisy the Cow’ in the JB Theatre 
 
Year 4 visit the Cuffley Outdoor Centre to undertake maths and geography 
cross-curricular activities 
 
 
Year 5: 
Year 5 pupils present the products they manufactured in D&T lessons to a 
‘Dragon’s Den’ panel of Senior School D&T teachers 
 
A Year 5 mother demonstrates Bollywood Dancing to the whole of Year 5 



 
Year 5 visit the Veralanium in St. Albans 
 
Year 5/6 instrumental concert for parents in the school hall 
 
Year 5 pupils visit Lords to watch a one-day international 
 
Year 5 see The Tempest at Regents Park 
Visiting artist works with class 5C to produce paintings for an exhibition to be 
held at the South Bank 
 
 
Year 6:  
The whole of Year 6 visit the Kingswood Centre in Norfolk for a one week 
residential field course where pupils undertake geography and science field 
studies and a large number of outdoor activities include wall-climbing, 
abseiling, quad bike driving, etc. etc.  
 
Year 5/6 instrumental concert for parents in the school hall 
 
Under 11 Rugby Teams trained by Saracens Rugby Club players before 
playing in the Saracens Rugby Tournament.  
 
Under 11 Residential Rugby Tour of Somerset 
 
Under 11 Rugby Team play in tournament at Wembley Stadium then stay on 
to watch the Barbarians vs Australia 
 
Debating Competition – cross-curricular, independent research for a debate  
on ‘Who was the greatest general that ever lived?’ 
 
Winners of the ‘Dental Hygiene Presentation’ competition present their 
Powerpoint presentations to the whole of Year 3 
 
St. John’s Ambulance personnel talk to Year 6 pupils in their PSHE lessons 
 
Year 6 visit Chessington World of Adventures 
 
Year 6 classes each perform The Canterbury Tales at the Dyne Theatre at 
Senior School 
 
Selected Year 6 pupils attend Able Writers’ Workshop days at North London 
Collegiate School 
 
Year 6 attend Senior School for a Science Lecture by teaching staff 
 
Year 6 visit the Science Museum and iMax Theatre 
 
World War II Day sees Year 6 pupils dress in 1940s clothing and undertake a 
variety of different activities with an outside expert’s help 



 
Under 11 Cricket Team visit Lords to meet the Sri Lankan and West Indies 
20/20 cricket teams 
 
PC James Day (Camden Police) visits Year 6 in their PSHE lessons to talk 
about street safety 
 
Year 6 begin their post-exam Enrichment Programme of activities 
 
Year 6 invite their Grandparents in to school for tea, cakes, a tour of the 
school and a performance by the choir 
 
Year 6 present their short films (commercials) to parents in the Film Awards 
afternoon in the school hall 
 
Year 6 pupils visit Senior School for a welcome morning at their new school 
 
 
Whole School:  
 
Fund raising for the MacMillan Nurses Charity, Community Action Week – 
raising money for a variety of different charities, Spellathon for the NSPCC – 
raised £5000, Jeans for Genes Day, Carol Singing at St. Mary’s Hospice, Red 
Nose Day 
 
Sustainability Assembly for the whole school 
 
Sports Day – all pupils compete in house athletics competitions 
 
Fun Day – follows sports day – inflatables and various games for pupils and 
their families 
 
Fencing Club Tournament against other schools and clubs 
 
Opportunities for pupils to show prospective parents around the school on 
several open evenings  
 
Whole School Poetry Competition, judged by Senior School English teachers 
 
AA Driving School demonstration to pupils 
 
External Music Grading Examinations across the school 
 
Staff Pantomime to entertain the whole school 
 
Christmas Lunch 
 
Final Celebration Assembly for the award of certificates etc. 
 
Chess Competitions against other schools including the National Finals 



 
World Book Day – theme of The Circus – whole day of circus related activities 
 
An Arctic Explorer visits the JB to talk to the whole school in assembly about 
his forthcoming expedition to the North Pole - with a JB boy’s father 
 
Whole School Assembly live-links to the North Pole and questions a parent on 
an expedition 
 
Science Day – a visiting scientist from the MadScience organization 
entertains the whole school in two sessions 
Science Week sees the whole school take part in specially arranged 
practicals 
 
World Maths Day sees pupils from ALL classes compete in an on-line maths 
competition against pupils from all over the world 
 
Book Fair twice per year in the school hall 
 
French Day across the school 
 
Whole School performs in an evening Music Concert for parents in the Great 
Hall at Senior School. Includes full orchestra, various instrumental ensembles, 
choirs in two age groups and whole year vocal performances 
 
Exhibition of Pupils’ Work for parents all around the school 
 
Contemporary Concert (featuring the school’s rock musicians) for parents in 
the school hall 
 
Prize Day – a celebration of the pupils’ achievements throughout the year – 
held on the last day of term in the Great Hall at Senior School. 
 

______________ 
 

Below is a selection of the Enrichment Activities undertaken across the 
school during academic year 2009 – 2010. Please note that these 
activities occurred in addition to the wide range of sports, clubs and 
activities that pupils already do: 
 
Year 3:  
Puzzle Day, organized by an outside agency 
 
Year 3 trip to the Living Rainforest 
 
All Year 3 pupils perform in full costume drama production of Cinderella 
 
ALL pupils in Years 3, 4, 5 and 6 perform the annual school music concert for 
parents in the Great Hall at Senior School Whole School. This includes full 
orchestra, various instrumental ensembles, choirs in two age groups and 



whole year vocal performances 
 
Year 3/4 instrumental concert for parents in the Junior Branch Hall 
 
Year 3 visit Legoland 
 
Whole School takes part in Science Week where they undertake special 
practical activities in their science lessons outside of the normal syllabus 
 
Year 3 visit Hatfield House for an all day History trip 
 
ALL pupils watch the staff pantomime 
 
Whole School takes part in and dresses up for World Book Day on the theme 
of Africa 
 
Whole School takes part in World Maths Day in which our pupils challenge 
pupils from schools all over the world in a variety of maths problems 
 
Fund raising for the MacMillan Nurses Charity, Community Action Week – 
raising money for a variety of different charities, Spellathon for the NSPCC – 
raised £5000, Jeans for Genes Day, Carol Singing at St. Mary’s Hospice, Red 
Nose Day 
 
Sustainability Assembly for the whole school 
 
Sports Day – all pupils compete in house athletics competitions 
 
Fun Day – follows sports day – inflatables and various games for pupils and 
their families 
 
Whole School Poetry Competition, judged by Senior School English teachers 
 
External Music Grading Examinations across the school 
 
Christmas Lunch 
 
Final Celebration Assembly for the award of certificates etc. 
 
Book Fair twice per year in the school hall 
 
Whole school takes part in French Day where pupils dress up for the day, 
have a French lunch, play boules and undertake various French activities 
throughout the day 
 
Exhibition of Pupils’ Work for parents all around the school 
 
Prize Day – a celebration of the pupils’ achievements throughout the year – 
held on the last day of term in the Great Hall at Senior School. 
 



 
 
 
 
 
Year 4:  
Quantum Theatre visit school to give a science performance to Year 4 on the 
Earth in Space 
 
ALL pupils in Years 3, 4, 5 and 6 perform the annual school music concert for 
parents in the Great Hall at Senior School Whole School. This includes full 
orchestra, various instrumental ensembles, choirs in two age groups and 
whole year vocal performances 
 
Year 3/4 instrumental concert for parents in the school hall 
 
Whole School takes part in World Maths Day in which our pupils challenge 
pupils from schools all over the world in a variety of maths problems 
 
All Year 4 pupils perform a full-dress drama production for parents of ‘Captain 
Hook and Daisy the Cow’ in the JB Theatre 
 
Year 4 visit the Cuffley Outdoor Centre to undertake maths and geography 
cross-curricular activities 
 
Selected pupils take part in the Year 4/5 swimming gala 
 
Whole School takes part in and dresses up for World Book Day on the theme 
of Africa 
 
ALL pupils watch the staff pantomime 
 
Whole School takes part in Science Week where they undertake special 
practical activities in their science lessons outside of the normal syllabus 
 
Fund raising for the MacMillan Nurses Charity, Community Action Week – 
raising money for a variety of different charities, Spellathon for the NSPCC – 
raised £5000, Jeans for Genes Day, Carol Singing at St. Mary’s Hospice, Red 
Nose Day 
 
Sustainability Assembly for the whole school 
 
Sports Day – all pupils compete in house athletics competitions 
 
Fun Day – follows sports day – inflatables and various games for pupils and 
their families 
 
Whole School Poetry Competition, judged by Senior School English teachers 
 
External Music Grading Examinations across the school 



 
Christmas Lunch 
 
Final Celebration Assembly for the award of certificates etc. 
 
Book Fair twice per year in the school hall 
 
Whole school takes part in French Day where pupils dress up for the day, 
have a French lunch, play boules and undertake various French activities 
throughout the day 
 
Exhibition of Pupils’ Work for parents all around the school 
 
Prize Day – a celebration of the pupils’ achievements throughout the year – 
held on the last day of term in the Great Hall at Senior School. 
 
 
Year 5: 
Year 5 pupils present the products they manufactured in D&T lessons to a 
‘Dragon’s Den’ panel of Senior School D&T teachers 
 
Year 5 visit the Design Museum for workshops and tours 
 
ALL pupils in Years 3, 4, 5 and 6 perform the annual school music concert for 
parents in the Great Hall at Senior School Whole School. This includes full 
orchestra, various instrumental ensembles, choirs in two age groups and 
whole year vocal performances 
 
Year 5 visit the Veralanium in St. Albans 
 
Year 5/6 instrumental concert for parents in the Junior Branch Hall 
 
Whole School takes part in World Maths Day in which our pupils challenge 
pupils from schools all over the world in a variety of maths problems 
 
Selected pupils take part in the Year 4/5 swimming gala 
 
Year 5 perform French/Drama cross-curricular plays as class sets on 
successive afternoons 
 
ALL pupils watch the staff pantomime 
 
Whole School takes part in and dresses up for World Book Day on the theme 
of Africa 
 
Whole School takes part in Science Week where they undertake special 
practical activities in their science lessons outside of the normal syllabus 
 
Year 5 visit Kew Gardens for science work 
 



Whole school takes part in French Day where pupils dress up for the day, 
have a French lunch, play boules and undertake various French activities 
throughout the day 
 
 
 
Year 6:  
The whole of Year 6 visit the Kingswood Centre in Norfolk for a one-week 
residential field course where pupils undertake geography and science field 
studies and a large number of outdoor activities include wall climbing, 
abseiling, quad bike driving, etc. etc.  
 
ALL Year 6 pupils receive Childline training after a visit by Esther Rantzen  
 
Year 5/6 instrumental concert for parents in the Junior Branch Hall 
 
Whole School takes part in and dresses up for World Book Day on the theme 
of Africa 
 
Whole School takes part in World Maths Day in which our pupils challenge 
pupils from schools all over the world in a variety of maths problems 
 
ALL pupils in Years 3, 4, 5 and 6 perform the annual school music concert for 
parents in the Great Hall at Senior School Whole School. This includes full 
orchestra, various instrumental ensembles, choirs in two age groups and 
whole year vocal performances 
 
Under 11 Residential Rugby Tour of Somerset 
 
Debating Competition – cross-curricular, independent research for a debate  
on ‘Which was the Greatest Speech Ever Made?’ 
 
Winners of the ‘Dental Hygiene Presentation’ competition present their 
Powerpoint presentations to the whole of Year 3 
 
Year 6 visit Chessington World of Adventures 
 
Year 6 classes each perform The Tempest at the Dyne Theatre at Senior 
School 
 
Selected Year 6 pupils attend Able Writers’ Workshop days at North London 
Collegiate School 
 
Year 6 attend Senior School for a Science Lecture by teaching staff 
 
Year 6 visit the Science Museum and iMax Theatre 
 
World War II Day sees Year 6 pupils dress in 1940s clothing and undertake a 
variety of different activities with an outside expert’s help 
 



Under 11 Cricket Team go on a residential cricket tour of Somerset, playing 
schools such as Clifton College 
 
PC James Day (Camden Police) visits Year 6 in their PSHE lessons to talk 
about street safety 
 
Year 6 begin their post-exam Enrichment Programme of activities 
 
Year 6 invite their Grandparents in to school for tea, cakes, a tour of the 
school and a performance by the choir 
 
ALL pupils watch the staff pantomime 
 
Year 6 present their short films to parents in the Film Awards afternoon in the 
school hall – awards presented by Melanie Sykes!!!! 
 
Year 6 pupils visit Senior School for a welcome morning at their new school 
 
Whole School takes part in Science Week where they undertake special 
practical activities in their science lessons outside of the normal syllabus 
 
A Year 6 history class are visited by one of the pupil’s grandparents who was 
an evacuee in the Second World War. He spoke to them at length about his 
experiences in wartime Britain. 
 
 
Below is a selection of the Enrichment Activities undertaken across the 
school during academic year 2010 – 2011. Please note that these 
activities occurred in addition to the wide range of sports, clubs and 
activities that pupils already do: 
 
Year 3:  
Puzzle Day, organized by an outside agency 
 
Year 3 trip to the Living Rainforest 
 
All Year 3 pupils perform in full costume drama production of Charlie and the 
Chocolate Factory 
 
ALL pupils in Years 3, 4, 5 and 6 perform the annual school music concert for 
parents in the Great Hall at Senior School Whole School. This includes full 
orchestra, various instrumental ensembles, choirs in two age groups and 
whole year vocal performances 
 
Year 3/4 instrumental concert for parents in the Junior Branch Hall 
 
Year 3 visit Legoland 
 
Whole School takes part in Science Week where they undertake special 
practical activities in their science lessons outside of the normal syllabus 



 
Year 3 visit Hatfield House for an all day History trip 
 
ALL pupils watch the staff pantomime 
 
Whole School takes part in and dresses up for World Book Day on the theme 
of Comic Strip Superheroes 
 
Whole School takes part in World Maths Day in which our pupils challenge 
pupils from schools all over the world in a variety of maths problems 
 
Fund raising for the MacMillan Nurses Charity, Community Action Week – 
raising money for a variety of different charities, Spellathon for the NSPCC – 
raised £5000, Jeans for Genes Day, Carol Singing outside Hampstead Tube 
 
Sustainability Assembly for the whole school 
 
Sports Day – all pupils compete in house athletics competitions 
 
Fun Day – follows sports day – inflatables and various games for pupils and 
their families 
 
Whole School Poetry Competition, judged by Senior School Head of English 
 
External Music Grading Examinations across the school 
 
Christmas Lunch 
 
Final Celebration Assemblies for the award of certificates etc. 
 
Book Fair twice per year in the school hall 
 
Whole school takes part in French Day where pupils dress up for the day, 
have a French lunch, play boules and undertake various French activities 
throughout the day 
 
Exhibition of Pupils’ Work for parents all around the school 
 
Prize Day – a celebration of the pupils’ achievements throughout the year – 
held on the last day of term in the Great Hall at Senior School. 
 
 
 
 
 
 
Year 4:  
 
ALL pupils in Years 3, 4, 5 and 6 perform the annual school music concert for 
parents in the Great Hall at Senior School Whole School. This includes full 



orchestra, various instrumental ensembles, choirs in two age groups and 
whole year vocal performances 
 
Year 3/4 instrumental concert for parents in the school hall 
 
Whole School takes part in World Maths Day in which our pupils challenge 
pupils from schools all over the world in a variety of maths problems 
 
All Year 4 pupils perform a full-dress drama production for parents of ‘Robin 
Hood and Daisy the Cow’ in the JB Theatre 
 
Year 4 visit the Cuffley Outdoor Centre to undertake maths and geography 
cross-curricular activities 
 
Selected pupils take part in the Year 4/5 swimming gala 
 
Whole School takes part in and dresses up for World Book Day on the theme 
of Comic Book Superheroes 
 
ALL pupils watch the staff pantomime 
 
Whole School takes part in Science Week where they undertake special 
practical activities in their science lessons outside of the normal syllabus 
 
Fund raising for the MacMillan Nurses Charity, Community Action Week – 
raising money for a variety of different charities, Spellathon for the NSPCC – 
raised £5000, Jeans for Genes Day, Carol Singing outside Hampstead Tube 
 
Sustainability Assembly for the whole school 
 
Sports Day – all pupils compete in house athletics competitions 
 
Fun Day – follows sports day – inflatables and various games for pupils and 
their families 
 
Whole School Poetry Competition, judged by Senior School Head of English 
 
External Music Grading Examinations across the school 
 
Christmas Lunch 
 
Final Celebration Assembly for the award of certificates etc. 
 
Book Fair twice per year in the school hall 
 
Whole school takes part in French Day where pupils dress up for the day, 
have a French lunch, play boules and undertake various French activities 
throughout the day 
 
Exhibition of Pupils’ Work for parents all around the school 



 
Prize Day – a celebration of the pupils’ achievements throughout the year – 
held on the last day of term in the Great Hall at Senior School. 
 
 
Year 5: 
Year 5 pupils present the products they manufactured in D&T lessons to a 
‘Dragon’s Den’ panel of Senior School D&T teachers 
 
Year 5 visit the Design Museum for workshops and tours 
 
ALL pupils in Years 3, 4, 5 and 6 perform the annual school music concert for 
parents in the Great Hall at Senior School Whole School. This includes full 
orchestra, various instrumental ensembles, choirs in two age groups and 
whole year vocal performances 
 
Year 5 visit the Veralanium in St. Albans 
 
Year 5/6 instrumental concert for parents in the Junior Branch Hall 
 
Whole School takes part in World Maths Day in which our pupils challenge 
pupils from schools all over the world in a variety of maths problems 
 
Selected pupils take part in the Year 4/5 swimming gala 
 
Year 5 perform French/Drama cross-curricular plays as class sets on 
successive afternoons – “Vocabaret Café de Paris” 
 
ALL pupils watch the staff pantomime 
 
Whole School takes part in and dresses up for World Book Day on the theme 
of Comic Strip Superheroes 
 
Whole School takes part in Science Week where they undertake special 
practical activities in their science lessons outside of the normal syllabus 
 
Year 5 visit Kew Gardens for science work 
 
Whole school takes part in French Day where pupils dress up for the day, 
have a French lunch, play boules and undertake various French activities 
throughout the day 
 
 
 
Year 6:  
The whole of Year 6 visit the Kingswood Centre in Norfolk for a one-week 
residential field course where pupils undertake geography and science field 
studies and a large number of outdoor activities include wall climbing, 
abseiling, quad bike driving, etc. etc.  
 



Year 5/6 instrumental concert for parents in the Junior Branch Hall 
 
Whole School takes part in and dresses up for World Book Day on the theme 
of Comic Book Superheroes 
 
Whole School takes part in World Maths Day in which our pupils challenge 
pupils from schools all over the world in a variety of maths problems 
 
ALL pupils in Years 3, 4, 5 and 6 perform the annual school music concert for 
parents in the Great Hall at Senior School Whole School. This includes full 
orchestra, various instrumental ensembles, choirs in two age groups and 
whole year vocal performances 
 
Under 11 Residential Rugby Tour of Somerset 
 
Debating Competition – cross-curricular, independent research for a debate  
on ‘Which was the Most Seismic Moment in History?’ 
 
Winners of the ‘Dental Hygiene Presentation’ competition present their 
Powerpoint presentations to the whole of Year 3 
 
Year 6 visit Chessington World of Adventures 
 
Year 6 classes each perform The Lord of the Flies at the Dyne Theatre at 
Senior School 
 
Selected, able, Year 6 pupils attend Able Writers’ Workshop days at North 
London Collegiate School 
 
Year 6 attend Senior School for a Science Lecture by teaching staff 
 
Year 6 visit the Science Museum and iMax Theatre 
 
World War II Day sees Year 6 pupils dress in 1940s clothing and undertake a 
variety of different activities with an outside expert’s help 
 
PC James Day (Camden Police) visits Year 6 in their PSHE lessons to talk 
about street safety 
 
Year 6 begin their post-exam Enrichment Programme of activities see 
attached 
 
Year 6 invite their Grandparents or special family friends into school for tea, 
cakes, a tour of the school and a performance by the choir/musical ensembles 
 
ALL pupils watch the staff pantomime 
 
Year 6 present their short films to parents in the Film Awards afternoon in the 
school hall – awards presented by – cor blimey - Melanie Sykes!!!! 
 



Year 6 pupils visit Senior School for a welcome morning at their new school 
 
Whole School takes part in Science Week where they undertake special 
practical activities in their science lessons outside of the normal syllabus 
 
 
 
 
Written by Mark Albini in July 2009 and updated on 23/2/10, 31/08/10 and 
30/08/11. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 



    

Mark Albini (Deputy Head (Curriculum)) 
 

  

 

 
 

The Year 6 Challenge: A Short 
Film Competition 

    Our Year 6 boys will be 
employing script writing, story-boarding, 
acting, directing, filming and film editing 

skills, in teams of four, in order to create a 
short promotional video for the JB. This will 

culminate in The Golden Acorn Awards 
Ceremony to be held at 2.30 pm in the Junior 

Branch Hall on Thursday 30th June 2011. 

 
Cross-curricular Research 

Challenge and Presentation: 
English Counties 

In this challenge, Year 6 pupils will work with 
a partner in Geography and ICT lessons to try 
and get a job with the English Tourist Board. 
They will work to create both a brochure and 
a Keynote presentation on an English County. 

Which pair of JB boys will convince the 
judges that they can put their county on the 

map – and get the job? 
 

Basic Cookery Skills 
In Design & Technology lessons, our Year 6 

boys will learn to cook some simple, nutritious 
meals on a tight budget, to prepare them for 
an independent adult life! They will design 

and cook a three course menu for a panel of 
judges and the cheapest, most nutritious and 

most delicious will win!  
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Once the final exams are out of the way, here is a run-down of some 
of the activities that our Year 6 boys will undertake in their final 
weeks at Holly Hill. Their normal timetable will provide the 
framework for these final weeks but it is our aim to keep Year 6 boys 
busy, challenged, motivated and learning throughout their last term at 
the JB. 

SUMMER TERM FOR YEAR 6 

        An enriched curriculum  
       for our Year 6 leavers. 
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The Police Visit the JB 
The police will visit Year 6 PSHE lessons at 
the JB to talk about Street Awareness and 

Safety.  
Science Museum Trip 

On Wednesday 25th May, Year 6 pupils will 
visit the Science Museum to undertake 
various workshops and view an iMax 

Movie.  

Camden Summer Action: Visit to 
Coram’s Fields 

UCS is one of only a few independent 
schools to be invited to a morning of 

activities run by the Metropolitan Police 
and Camden Council. On the morning of 
Monday 6th June, our Year 6 boys will 

undertake a carousel of activities related to 
safety. (PE kit and school tracksuit to be 

worn to school on this day.)  
World War II Day 

On Monday 13th June, Year 6 pupils will 
be asked to attend school dressed as 1940s 

school boys for a day of ration book 
cooking, Home Guard training and other 

activities. They will also take part in a 
workshop organised by ‘History 

Roadshows’.  

Year 6 Leavers’ Party 

After Sports Day at the school playing 
fields on Friday 19th June, Year 6 parents 
and pupils will take over the Eve Pavilion 

for their picnic party. 

 

Visit to Frognal 

Year 6 pupils will spend the morning of 
Monday 20th June at Frognal where they 
will meet their new form teachers and new 

classmates, including those from other 
schools. (PE kit and school tracksuit to be 

worn to school on this day.)  

Transfer Information Evening 
On Monday 20th June, parents of Year 6 
pupils will be invited to Frognal for an 

evening of information about Year 6 
transfer to Senior School. 

Grandparents’/Special Friends’ 
Day 

On Thursday 23rd June, Year 6 pupils will 
be able to show off their school to 

Grandparents or special family friends. The 
choir will entertain them and tea, coffee 

and refreshments will be laid on. 

Year 6 Outing to Chessington 
World of Adventures 

On Wednesday 29th June, we will travel by 
h t Ch i t d b ill b

Type to enter text 

Frognal 
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History in the Summer Term 

Year 6 boys will time travel from 1930 to the 
present day by researching a report on a period 
of history that really interests them. They will be 
able to choose their own area of interest, from 

Battles to The Beatles. 
  

An Introduction to Spanish 
Ms Couture will introduce Year 6 pupils to the 

Spanish language after the exams. 
 

 
 

Music in the Summer Term 
Year 6 boys will be able to use Garageband to 
record their own compositions. This will tie in 

nicely with the Year 6 Challenge where boys will 
possibly write and record background music for 

their promotional video.   

  

Art in the Summer Term 
Year 6 boys will be designing, painting and 

building Dragon Kites and we’ll try to fly them 
on Hampstead Heath! 

Please note: 
Precise details and arrangements 

for these activities will be 
announced and communicated 

nearer to the time, via the 
fortnightly diary and individual 

notices.  

Tae Kwon Do 
On Friday 26th May, Tae Kwon Do experts will 

visit school and give our Year 6 boys a 
demonstration of this martial art, allowing the 

boys to participate and discover a new discipline.

 



 
UCS Junior Branch 

 
EQUAL OPPORTUNITIES POLICY 

 
 
In accordance with its ethos, UCS Junior Branch is committed to ensuring that 
the resources and talents of all its staff and pupils are utilised to the full and that 
no job applicant, employee or pupil receives less favourable treatment in any 
aspect of employment or of education on the grounds of gender, ethnic origin, 
nationality, colour, religious belief, marital status, sexual orientation, socio-
economic grouping, disability, learning difficulty or health problem which cannot 
be shown to be relevant to performance in the job or position within the School.  
  
In order to achieve this, the School will implement a positive action programme 
requiring that:  
 

• Selection procedures, both for pupils and staff, are periodically evaluated 
and reviewed.  

• Employment terms, conditions and benefits as well as facilities and 
services offered as a consequence of employment are regularly reviewed. 

• Opportunities for in-service training are available to staff and enhance 
their understanding of equal opportunities within schools.  

• Any individual who believes that he or she has experienced inequitable 
treatment within the scope of this policy will have the right to draw this to 
the attention of the Headmaster.  

• All staff and pupils experience equality of opportunity and encouragement 
to progress their career within the School and so realise their potential to 
the fullest extent possible.  

 
Responsibility for the practical application of this policy lies with all members of 
the school community. Specific responsibility falls upon the Headmaster, The 
Pastoral Deputy Head, Subject Co-ordinators, the Bursar and those involved in 
recruitment, selection and promotion of staff and pupils. Deliberate breach of the 
policy will be treated as a disciplinary matter.  
 
 
 
 



ADMISSIONS  
UCS is an academically selective school. Applicants are normally required to sit 
for academic assessments and to be interviewed before a decision can be made 
regarding their admission.    
In accordance with our equal opportunities policy, such decisions will not take 
any account of factors such as an applicant’s ethnic origin, nationality, colour, 
religious belief, socio-economic grouping, disability, learning difficulty or health 
problem. 
In the case of disabled candidates, or those with serious health problems, the 
Headmaster will discuss the case with the candidate’s family before academic 
assessments take place. The policy of the school is to consider all such 
candidates equally unless it can be shown that the extent of their disability or 
illness would make it impossible, if admitted, for the school to fulfil its duty of 
educational provision to this pupil or to others.  
Those with recognised learning difficulties will be considered alongside all other  
candidates. Parents are asked to provide the school with relevant information 
before assessments are held. This will be taken into account when decisions 
regarding admissions are made. Such candidates may be permitted to write part 
of their assessments using a laptop computer. Additional time is not offered, 
unless a certified Statement of Need has identified this as a requirement.  
Once admitted to the school, all pupils have full and equal access to all elements 
of the curriculum, regardless of any disabilities or learning difficulties, which they 
may have. 
 
PHYSICAL ACCESS FOR THE DISABLED  
The nature of the Holly Hill site means that some areas are not easily or fully 
accessible to those with certain disabilities. In planning improvements and 
developments to the site, every effort is made to improve and facilitate access. 
New developments are designed with the aim of ensuring easy access for all.  
  
The school is keen to provide the fullest support and assistance to disabled 
pupils, visitors, staff and parents. 
 
CODE OF CONDUCT 
The Headmaster, the Senior Management Team, pastoral staff, House 
Masters/Mistresses and the medical staff play an active role in monitoring the 
implementation of the Junior Branch’s policy on equal opportunities. Use is made 
of Assemblies, PSHE and other lessons to: 
 

• Promote tolerance of each other and respect for each other’s position 
within the JB community. 

• Promote positive images and role models to avoid prejudice and raise 
awareness of related issues. 

• Foster an open-minded approach and encourage pupils to recognise the 
contributions made by different cultures.  Bias should be recognised. 



• Understand why and how we will deal with offensive language and 
behaviour. 

• Understand why we will deal with any incidents promptly and in a sensitive 
manner. 

 
Harassment in all its forms unlawful and unacceptable; our Behaviour and Anti-
Bullying Policies contain clear procedures for dealing with unlawful 
discrimination. 
 
 A successful equal opportunities policy requires strong and positive support from 
parent and guardians, and full acceptance of the school’s ethos of tolerance and 
respect. 
 
ENGLISH AS AN ADDITIONAL LANGUAGE 
In order to cope with the academic and social demands of UCS Junior Branch, 
pupils must be fluent English speakers.  Normally pupils should have been 
educated in the English medium for at least 3 years before coming to the school.  
Tuition in English as an Additional Language (EAL) can be arranged at the 
parent’s expense. 
 
REQUESTS FOR VARIATION IN THE SCHOOL UNIFORM 
UCS Junior Branch does not select for entry on the basis of religious belief, and 
we welcome pupils of all faiths and offer the opportunity for everyone to observe 
the requirements of their own faiths, in taking days for religious observance.  
Parents should be aware that all pupils at the JB are required to wear a uniform. 
The Headmaster will consider written requests from parents for variations in the 
uniform on religious grounds that are consistent with the school’s ethos and its 
policy on health and safety.  The Headmaster may take expert advice, and will 
normally arrange to meet with the parents to discuss the implications of such a 
request. 
 
MONITORING 
UCS Junior Branch monitors its equal opportunities policy regularly and reports 
to the Governors [annually] in order to ensure its effectiveness. As part of that 
process, we invite all parents of candidates for our entrance exams, together with 
all parents who accept places at the school for their child to complete an 
anonymous ethnic monitoring form.  [The form uses the same ethnic categories 
as the Government uses in the national census].  When the completed forms 
arrive at the school, they are separated from any other material that might 
identify the individual child. The data is logged onto a computer spreadsheet by 
year of both entrance examination and entry.  The individual forms are then 
[shredded].   
Under no circumstances would we link our ethnic monitoring data with our pupil 
records. 
We hope that all parents will feel able to participate in the ethnic monitoring 
scheme. 



 
 
COMPLAINTS 
In the event that parents and/or pupils find that they have grounds for any 
complaints about the operation of our equal opportunities policy, copies of the 
School’s complaints procedure are sent on request. 
 
SEM 08.08.11 



UCS Junior Branch 
 

EVERY CHILD MATTERS STATEMENT 
 

At the Junior Branch of University College School, we believe that every child 
matters. We have regard for the ISI Handbook Regulatory Requirements 
numbers 3.1, 3.2, 3.4, 3.5, 3.6, 3.7, 6.3 and 6.4 (all on page 3 of the 
Regulatory Requirements.) We strive to ensure our pupils will: 
 
 
Be Healthy 
 
Here are some of the initiatives we use to promote healthy lifestyles: 
 
Healthy school lunch menus 
Free snack and drink at morning break 
Sweets, fizzy drinks and crisps banned from school 
D&T food technology lessons (Years 3-6) - emphasis on healthy eating 
A minimum of 7 PE and Games lessons per week with specialist teachers 
Sports equipment available for break times 
Timetabled PSHE lessons  
Extensive Health Education in science and PSHE (see Schemes of Work)  
Sex Education Programme in Year 6 
 
 
Be Safe 
 
Here are some of the ways in which we try to keep our pupils safe: 
 
Child Protection Officer and Policy in place; regular staff CP training 
Risk assessments in curriculum planning where applicable 
Strong, caring relationships between staff and pupils 
Anti-bullying Policy in place; Year 6 Peer Mentors in place at the school 
Basic first aid training for all staff every year 
School Nurse permanently on site along with 11 fully qualified First Aiders 
Regular staff updates on pupils’ medical history 
Pupil Medical Information notice board in the staffroom  
First Aid Kits in all appropriate classrooms e.g. science, D&T  
School and class rules, including no running inside the building 
Nut free school 
Epipen and Asthma care training for all teaching staff conducted annually 
Individual treatment plans and emergency kits for pupils with asthma or 
allergies are kept centrally in the School Office  
Pupils made aware of ‘no nuts’ policy and first aid in assemblies and PSHE 
School gates locked during school hours once pupils have arrived 



Security cameras viewing all entrances to school 
Use of school assemblies for safety awareness 
Appropriate Fire Safety Policy and Procedures and Fire Safety Officer 
Regular timed and recorded fire drills 
Annual Staff Training given on Fire Safety 
Involvement in Camden Summer Action (personal safety day) 
 
 
Enjoy and Achieve 
 
Here are some of the ways in which we help our pupils to enjoy and achieve: 
 
A stimulating, challenging and appropriate curriculum 
Assessment for Learning adopted across the school 
Specialised teaching rooms such as science lab, music room, art/D&T rooms, 
ICT room, Learning Support room 
Learning Support department supports pupils and advises staff 
Use of swimming pool, sports hall and gymnasium at Senior School 
26 acres of playing fields for Games lessons 
Subject-specialised teachers 
Regular achievement celebrations in school assemblies 
Use of Merits to reward achievement 
House System in place  
Extensive Enrichment Programme in place including: day visits, 
residential visits, guest speakers, theme days such as World Book Day, 
Science Day, WWII day, French Day, annual theatre visits for all classes and 
a wide range of extra-curricular activities and clubs 
Teacher mentoring role in place 
 
 
Make a Positive Contribution 
 
Here are some of the ways we try to encourage all of our pupils to make a 
positive contribution: 
 
Use of Circle Time and discussion/P4C in PSHE lessons and other learning 
areas 
Library Monitors for all classes 
The development of ‘pupil voice’, for example the introduction of peer mentors 
Peer mentors appointed after whole Year 6 training by in-house staff and 
reinforced by Childline 
Merits awarded for positive contributions across the school 
Commendations awarded for exceptional pieces of work 
House System in place 
Community Action Week and many other charitable fund-raising events (the 
Junior Branch raised over £14000 for a variety of charities during academic 
year 2010 – 2011. 
Recycling paper, switching of lights and appliances are some of the many 
ways the school is becoming more sustainable and pupils across the school 
are able to become ‘Ecowarriors’ 



Regular competitions; E.g. poetry, debating, sports, etc. 
Studies in local history 
Buddy system in place for new pupils (Y5 for Y3) 
Promoting citizenship 
Involvement in Camden Summer Action (street safety day) 
Pupils are encouraged to lead school assemblies, act as Guides on school 
Open Evenings and captain school and House sports teams. 
 
 
Achieve Economic Well-being 
 
Here are some of the ways we help our pupils to gain the tools required to 
achieve economic well-being:  
 
Broad Curriculum and extra-curricular activities 
Pupils achieve high academic standards 
Pupils well prepared for the next stage in their education 
Pupils transfer to highly successful Senior School at Year 7 
High quality ICT provision and advanced ICT skill acquisition and use across 
the curriculum 
Pupils taught to use a wide range of presentational skills including 
PowerPoint/Keynote, Debate, Short Film, etc. 
Pupils given positions of responsibility e.g. sports captain, peer mentors, etc. 
(see Policy) 
School newspapers and magazines including The Gower, The Frognal, The 
Acorn, The Year 6 Enriched Curriculum brochure, etc. 
Countless opportunities to work or play as a TEAM 
Regular trips and visits outside of school 
Community Action Week requiring selflessness and entrepreneurialism, as 
well as budgeting and money management skills 
Wide range of Visiting Speakers and Professionals visiting school to work with 
pupils e.g. authors, dentists, parents, representatives from various charities, 
etc. 
Personal financial responsibility is a PSHE unit of study 
 
 
Please note that this is by no means a complete list but rather an overview. 
 
Written by Mark Albini on 11/07/09 and updated by MAA/SEM/KGD 
11/07/11. 
 



 
 
 
 
 

UCS Foundation 
 

TEMPORARY AND PERMANENT EXCLUSION STATEMENT 
 
Examples of behaviour which may merit temporary or permanent exclusion include: 
 
Persistent disruptive behaviour 
Bullying 
Physical assault/threatening behaviour against pupils or adults 
Verbal abuse/ threatening behaviour against pupils or adults 
Sexual harassment 
Racist abuse 
Sexual misconduct 
Theft 
Damage to property 
Drug abuse 
Alcohol abuse 
 
It should be noted that this is intended as a guide and is not an exhaustive list. 
 
Sanctions of temporary or permanent exclusion may be applied whether the offence 
has occurred on school premises, within school grounds, on school trips and visits, 
within the vicinity of the school or away from school premises. They may be applied 
in the case of illegal activity, or in the case of activity which is considered likely to 
bring the school or members of the school community into disrepute. 
 
Parents will always be informed by the Headmaster when temporary or permanent 
exclusion are being considered. In the case of temporary exclusion, our aim will be to 
keep any period of suspension as short as is compatible with the disciplinary offence 
concerned. 
 
In the most extreme circumstances, the Headmaster may feel it necessary to exclude a 
pupil permanently from the school. Although the student’s best interests will always 
be taken into consideration, the interests of others in the school and the nature of the 
particular offence will carry considerable weight. Parents will always be invited to 
meet the Headmaster when such a decision is being considered and before it is made. 
 
Whenever permanent exclusion is adopted as a punishment, parents have a right to 
appeal against the Headmaster’s decision. Such appeals must be directed to the 
Council of UCS who will inform the parents of the procedure for hearing the appeal. 
 
 
 



 
 
 
 

 
 
 

UNIVERSITY COLLEGE SCHOOL 
JUNIOR BRANCH 

FIRE SAFETY POLICY 
 
 
INTRODUCTION 
 
Our priority is to minimise the risk to life and to reduce injury by maintaining the physical fire 
safety of the school, in ensuring that staff, pupils and visitors do not add to the fire risk and 
through safe evacuation of our buildings if a fire breaks out.  The fire safety policy, 
procedures and risk assessments at University College School are designed to help our 
community to respond calmly and effectively in the event that fire breaks out in one of our 
buildings.  
 
ROLE OF THE SCHOOL FIRE SAFETY MANAGER 
 
The Director of Finance & Administration is the designated UCS Fire Safety Manager, who is 
responsible for ensuring that: 
 

• The fire safety policy is kept under regular review by Governors and the SMT. 
• The fire safety policy is promulgated to the entire school community. 
• Everyone in the school (including visitors and contractors) are given clear written 

instructions on where they should go in the event of fire. 
• Records are kept of the fire induction training given to new staff and pupils. 
• Procedures and arrangements for emergency evacuation are regularly tested and 

lessons absorbed. 
• Fire risk assessments are regularly reviewed and updated. 
• Fire prevention measures are meticulously followed. 
• Fire procedures and risk assessments are reviewed on each occasion that a building 

is altered, extended or rebuilt, or when new buildings are acquired 
• Records are kept of all fire practices, 
• Certificates for the installation and maintenance of fire-fighting systems and 

equipment are kept. 
 
The Deputy Head Pastoral is the designated Junior Branch Fire Warden with local oversight 
of these functions.  
 

JUNIOR BRANCH FIRE EMERGENCY PLAN 
 

• All staff are given fire safety training annually. 



• All staff and pupils undertake fire evacuation training and practice on a termly basis. 
• Roles and responsibilities of all staff are clearly defined (see Roles and 

Responsibilities below) 
• Visitors to the site are given a fire evacuation briefing on arrival. 

 
ROLES AND RESPONSIBILITIES FOR WHOLE SCHOOL POPULATION EMERGENCY 
EVACUATION 
 
PUPILS 

• If you discover a fire, tell a member of staff straight away. 
• When you hear the alarm, stay absolutely silent and listen to instructions from your 

teachers. If you are not with a teacher, go straight to the fire assembly point, and line 
up with your form in register order. 

• LEAVE your belongings behind you. 
• WALK, no running. 
• KEEP SILENT, no talking. 
• LISTEN for instructions. 

 
STAFF – roles and responsibilities of all staff 

• If you discover a fire, or if someone alerts you to the existence of a fire, set off the 
nearest alarm – the call points are located in the corridors – then make your way to 
the assembly point in the lower playground. Report to the School Secretary. 

 
TEACHING STAFF – roles and responsibilities of teachers 

• If you are teaching a class, escort the pupils to the fire assembly point. 
• Keep them quiet and calm. Close windows if possible, turn off lights and close the 

classroom door as you leave. As you pass other rooms, check quickly to see if 
anyone is there. 

• When you arrive at the fire assembly point, check all the boys are lined up in 
alphabetical order and that they are all present - collect the form’s register from the 
School Secretary. 

• Report any absences, or ‘all present’ to the Headmaster, who will oversee the 
evacuation. Stay with the class you have escorted from the building unless the 
Headmaster directs you otherwise. 

• If you are not teaching a class, check the building is clear as you leave and go 
directly to the fire assembly point. 

• If the fire alarm sounds at lunchtime or break-time, form teachers should take 
responsibility for checking their forms. 

• If the fire alarm sounds before or after school, any boys inside should be escorted to 
the fire assembly point by the member of staff in whose activity/group they are 
involved. 

 
SCHOOL SECRETARY 

• The School Secretary will check the staff signing in sheet and the signing out book, 
to check all staff are accounted for. She will report to the Headmaster when this has 
been done. 

 
ADMINISTRATIVE SECRETARY 

• The Administrative Secretary will check the Visitors’ book, and report to the 
Headmaster when all visitors are accounted for. 

 
DEPUTY HEADTEACHERS 

• The Deputy Heads will check the main building, to ensure it is clear; if they are not 
present, designated teachers will take their roles. They will report to the Headmaster 
when this check has been done. 



• Designated teachers will be identified as the need arises. 
 
HEADMASTER 

• The Headmaster will oversee the evacuation, and will report to the Fire Services on 
their arrival whether a successful evacuation has been carried out. 

• If the Headmaster is absent, a designated teacher will take his role. 
• Designated teachers will be identified as the need arises. 

 
VISITORS 

• Peripatetic music teachers should escort their pupils to the assembly point, ensure 
that the boys join their classes, and then report to the Administrative Secretary. 

• Other visitors, including parents, outside agency staff and maintenance workers 
should go directly to the fire assembly point and report to the Administrative 
Secretary. 

 
IDENTIFIED PEOPLE AT RISK, HIGH RISK AREAS, HAZARDS 
 
PEOPLE AT RISK: 
We have identified that the following are possible people at risk: 

• Pupils in unsupervised areas: toilets 
• Staff who work alone and/or in isolated/high-risk areas: caretaker; kitchen/cleaning 

team; technician. 
• People who are unfamiliar with the layout of the JB site: parent helpers in Library and 

Reading Parents helping in Y3; visitors, including visiting workmen/women; members 
of the public 

• People with disabilities: (any PEEP assessments are retained in  log book)) 
• Other people in the immediate vicinity of the premises: neighbours – shops and 

houses in Holly Hill 
 
HIGH RISK AREAS: 

• Kitchen 
• Boiler Room 
• Science Laboratory 
• Art & Design Block 
• ICT Room 

 
FIRE HAZARDS – SOURCES OF IGNITION 
Potential ignition sources at the Junior Branch site include: 

• portable oil-filled heaters; electric wall-mounted heaters 
• hot processes: soldering in D&T dry workshop; tjang-tjung used in Art for Batik; 

Ironing of t-shirt transfer designs in Art; use of bunsen burners in Science 
• cooking equipment: in the main kitchen and in the D&T kitchen 
• naked flames: Bunsen burners 
• arson: by persons unknown 
• poor electrial installations: the fixed wiring is checked every 5 years [ inspection 

carried our 2010] and the main building was also rewired to classroom/corridor areas 
in 2010.All staff have been requested to report faulty sockets. 

• faulty or misused electrical equipment: all equipment is checked regularly. 
• smokers’ materials: the JB is a non-smoking site 
• light fittings and lighting equipment-the 2010 rewiring works should have significantly 

negate this risk  
• central heating boilers: located in the basement area in a secured  room – checked 

and serviced regularly 
• hot surfaces and obstruction of equipment ventilation: all staff will be asked to check 

regularly that no printers, computers, or other electrical equipment are obstructed. 



 
FIRE HAZARDS – SOURCES OF FUEL 
 
Fuels found at the JB are: 

• flammable liquids: cooking oils in Kitchen and D&T Kitchen; solvents and adhesives 
used in D&T workshops 

• flammable chemicals: used in Science Lab; cleaning products stored in cleaning 
cupboards; photocopier chemicals (toner and printer ink) stored in the Office. 

• flammable gases: used in Science Lab, gas taps on benches supplied by master 
shut-off valve 

• displays of teaching materials: in Staff room; in classrooms; in attic. 
• paper, books, clothing, computer equipment and decorations: in Staff room; in 

classrooms; in Office; in SMT Offices; in attic. 
• props and scenery: in Drama Studio; in attic. 
• cloakroom in basement 
• textiles and soft furnishings: hanging curtains in Drama Studio; costumes in 

cupboards in Drama Studio. 
• waste and litter products in D&T workshop and Art Room. 
• plastics and rubber: video tapes in staff room and classrooms; polyurethane foam 

filled furniture in staffroom; in School Reception Area; in SMT Offices; In Library 
• Display boards, paper on display boards; carpets in classrooms and offices; wooden 

floorboards in corridors and on staircases; wooden panelling on staircases. 
 
FIRE HAZARDS – SOURCES OF OXYGEN 
 

• Natural airflow through doors, windows and other openings; or mechanical air 
conditioning systems and air handling systems. 

• Additional sources of oxygen can sometimes be found in materials used or stored at 
premises such as: some chemicals (oxidising materials), which can provide a fire 
with additional oxygen and so help it burn. These chemicals are identified on their 
container and Control of Substances Hazardous to Health data sheet (kept in 
Science Lab in locked Store) 

 
FIRE RISK REDUCTION OR REMOVAL 
 
It is essential that the means of escape and other fire precautions are adequate to ensure 
that everyone can make their escape to a place of total safety before the fire and its effects 
can trap them in the building. There are drawings with the fire log and with this policy, which 
illustrate the escape routes, which have been approved as adequate by the local fire 
authority (visit September 2009). Weekly inspections are carried out of fire doors, magnetic 
doors, emergency lighting, fire-fighting equipment, call points and the fire alarm system. 
During term-time, on weekdays, daily checks are carried out to ensure escape routes are 
clear. Hazards are removed or reduced as soon as they are identified. 
 
FIRE SAFETY TRAINING 
 
Staff fire safety training is based on the particular features of the JB premises and takes 
account of the most recent findings of fire risk assessments. Each year, at the start of the 
academic year, we explain our emergency procedures; we explain the duties and 
responsibilities of staff in case of a fire, and then test their understanding in termly fire drills. 
Pupils are trained in assembly and then this is put 
into practice in the fire drills. We also discuss hazard-spotting with staff and pupils each 
term, to reduce and remove risks. We ensure that staff know: 

• what to do on discovering a fire; 
• how to raise the alarm and what happens then; 



• what to do upon hearing the fire alarm; 
• the procedures for alerting pupils, members of the public and visitors including, 

where appropriate, directing them to exits; 
• the arrangements for calling the fire and rescue service; 
• the evacuation procedures for everyone in your premises (including young children or 

mobility impaired persons) to reach the fire assembly point; 
• the location and, when appropriate, the use of fire fighting equipment; 
• the location of escape routes, especially those not in regular use; 
• how to open all emergency exit doors; 
• the importance of keeping fire doors closed to prevent the spread of fire, heat and 

smoke; 
• where appropriate, how to stop machines and processes and isolate power supplies 

in the event of a fire; 
• the reason for not using lifts (except those specifically installed or nominated 

following a suitable fire risk assessment, for the evacuation of people with a 
disability)(Note no lifts are fitted at the JB buildings) ; 

• the safe use of and risks from storing or working with highly flammable and explosive 
substances; 

• the importance of general fire safety, which includes good housekeeping. 
• The Deputy Head Pastoral is the designated Fire Warden and has received 

additional training. 
 
RECORDS 
 
Records are kept in the fire log of fire risk assessments, PEEPs, site escape route diagrams, 
weekly fire safety checks, fire drills, staff training, false alarms, and the maintenance and 
checking of equipment and systems. 
 
Fire risk assessments and other site-specific documents are reviewed and updated annually, 
or when circumstances and needs of pupils and staff change; additionally, they would be 
reviewed should significant changes to the site occur. 
SEM 01. 09. 11 
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GIFTED AND TALENTED – THE UCS JUNIOR BRANCH APPROACH 
  
Aims  
  
At the Junior Branch of University College School, we are committed to 
providing an environment that encourages all pupils to maximise their 
potential and this clearly includes pupils who display some form of gift or 
talent. It is important to state at this point that staff at the Junior Branch of 
University College School agree with Barry Hymer’s (2009) approach to Gifted 
and Talented (G&T) which falls very much in line with the school’s unique 
ethos. In Hymer’s approach, G&T provision is moved away from the “dead-
end streets of ‘ability,’ identification’ and ‘cohorts’ and turned instead into the 
open avenues of learning and gift-creation for all.” Having stated that 
however, the school still has a commitment to identifying those pupils who are 
able to work at an advanced level throughout our broad curriculum and we are 
committed to ensuring that they are appropriately stretched, engaged and 
challenged.    
  
Underlying values, beliefs and principles to the UCS Junior Branch 
approach to G&T (from Barry Hymer, 2009): 
 

- Children do not have the same skills and strengths, but can all respond 
well to rich, challenging, personalized educational opportunities 

 
- Gifts cannot be created but we can identify an aptitude and enhance, 

encourage and develop skills 
 

- Gifts and talents aren’t stable, measurable attributes – they wax and 
wane along with children’s educational environments, the quality of 
their relationships, their commitment and dedication, and other factors 

 
- A focus on children’s performances and on teacher-imposed targets is 

less likely to lead to a long-term passion for learning and achievement 
than a focus on their learning, and their personally-generated targets. 

 
DfE Definitions and Notes for Teachers  
  
A gifted pupil is one who is in the top 5-10% of the pupil population. (DfE  
definition).  A gifted pupil is one who ‘has the capacity for or demonstrates 
high levels of performance in an academic area’.  
  
 
A talented pupil is one who is in the top 5-10% of those with a domain 



specific ability in a non-academic area:   
• Physical talent  
• Visual / performing abilities  
• Mechanical ingenuity  
• Outstanding leadership and social awareness  
• Creativity  
 
 
Barry Hymer’s (2009) definitions of Gifted and Talented: 
 
Giftedness is a preparedness to invest time, energy and resources 
(intellectual, physical, emotional, social) into an area of learning. Giftedness 
doesn’t exist as a mysterious fixed capacity in children’s heads; instead, it is 
mastered and emerges through the interaction of a wide range of factors that 
are: 
. Fluid – they change over time 
 
. Complex – they’re many, messy and unpredictable 
 
. Immeasurable – you can’t give a single score to interacting factors 
 
Giftedness emerges from sustained enquiry into an area of personal interest. 
It reflects the amount and quality of the effort, commitment, creative and 
strategic thinking invested, and the opportunities offered. 
 
This ‘mastery’ framework leads the school to focus on the sort of provision 
that results in personal engagement for all of its pupils, and to the belief that 
we can’t know if children are ‘gifted’ until they have had the opportunity to 
develop and demonstrate these qualities. At the Junior Branch of University 
College School, we know that we have pupils with high-level ‘expertise’ in 
mathematics, English, science, history, rugby, chess, music, art and in many 
other areas. We are also aware that these ‘gifts’ have come from the pupils 
having the opportunity, commitment and intrinsic motivation to become expert. 
 
Implications of the ‘mastery framework’ for our teaching practice: 
 

- Instead of simply collecting data, measuring and judging children, we 
must support their leaning through effective planning and teaching 

 
- Instead of accelerating the curriculum for certain pupils, we must look 

towards curriculum extension and enrichment (see Enrichment Policy) 
by maintaining the breadth and depth of the curriculum 

 
- Instead of focusing on just a few G&T pupils, we must focus on G&T 

provision for all 
 

- In addition to placing emphasis on ‘ability’ and ‘intelligence,’ we must 
also focus on effort and interest 

 
- Instead of using just summative assessment, we have adopted formative 



assessment through assessment for learning (see school policy) 
 

- Instead of focusing on short-term performance, we must consider the 
long-term implications for learning 

 
- Instead of developing fixed cohorts of G&T pupils, we must adopt a more 

flexible approach that reflects our knowledge and understanding of 
pupils’ abilities, interests and motivation. After all, we are very aware of 
that just because a pupil is not particularly strong in mathematics or 
English, this doesn’t mean that he is not particularly able in history or 
art or sport. Similarly, we have identified pupils within English who are 
particularly gifted story-tellers and writers but are not equally strong in 
the areas of English language such as reading comprehension.  

 
 
At the Junior Branch of University College School, to develop giftedness, we 
value activities that put a primary emphasis on learning, which in turn delivers 
longer-term performance. One significant approach to develop giftedness that 
has been adopted (staff training and trial groups having been undertaken 
during 2008 – 2009) is Philosophy for Children (P4C). Our school has 
adopted the term ‘Thinking Groups.’ In this process, teachers and pupils come 
together in a wide range of subjects, but particularly in History and PSHE, to 
explore issues philosophically and develop a culture of enquiry. 
 
To encourage giftedness, our school must continue to plan a good mix of 
activities within lessons that employ a range of different senses and 
challenges for ALL pupils, not just gifted. We must provide opportunities for 
pupils to reflect deeply on an activity, to self-evaluate and to plan for 
improvements when experiencing similar activities in the future. For example, 
in art, pupils are encouraged to revisit and refine pieces of work. We must 
also continue to be innovative and embrace new ideas in our learning and 
teaching and critically evaluate any new initiatives – such as the five-year 
implementation of Assessment for Learning throughout the school.  
 
Can we provide evidence that our pupils – including our G&T pupils – 
are being appropriately stretched, challenged and extended in their 
learning? 
 
The results of in-house parent and pupil questionnaires provide positive 
evidence that the school is succeeding in these aims. Further evidence is 
provided by the numbers of Level 6s being gained in English, mathematics 
and science; the performances of school teams in various local and national 
competitions; the success of the chess team in national competition; the 
quality of performance generated by the school choirs, orchestra and various 
music ensembles and the quality of the artwork displayed all around the 
school. The school has just been awarded the Gold Artsmark. 
 
 
 
Identification of the gifted and talented  



  
Before identifying any child gifted in a particular area, we aim to ensure that 
all children have had the opportunity to learn and succeed in this area. This 
makes the identification process fair.  
  
A gifted or talented pupil should be identified using a variety of methods. The 
specific procedure will vary according to subject area but will include elements 
of the following:  
  
• Teacher nomination   
• Assessment results  
• Peer nomination  
• Parental nomination  
• Specialist teacher identification  
• Self-nomination  
  
It is worth remembering that gifted pupils can be:  
  
• Good all-rounders  
• High achievers in one area  
• Of high ability but with low motivation  
• Very able with poor social skills  
• Keen to disguise their abilities  
(Deborah Eyre, 1973)  
  
Everyone in school has a responsibility to recognise and value pupils’ abilities. 
We are aware that:  
  
• Unnecessary repetition of work is de-motivating and de-motivated pupils will 
not always demonstrate potential  
• There can be peer pressure to under-achieve but this has seldom been 
observed at this school  
• Gifted pupils are not always easier to reach than other pupils and can be 
resentful of criticism  
  
Provision for the gifted and talented.  
  
Opportunities for extension and enrichment are built into all our schemes of 
work. When reviewing policy during academic year 2009 – 2010, we ensured 
that every curriculum area has a reference to differentiation and extension.  
This should state what the identification procedure will be and what provision 
is in place.  
  
 
 
We aim to:  
  
• Maintain an ethos where it is OK to be bright.  
• Encourage all pupils to be independent learners.  
• Recognise achievement and celebrate it.  



• Be aware if the effects of ethnicity, bilingualism and social  
  circumstances on learning and high achievement.  
• Provide a wide range of extra-curricular activities and clubs.  
• Always provide work at an appropriate level.  
• Provide opportunities for all pupils to work with like minded peers.  
  
Types of provision:  
  
Classroom differentiation:  
• Teachers have high expectations.  
• Tasks are designed to take account of levels of existing knowledge, skills 
   and understanding.  
• There are planned extension opportunities or open-ended tasks.  
• There is access to higher tier assessment papers.  
  
 
School based provision:  
This varies according to subject area and is covered using a variety of 
methods:  
• School clubs  
• Enrichment opportunities  
• Opportunities for performance  
• Visiting artists, authors etc.  
• Specialist teaching  
• Partnership with Senior School  
  
Out of school provision:  
• National schemes/competitions/festivals  

 
Process for review and development.  
  
This policy will be reviewed by the whole school teaching staff annually.  Next 
review:  November 2010.  
 
Lists of exceptionally able pupils in each curriculum area were generated at 
the end of academic year 2009 – 2010. Please see the up-to-date list for 
academic year 2010 – 2011 on the School Database. 
 
Written by Mark Albini on 02/08/09. Agreed with staff on the 17th 
November 2010. 
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SWINE FLU AND SCHOOLS IN LONDON 
ADVICE FOR THE PUBLIC 

 
 
Swine flu is a virus that is particularly affecting children and young adults. 
Children are proving to be highly efficient carriers of the swine flu (H1N1) virus 
and schools provide the perfect environment for it to spread. The HPA provides 
advice to schools on whether they should close or stay open and also on 
measures schools can take to try to slow the spread of the disease. This leaflet 
aims to explain how we make our decisions and let you know how you can help 
to combat swine flu. 
 
What is the HPA’s policy on school closures? 
The decision to close a school is made by the school and the local authority. 
The HPA will provide detailed advice based on a thorough assessment of all the 
risks and will only recommend closure if this will help to contain and lessen the 
spread of the virus. 
 
For example, where the virus has spread in a community and there is regular 
mixing with family and close friends outside of the school, closure would not slow 
the spread of the virus. 
 
There is a case in our school – why is it still open? 
If there has been a confirmed case of swine flu at your school, the HPA will 
perform a thorough risk assessment. Every risk assessment is judged against 
the same principles but the HPA will also take into account the local 
circumstances before making a recommendation. 
 
If your school is still open, it means that the confirmed case is not considered to 
have posed a risk of further spread to other pupils. Another reason for the school 
to remain open could be that if the virus is circulating within your community, 
closing the school would not help to slow the spread of the virus as people could 
still be exposed outside the school. 
 
There are high absentee rates at my child’s school – surely this must be a 
swine flu outbreak? 
Schools are closely monitoring absentee rates and are looking out for the 
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symptoms of flu among pupils and staff. If there are high absentee rates the 
school should contact either the local authority or the HPA so that this can be 
followed up. 
 
Isn’t it better for my child to catch this now to develop some immunity in 
case this comes back more seriously? 
There is good evidence that in the majority of swine flu patients the disease is 
generally mild, but it is also proving severe in a small minority of cases. It is 
preferable to avoid exposure to the virus if possible, which also helps to protect 
high-risk groups from unnecessary risk. However, children should not be kept off 
school if they are well and their school is open. 
 
Our school is open again – what does this mean? 
If your school has reopened, it means that any confirmed cases are not 
considered to pose a risk of further spread to other pupils, or that the virus is 
already circulating within your community and keeping the school closed would 
not help to slow the spread of the virus as people could still be exposed outside 
the school. 
 
What can schools and parents do to slow the spread? 
Our advice to people with flu-like symptoms remains the same. Anyone who has 
a fever and flu-like symptoms should stay at home and contact NHS Direct on 
0845 4647 or their GP by phone for advice. They should not go to school or 
work, and should not attend health settings such as GP surgeries or hospital 
A&E departments. For more details call the swine flu information line on  
0800 1513 513. Everyone can play their part by practising good hygiene: 
 
• Washing hands frequently with soap and water to reduce the spread of virus 
from your hands to face or to other people. 
• Cleaning hard surfaces (e.g. door handles) frequently using a normal cleaning 
product. 
• Covering your nose and mouth when coughing or sneezing, using a tissue 
when possible. 
• Disposing of dirty tissues promptly and carefully. 
• Making sure children follow this advice. 
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HOMEWORK POLICY 

 
Purpose: 
The aim of our homework policy is to promote learning beyond the school day 
as an essential part of good education. We believe that homework not only 
reinforces classroom learning, it also helps children and young people to 
develop skills and attitudes that they need for successful lifelong learning. It 
should support the development of independent learning skills, including the 
habits of enquiry and investigation, and it should help to foster the role of 
parents and carers as co-educators of their children. We will make every effort 
to combat disadvantage, for example by considering the need for after-school 
study support with access to resources such as ICT and mentoring. Indeed, 
Homework Club, which runs from 3.45 pm to 5 pm on Monday to Thursday 
after school, was created for just such a purpose.  
 
General Notes and Guidance on Homework: 
 
All pupils at the school are set homework. It should be set regularly but should 
not be onerous and can take various forms. 
 
At the start of the year, the Deputy Head (Curriculum) will produce a 
Homework Timetable for the school. Each boy should be issued with a 
Homework Diary in which he copies this information and which he takes with 
him to lessons and completes with the relevant details, including ‘finish off 
class work’ etc. if that be the case. Where no homework has been set, for 
example before a holiday, pupils are expected to use their time productively – 
reading, revising or catching up with work missed in any subject. Parents 
should be asked to sign the diary every day for Year 3 pupils and at the end of 
every week for pupils in Years 4, 5 and 6. Form Teachers should check 
weekly that pupils and parents are following procedures. 
 
As a general rule, homework should not be set for holidays although pupils 
should be encouraged to read. Occasionally a boy’s report may indicate that 
he would benefit from some revision or consolidation of the previous term’s or 
year’s work. 
 
Homework Club: 
 
For boys who experience difficulty organising work at home, or who have a 
backlog of missed work to catch up, a Homework Club operates after school 
on Monday, Tuesday, Wednesday and Thursday where they can work quietly 
in the school library, under the supervision of a member of staff, until 5 pm. 



Boys may stay for the duration of the club and read if they have completed the 
set work. Staff and parents should agree in advance with the member of staff 
responsible for Homework Club if a boy is to attend. 
 
How long should a pupil spend on homework? 
 
Time spent on each subject’s homework task each night should usually be no 
more than: 
 
Year 3:  20 minutes plus 10 minutes reading 
 
Year 4:  30 minutes plus 10 minutes reading 
 
Year 5:  30 minutes plus independent reading 
 
Year 6:  40 minutes plus independent reading 
 
There should be a maximum of two subjects per night. 
 
What if homework has not been done? 
 
A note should be written in the Homework Diary by the boy’s parent if the 
homework hasn’t been done. The subject teacher will then arrange with the 
pupil when the work should be done. The Form Teacher or Subject Teacher 
will contact the parent if there are regular problems with homework. 
 
Guidance on Homework for Parents: 
 
Detailed guidance for parents about homework is given both in the Homework 
Diary and in the Guide For Parents issued at the start of an academic year to 
all new parents at the school. 
 
Relationship to other policies 
The policy refers to commitments made in the home-school agreement, and 
also relates to the curriculum policy, the teaching and learning policy and to 
the policy for assessment for learning, recording and reporting. 
 
Roles and responsibilities of Headmaster, other staff, governors 
The Deputy Head (Curriculum) will ensure that homework is: 
• an integral part of the curriculum and is planned, timetabled and 

prepared alongside all other programmes of learning 
• appropriate to the age, ability and circumstances of the pupils, taking 

into account special educational needs, LDD and gifted and talented. 
• co-ordinated in order to be manageable for children on a daily basis 
Teachers will ensure that: 
• pupils and parents are given a timetable for homework at the start of 

each year 



• homework is set and marked in line with this policy and agreed 
standards detailed in the school Marking Policy 

• tasks are realistic, well structured and meet the needs of all pupils 
• pupils understand the purpose of the homework tasks 
• it is clear to pupils how their homework consolidates and extends the 

work they are doing in school. 
Pupils will be required to record the homework tasks in their Homework 
Diary, ensure their understanding of them, and demonstrate a commitment to 
spending an allocated time completing the tasks set. They will return their 
work on time. 
 
Parents will encourage and monitor homework and inform their child’s 
teacher if an issue arises. 
 
Arrangements for monitoring and evaluation 
Subject teachers and Co-ordinators will monitor homework by checking 
lesson plans, pupils’ work and Homework Diaries. On an annual basis, pupils 
will be surveyed for their views on the effectiveness of the current practice, 
and the Senior Management Team will review the effectiveness of this policy. 
The Headmaster will keep copies of the results of these surveys. 

 
Written by Mark Albini on 11/07/09 and updated on 23/02/10, 31/08/10 
and 31/08/11. 
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INDEPENDENT LEARNING AT THE JUNIOR BRANCH – AN OVERVIEW 

 
"Independent Learning is that learning in which the learner, in conjunction with 
relevant others, can make the decisions necessary to meet the learner's own 
learning needs." (Kesten, 1987) 
 
INTRODUCTION:  
 
At the Junior Branch of University College School, we believe that children 
need to develop as independent learners who take responsibility for their own 
learning, and who work collaboratively with the teacher and with each other to 
take their learning forward, rather than being passive recipients of what they 
are being taught. 
 
Recent Government advice suggests that schools should aim to achieve 
flexibility in their approaches to pupils by: 
 
 1) developing pupil independence in learning; 
 2) using a wide range of teaching methods appropriate to different learning 

styles; 
 3) considering the nature of the relationship between teachers and learners; 
 4) reviewing learning and teaching materials and resources. 
 

This overview looks at increasing the first of these attributes, namely 
developing increasing pupil independence in learning. Independent learning 
skills are an essential preparation for life and for transition to, and success in, 
senior school and further education. Independent learning skills promote 
pupils' ability in reviewing, recording and reflecting on their learning. They also 
encourage independence in problem solving, decision-making and 
organisation. However, they take time to establish and, for many pupils, 
require deliberate teaching and modelling. Therefore if pupils are to become 
actively involved in increasing their independence in their own learning, they 
need firstly to acquire the ability to learn how to learn. 

This is particularly important for pupils with learning difficulties, who may find it 
difficult to assimilate and generalise skills, but for whom the ability to generate 
their own learning can lead to increased success, self-confidence and self-
esteem. A supportive environment, that allows pupils to learn from mistakes 
and build on their successes, is a pre-requisite. Ideally, such skill building will 
be started early and sustained throughout an individual's learning. 

At University College School Junior Branch, to ensure that the environment is 



in place to encourage independent learning, we are continuing to develop: 

  - a whole-institution approach to the development of learning skills 
  
  - curricular and other activities that provide structured opportunities for their 

development 
  
  - a consistent approach to skills development 
 
    - clear and consistent expectations of learners. 
 
Specific skills that need to be developed 

Observation of pupils can lead to decisions being made regarding what skills 
individual pupils already possess in independent learning. It can also assist in 
raising awareness of those abilities that need to be assimilated in order for 
pupils to further enhance their skills, and what areas need targeting for 
improvement. Specific skills might include the ability to: 

 complete set tasks without adult intervention for increasing periods of time 
 preview or skim materials before reading them in detail 
 accurately decode and understand written instructions and text 
 summarise the main points of the task 
 use a number of different sources to locate required information for the 

completion of tasks 
 predict likely outcomes  
 organise, plan and re-draft written responses 
 work in co-operation in a group or individually to complete assignments 
 demonstrate persistence when a task appears challenging 
 demonstrate determination and organisation skills to meet deadlines 
 display effective note taking skills to aid recall 
 transfer learning to other areas of the curriculum 
 present materials in a way that allows reader understanding of response 
 ask for help when needed 
 see mistakes as part of the learning process 
 set themselves high goals and aim to achieve the best they can. 
 

The role of the teacher 

Teachers at the Junior Branch of UCS need to set and clarify learning 
objectives, expectations and boundaries and to share these with pupils. They 
need to assist students to acquire the knowledge, skills and understanding 
and plan structured opportunities in which to demonstrate, practise and apply 
these skills and to reflect and build on their learning. This may require 
consideration of strategies and procedures to increase flexibility so that the 
curriculum: 

  - is delivered through a varied but balanced range of teaching methods 
(e.g. didactic, active and experiential) 

  - meets the needs of all learning styles (e.g. visual, aesthetic, kinaesthetic, 
reflective, theoretical, pragmatic and active) 



  - helps pupils to make connections with other learning by breaking large 
tasks into manageable steps and demonstrating the relevance of what 
is being learnt, now and in the future 

  - encourages pupils to participate by ensuring they understand outcomes 
and have opportunities to review, record and reflect on their progress 

  - supports assessment for learning through teacher, peer or self-
assessment. 

 

Conclusion 

Learning to learn demands a solution-focused approach to classroom tasks 
and determination to overcome obstacles. It requires pupils to be empowered 
to influence the way in which they approach and complete their learning. This 
suggests trust between teacher and student and a sharing of identified targets 
that are negotiated and agreed. Learning to learn increases the responsibility 
upon the pupil to accept their role in directing their learning; and for pupils 
who are familiar to more didactic schooling, this may appear unstructured. 
However, it can lead to greater engagement with learning, reduce disaffection 
and support skills for learning throughout life. 
 
Written by Mark Albini on 11/07/09 and updated on 31/08/10 and 
31/08/11. 
 
Please note that this is a new policy and that all subject handbooks will 
have a section on Independent Learning in their subjects. Below are just 
a few examples of Independent Learning Tasks at University College 
School Junior Branch. 
 
English – all years – writing and reciting poems for the school’s annual poetry 
competition.  
In Years 4, 5 and 6, the use of Reading Circles encourages increasing 
independence as pupils interpret picture books, undertake Extended Story 
Writing on computers, complete sentence level work and share ideas in pairs 
or small groups in comprehension exercises. Year 5 pupils undertake 
independent script writing for short plays or performances. Year 6 pupils 
research information for the debating competition. 
 
Maths – independent learning takes place in all year groups throughout the 
year in extension activities that require investigation and problem solving. 
There are also times when it occurs in specific topics such as: 
Year 4 plan a party with a set budget. 
Year 5 collecting and interpreting their own data such as makes of cars. 
Year 6 creating a mathematics game for children in another year group. 
Our involvement in the Schools Fantasy Football League also encourages 
children to use mathematics independently when selecting and managing a 
team and monitoring its progress over a season.  
 
Science – independent research for a project on an animal of the pupil’s own 
choice in Year 3. Year 4 pupils design their own electrical safety posters and 
analyse their own diets. Year 5 pupils undertake independent research for a 



project on a tree in their garden and research the methods of Home Insulation 
used in their own homes. Year 6 pupils prepare presentations, in pairs, on 
tooth decay and dental hygiene to show to Year 3 pupils and undertake their 
own designed chromatography experiment at home.  
 
French - Year 6 - pupils prepare presentations for an assembly. Last half 
term, pupils decided on a curriculum for learning Spanish, based on their 
knowledge/understanding of French. 
Year 5 - pupils do some independent research on a French town of their 
choice. 
Year 4 - pupils do some independent research on a French festival of their 
choice. 
Year 3 - pupils write and perform a conversation using a puppet. 
All Years - pupils prepare display work for the French boards and pupils make 
up rhymes/songs to help them memorise vocabulary. 
 
Geography - The Geography Department realises the importance of 
encouraging pupils to become independent and learn independently. A few of 
the projects that are specifically geared to independent learning are listed 
below. Please also see the whole school Independent Learning Policy in 
Appendix 16.  
 
Year 3 – Pupils undertake independent research for a project on an animal 
that lives in the rainforest.  This non-chronological report is linked with English 
lessons.  Pupils chose their own animal and research their size, habitat, food 
source etc. 
 
Year 4 – Pupils choose their own European country to research and then 
produce a tourist brochure, encouraging visitors to the country.  They highlight 
various attractions, places of interest, food available as well as political facts – 
population size, life expectancy etc. 
Pupils also produce their own poster on an aspect of India.  Music, religion, 
transport, food, Bollywood, Gandhi and the Taj Mahal are some of the 
examples of previous topics. 
 
Year 5 – Pupils undertake independent research for a project on famous 
earthquakes and volcanic eruptions. Pupils also research in pairs an African 
tribe and are then hot-seated by other members of the class on their tribe.  
They are also asked to think of suitable questions to ask their fellow 
classmates.  Pupils also look at sustainability and recycling and how they can 
improve their carbon footprint.  A poster highlighting the things they do and 
not do is then produced. 
 
Year 6 – Pupils prepare in pairs a power-point presentation and brochure of a 
specific English county for the counties challenge.  They look at the history of 
the county, as well as geographical features and places of interest.  They 
work towards convincing a judging panel that their county should be visited. 
Pupils also research and produce a poster on a famous mountain. 
 



For details of the independent learning encouraged in other subjects, 
please refer to the individual subject handbooks.  



UCS Junior Branch 
 

JOB DESCRIPTION – SUBJECT CO-ORDINATOR 
 
Reports to:  
 
Subject Co-ordinators at University College School Junior Branch report 
directly to Mark Albini, the Deputy Head (Curriculum). 
 
Monitoring and Evaluation (see also Monitoring and Evaluation Policy): 
 
One useful means of monitoring the effectiveness of Subject Co-ordinators 
has been the introduction by Mark Albini of the Subject Co-ordinator 
Monitoring Checklist. On this simple tick-sheet, Subject Co-ordinators are 
expected to log when they have completed schemes of work; observed 
colleagues within their departments; visited Senior School at Frognal to liaise 
with Heads of Department there and possibly visit a Year 7 lesson in their 
subject; conducted a work scrutiny within their subject. Formal Appraisal of 
Subject Co-ordinators takes place on a three-yearly cycle and details of this 
process are described in the Appraisal Policy. As an ongoing monitoring 
process outside of appraisal, the Headmaster and both Deputy Heads 
formally observe each subject co-ordinator in the school in each of the first 
two terms every academic year. These teachers are given advanced warning 
that they will be observed and will also be informed as to the ‘theme’ of the 
observation. For example, Sharon Martin may wish to focus on the pastoral 
relationships within the lesson; Kevin Douglas may choose to look at 
classroom management and control, whilst Mark Albini may wish to look at a 
particular aspect of Assessment for Learning such as sharing lesson 
objectives and success criteria. These observations are recorded and 
discussed in Senior Management Team meetings and good practice is shared 
with colleagues. In addition to monitoring observations conducted by the Head 
and Deputies, Subject Co-ordinators try to visit as many lessons by teachers 
in their departments as their busy timetables allow. In these instances, the 
emphasis is not so much on monitoring of teaching, though this is important, 
but on sharing lessons, ideas and good practice within subjects. 
 
Other monitoring indicators include any feedback from parents and pupils at 
the school and pupil performance in any assessments held throughout the 
year. 
 
 
Main areas of responsibility: 
 
A Subject Co-ordinator must take responsibility for the teaching of the subject 
throughout the Junior Branch. A subject co-ordinator provides leadership and 



direction for the subject and ensures that it is managed and organised to meet 
the aims, objectives and ethos of the school and the subject. This will involve: 
 
1. Teaching the subject, setting standards and providing examples of best 
practice for other teachers of the subject. Providing professional help and 
guidance to members of staff teaching the subject at the Junior Branch. Extra 
help will need to be offered to staff new to the school/department. 
 
2. Being familiar with National Curriculum requirements for the subject and 
those of the Senior School in Years 7 and 8. 
 
3. Advising the Headmaster and Deputy Head (Curriculum) on 
departmental/subject matters and development including staffing allocations. 
 
4. Ensuring that, in liaison with department colleagues, there are published 
schemes of work for each year group. These should be accessible working 
documents indicating clearly the work that pupils in any class are doing: topics 
for study, cross-curricular links, the pupils’ learning intentions including skill 
development, assessment methods and resources. An awareness of how the 
subject contributes to the Spiritual, Moral, Cultural and Social development of 
pupils is important here. 
 
These schemes of work should afford continuity, avoid unnecessary 
repetition, provide for a range of learning activities, meet National Curriculum 
requirements and prepare pupils for transfer to Senior School. Schemes of 
work should address and meet the needs of all pupils, including those with 
Special Educational Needs or LDD, or Gifted and Talented and need to be 
reviewed annually. 
 
Teaching staff are responsible to the subject co-ordinator for their own lesson 
planning. Subject co-ordinators are responsible for departmental  
documentation, copies of which should be deposited with the Deputy Head 
(Curriculum). 
 
5. Generating a set of syllabus notes giving a summary of the topics to be 
taught along with the methodology used, by year group and by term, for 
annual distribution to parents in September.   
 
6. Providing all teaching staff within the department with a copy of the 
Departmental Handbook. 
 
7. Developing teaching and learning in the department by monitoring and 
participating in lessons. This should be done on a regular basis. 
 
8. Preparing an annual budget, ordering relevant books and materials, 
checking invoices (which should be passed to the bursary or laboratory 
technician for payment) and checking regularly with administrative staff that 
they are maintaining an account of monies spent to ensure that the budget is 
adhered to. 
 



9. Holding termly meetings of staff teaching the subject to discuss the work of 
the department, e.g. assessment and testing, resources, updating schemes of 
work and the departmental handbook. Minutes of these meetings must be 
filed in departmental handbooks and deposited with the Deputy Head 
(Curriculum). 
 
10. Meeting with a member of the subject’s department at both the Phoenix 
School and Frognal to discuss the work of the department and ensure 
continuity between Key Stages. 
 
11. Overseeing the setting of regular assessments, maintaining records  
of results and sharing these with the Deputy Head (Curriculum) along with 
updating the school’s database if appropriate. 
 
12. Keeping up-to-date with changes and developments in the subject and 
altering policy and practice accordingly. 
 
13. Providing appropriate up-to-date resources, e.g. reference books, 
textbooks, reading lists, CDs, ICT, posters etc. and continually exploring 
opportunities to develop or incorporate new ones. Maintaining an up-to-date 
list of departmental resources. 
 
14. Attending appropriate training courses and encouraging others in the 
department to do likewise. Maintaining records of courses attended in the 
departmental handbook and ensuring that staff attending courses brief 
colleagues on their return on the information gained. The Deputy Head 
(Curriculum) must also be informed of staff training and the benefits of those 
courses. 
 
15. Helping with the selection and interviewing of applicants for posts within 
the department.  
 

   Written by Sharon Martin and Mark Albini on 27/9/07 
and updated on 5/4/11 

  



 
University College School Junior Branch 

 
JOB DESCRIPTION - SUBJECT/CLASS TEACHER  

 
Reports To: 
 
For Curriculum matters, subject/class teachers should report directly to Mark 
Albini (Deputy Head (Curriculum)). For Pastoral matters, class teachers 
should report directly to Sharon Martin (Deputy Head (Pastoral)). 
 
Monitoring and Evaluation (see also Monitoring and Evaluation Policy): 
 
Formal Appraisal of Subject/Class Teachers takes place on a three-yearly 
cycle and details of this process are described in the Appraisal Policy. As an 
ongoing monitoring process outside of appraisal, the Headmaster and both 
Deputy Heads formally observe each teacher in the school in each of the first 
two terms every academic year. Teachers are given advanced warning that 
they will be observed and will also be informed as to the ‘theme’ of the 
observation. For example, Sharon Martin may wish to focus on the pastoral 
relationships within the lesson; Kevin Douglas may choose to look at 
classroom management and control, whilst Mark Albini may wish to look at a 
particular aspect of Assessment for Learning such as sharing lesson 
objectives and success criteria. These observations are recorded and 
discussed in Senior Management Team meetings and good practice is shared 
with colleagues. In addition to monitoring observations conducted by the Head 
and Deputies, Subject Co-ordinators try to visit as many lessons by teachers 
in their departments as their busy timetables allow. In these instances, the 
emphasis is not so much on monitoring of teaching, though this is important, 
but on sharing lessons, ideas and good practice within subjects. 
 
Other monitoring indicators include any feedback from parents and pupils at 
the school and pupil performance in assessment tests held throughout the 
year. 
 
Main Areas of Responsibility: 
 
To promote and support high-quality learning that enables all pupils to 
achieve the highest possible standards.  
 
To deliver exemplary teaching in line with the school’s ethos and in an 
environment based on principles of good practice as outlined in the staff 
handbook, curriculum subject handbooks, school policies and the UCS 
Foundation Learning Policy. 
 



The Curriculum: 
 
To demonstrate a thorough knowledge and understanding of the Key Stage 2 
Curriculum for the subjects being taught and to keep abreast of developments 
in those subject areas. 
 
To liaise with the Subject Co-ordinator in matters of planning, delivery, 
assessment and evaluation of the subjects taught. 
 
Teaching and Learning: 
 
To understand the characteristics of good teaching and to teach clearly 
structured lessons or sequences of work, which interest and motivate pupils 
and in which: 
 
- pupils’ learning needs and abilities are taken into account 
- assessments of learning are used to inform planning 
- learning objectives are made clear to pupils 
- interactive teaching methods and collaborative work are encouraged 
- active and independent learning is promoted that enables pupils to think 

for themselves and to plan and manage their own learning 
- pupils’ health and safety is safeguarded 
- a clear framework for classroom discipline is established and strategies 

for recognising, encouraging and rewarding good behaviour, along with 
sanctions, are understood by pupils so that appropriate behaviour is 
anticipated and managed 

- appropriate homework is set in line with school policy 
- ICT and Whiteboard Technology are utilised appropriately 
- challenging teaching and learning objectives are set which are relevant to 

and based on knowledge of pupils and take account  
- of: 
- evidence of their past, current and predicted achievement 
- expected standards for pupils of the relevant age range 

 
Pupil progress and assessment: 
 
To ensure appropriate monitoring and assessment of pupils to evaluate 
progress towards planned learning objectives, and to use this information to 
inform planning and teaching. 
 
To monitor, mark work and assess as you teach, giving timely, descriptive, 
constructive and positive feedback which pupils understand and which 
requires them to respond to, reflect on and improve their own performance. 
 
To record the outcomes of assessment along with pupils’ development, 
progress and attainment and keep these records up-to-date. 
 
 
 
 



Organisation: 
 
To create a positive climate for learning by organising resources and 
maintaining an attractive and stimulating environment, contributing to displays 
in the school as a whole. 
 
To register the attendance of pupils, whether before, during or after school 
sessions. 
 
Communication:  
 
To support links with parents by attending introductory meetings, curriculum 
evenings, parents’ evenings, school concerts and plays and generally 
assisting and promoting the development of home-school links. 
 
To build and maintain co-operative relationships with parents and to 
communicate with them on pupils’ learning and progress, drawing attention to 
special skills and talents as well as to problems or difficulties. 
 
Reports: 
 
To provide or contribute to oral and written assessments, reports and 
references relating to the development and learning of individual pupils and 
groups of pupils. 
 
Continuing professional development, self-evaluation, review and appraisal: 
 
To keep up-to-date with current educational thinking and practice by attending 
courses, workshops and meetings. 
 
To evaluate and review one’s own teaching methods, materials and schemes 
of work, and to make changes as appropriate. 
 
To take part in whole school reviews of policy and aims, and in the revision 
and formulation of guidelines. 
 
To take part in appraisals and reviews of one’s work arranged by the 
headmaster. 
 
Cover for absent colleagues: 
 
To supervise and teach any pupils whose teacher is not available. 
 
Duties: 
 
To undertake playground and other duties and supervise the order, safety and 
discipline of pupils at specified times. 
 
 
 



Meetings and Corporate Life: 
 
To attend and participate in meetings which may be held within or outside of 
school hours. 
 
To take a full part in the corporate life of the school by, for example, attending 
assemblies, leading assemblies once or twice a year, supporting one of the 
school Houses, running a club or activity or by supervising pupils before and 
after school sessions. 
 
To liaise, co-operate and work with colleagues to plan and co-ordinate work. 
 
Fire Precautions: 
 
To understand the school’s fire precautions, know their responsibilities and 
how to react. 
 
Security: 
 
To take all reasonable precautions for the safety and security of the school’s 
and their own equipment and belongings. 
 
 
 

Written by Mark Albini on 02/03/08 and updated on 05/04/11. 
 
 



 
 
 
 
 
 
UCS Junior Branch 

 
JOB DESCRIPTION – YEAR 3 TEACHING ASSISTANT 

 
Purpose of the Job: 
 
To provide support for students and classroom teachers of Year 3 in order to raise 
standards of achievement for all students, to encourage students to become independent 
learners, to provide support for their welfare, and to support the inclusion of students in all 
aspects of school life. 
 
Main Duties: 
 

• To support high-quality learning that enables all pupils to achieve the highest 
possible standards.  
 

• Under the direction of the classroom teachers, assist with several Maths and 
English lessons with each Year 3 class each week as timetabled. 
 

• Attend PE lessons with the year group as timetabled, including escorting the boys 
to and from the Senior School. 
 

• Attend other lessons such as Science, Art & DT, drama etc as timetabled and assist 
subject teachers as directed. 
 

• Assist in the general supervision and welfare of students on and off the school 
premises, during and after school hours and at times of arrival and dismissal. 
 

• Help to create a pleasant learning environment by displaying children’s work and 
other material in the classrooms and around the school. 
 

• Photocopying/laminating/filing/preparing of teaching resources as directed by 
classroom teachers. 
 

• Take photographs of children and children’s work. 
 

• Attend weekly Year 3 Team meetings, whole staff meetings and Inset days as 
appropriate. 

 
• Listen to children read aloud and maintain records of books and texts read. 

 
• Marking tests or work under the direction of the classroom teacher. 

 



• Work with groups and individuals requiring extra support or extension under the 
direction of the classroom teacher 
 

• Assist with the assessment, interviewing and selection processes of new boys into 
the school. 
 

• Take written and informal observations of students and lessons. 
 

• Attend all assemblies unless otherwise directed. 
 

• Help with break and lunchtime supervision duties where required. 
 

• Maintain the appearance of the classroom generally on an ongoing basis, such as 
tidying up between lessons, putting away resources, sharpening pencils etc. 
 

• Assist with beginning and end of day routines, help the children with personal 
organisation, finding belongs etc. 
 

• Help in the preparation and clearing up of teaching areas. 
 

• Look after classroom equipment and equipment in other designated areas. 
 

• Attend and assist with excursions, visits, concerts and school events. 
 
 

Personal Responsibilities: 
 
• Maintain professional boundaries with students and setting high expectations of 

behaviour. 
 

• Maintain confidentiality of pupil information at all times, particularly when dealing 
with parents. 

 
• Be aware of any serious medical conditions as well as any learning and physical 

needs the students may have. 
 

• Be aware of key school plans, policies and procedures, especially the Fire Safety, 
Health and Safety and Child Protection Procedures. 

 
• Take part in performance management in order to identify and agree development 

and training needs. 
 

• Attend training courses and other suitable professional development as 
opportunities arise. 

 
Written by Louisa Strange and the SMT on 23/03/10. 

 
 

 
 



 
 
 
 

University College School Junior Branch 
 

PROCEDURE IN THE EVENT A CHILD IS NOT COLLECTED AT THE END 
OF A SESSION 

 
Purpose 
To ensure an uncollected child is returned to their parent/carer or agreed 
emergency contact as quickly as possible and with the minimum distress to 
the child. 
 
Background 
All children have an emergency contact list completed upon admission to 
school. Parents are reminded at regular intervals to keep this updated. If a 
child is not collected at the end of a session, the following procedure will be 
followed. 
 
Procedure 
 
Rest assured, we will always look after your child if you are late for any 
reason but the following procedure will be adhered to: 

1. After 15 minutes, the teacher in charge will ensure that the parent\carer 
is contacted. If they are not available, the emergency contact will be 
phoned. 

2. If the child attends a morning session they will join the lunch and 
afternoon child group. They will be added to the appropriate register 
until they are collected. 

3. If the child attends an afternoon session the teacher in charge will 
ensure a member of staff stays with the child and offers reassurance.  

4. The teacher in charge will ensure the headmistress is informed of the 
situation to make any necessary staffing arrangements. 

5. If the child has not been collected and no appropriate arrangements 
made by 1 hour after the end of a session the social services will be 
contacted by the Headmistress or teacher in charge. 

6. The Headmistress will agree with the social services a course of action 
specific to the circumstances and ensures that the actions required of 
the school are completed and passed on to colleagues. 

7. Until such a time as the child is passed on into the care of those within 
the actions agreed with the social services, the staff will continue to 
provide appropriate care and reassurance to the child. 

8. As soon as practicable after the incident, the Headmistress will record 
the incident and outcomes in the appropriate log. 

 
 
Review date: Autumn 2011 
 
 



 
 
 
 
 
 
 
 
 



Equality Impact Assessment Template 
  

Name of policy or project being assessed? 
Date 

Child not collected Policy 30/11/07 
 

Priority Level 
 

High  
Medium  
Low x 
 
Lead Officer: Helen Stokes 
Members of the assessment team: Helen Stokes & Suzanne Marriott 
Others involved in the assessment (peer review/external challenge): Co-ordinator’s Committee members 
 
What are the aims of the policy or project? 
To ensure that an uncollected child is returned to their parent/carer, agreed emergency contact or social services as 
quickly as possible and with the minimum of distress to the child 
Who is the intended customer/service user of this project or policy? 
Staff and children 
What are the desired outcomes from this project or policy? 
To provide clear guidelines for the actions to take when a child is not collected at the end of a session 
List any other key policies, procedures, projects or strategies that this policy/project has implications on:  
 
 

What are the racial, disability and gender equality implications of the policy or project? 
 



Does the policy or project have any significant 
positive impact for: 
 

 Different racial groups 
 Disabled persons 
 Men and women 
 Boys and girls   

 

 
 
 
NO 

Does the policy or project have any significant 
adverse impact for: 
 

 Different racial groups 
 Disabled persons 
 Men and women 
 Boys and girls   

 

 
 
 
No 

Do you have any evidence? 
 

 

Is there any way that you could reduce or 
eliminate the adverse impact or increase 
positive impact? 

 

 
Action to take  
If you have indicated there is a negative impact, can it be justified?      YES  NO  
If you have indicated there is a negative impact and it cannot be justified, is it discrimination?   N/A YES  NO  
If you have answered YES, please list all the changes that you have made to eliminate this discrimination: 
 
 
Please state how will you monitor the policy or project?: Policy review (by staff/governors by dates on policy) 
 
 
Signed (Person completing the form): 
 
 

Date: 30/11/07 
Reviewed 12/08 



 
 



 
 
 
 
 
 
 

 
University College School Junior Branch 

 
LEARNING SUPPORT POLICY 

 
September 2010 

(Original 2005, updated 2007, 2008, 2009, 2010) 
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1. AIMS AND ETHOS 
 
The primary aim of the Learning Support Department is to support the school in its 
core purpose of encouraging each pupil to achieve the highest standards possible 
and the greatest fulfillment from his/her particular academic skills and to focus also 
on the general educational principles which will support wider learning. The school 
respects the individuality of each pupil and is committed to helping pupils overcome 
any barriers to learning that they may encounter.  
 
The Learning Support Department aims to identify and support pupils with learning 
difficulties and disabilities and to assess, record, monitor and evaluate their progress 



to ensure that it is comparable to other pupils of the same age and ability. We believe 
that this involves a proactive partnership between learning support staff, other 
teaching and pastoral staff, parents, pupils and other professionals. We offer 
assessment, advice and individual teaching for pupils experiencing difficulties. 
Intervention is planned and structured to meet individual need. Consultation with 
parents and pupils forms an important part of this process. 
 
The Learning Support Department aims to foster the habits and attitudes that best 
support learning and to develop the skills which allow pupils to apply their knowledge 
and understanding confidently. We believe that the ability to question and make 
connections and to review and assess one’s own progress are essential skills for all 
Learning Support pupils.   
 
The legal framework within which additional assistance is provided is set out in the 
SEN Code of Practice in the Education Act 1996 and the Disability Discrimination Act 
2005. The SEN Code of Practice states that “A pupil has a learning difficulty if he or 
she a) has a significantly greater difficulty in learning than the majority of pupils of the 
same age b) has a disability which either prevents or hinders the pupil from making 
use of educational facilities of a kind provided for pupils of the same age.” 
Discrimination under the 2005 act can take place in two ways: a) treating a disabled 
pupil or prospective pupil less favourably for a reason relating to his or her disability, 
than someone to whom that reason does not apply, without justification or b) failing 
to take reasonable steps to ensure that disabled pupils or prospective pupils are not 
placed at a substantial disadvantage in comparison with their non-disabled peers 
without justification. This is known as the duty to make reasonable adjustments. 
 
 
2. CONTEXT 
 
 
The Junior school selects pupils for entry on the basis of their academic ability and 
breadth of interest. 48 boys enter at 7+ and 12 at 8+ each year. All applicants are 
interviewed in the Autumn term before sitting the entrance exam in January. 
Approximately 60 boys transfer from the Junior branch to the Senior School each 
year. They are not required to sit a qualifying examination. Any concern about a 
boy’s ability to cope with the academic requirements of the Senior School will be 
discussed with the pupil’s parents by the Junior School headmaster while the boy is 
in Year 5. 
 
 
There are currently 19 (Sept 2010) pupils in the school who are on the Learning 
Support Register. The register comprises those pupils with an identified Learning 
Difficulty and those who are receiving individual support in school from the Learning 
Support Coordinator (LSCo). This includes pupils with indicators associated with 
dyslexia, dyspraxia, attention deficits and some medical needs that impact on 
learning. 
 
There are currently no pupils in the school with a Statement of Special Educational 
Need. However, when we have such pupils, the proceedures outlined in the SEN 
Code of Practice are followed. An IEP in the form of a shared target sheet will be 
drawn up and reviews arranged regularly with outside agencies, medical and 
teaching staff and parents. All specific requirements will be met, an annual review 
held and contact maintained with the issuing borough for the duration of the 
statement. 
 



 
 
3. THE LEARNING SUPPORT DEPARTMENT 
 
Staffing and responsibilities 
The person responsible for coordinating the provision of Learning Support in the 
three schools, which form the UCS foundation, is Robyn Spencer, the Director of 
Learning Support (DLS). She has weekly meetings with the Learning Support Co 
ordinator  (LSco), Sarah Miller, at the Junior Branch. Sarah Miller reports to the DLS 
and Sharon Martin (Deputy Head Pastoral) with the Headmaster taking overall 
responsibility. 
 
The responsibilities of the LSco in the Junior Branch are as follows: 
 

� Arranging the screening of all new pupils 
� Drawing up and updating a Learning Support Register (LSR) 
� Coordinating provision for pupils on the LSR 
� Maintaining the records of pupils on the LSR 
� Conducting reviews of pupils on the LSR 
� Liaising with and advising the parents of pupils on the LSR 
� Providing tutorial sessions for individual pupils 
� Communicating with and advising fellow teachers about individual 
need 
� Supervising the use of laptops by certain pupils on the LSR 
� Contributing to the in-house training of staff and the induction of new 
members of staff 
� Liaising with external agencies (e.g. educational psychologists) 

 
Accommodation 
The Learning Support Department has exclusive use of a small but pleasant L 
shaped room next to the Library on the first floor. There is space for an office area, 
teaching area and small meetings. 
 
Resources 
The department is well resourced with a wide range of teaching and resource 
materials, games and books too numerable to list. There is also an extensive range 
of assessment tools and some ICT software. 
 
The department’s annual budget currently stands at approximately £1,000. This 
covers expenditure on 
 

� Teaching materials 
� Books and magazines 
� Furniture and equipment 
� Subscriptions to professional bodies 
� ICT software. 

 
Outside agencies 
The department consults with Andrea Smollan (educational psychologist) once a 
term and may refer pupils to her for assessment. Sarah Geiger (educational 
psychologist) has also given consultation and assisted with staff training. The LSco 
also has contact with other educational psychologists selected by the parents. 
 
Stephanie Egerton (teacher specialising in assessment of SpLD) sometimes takes 
referrals of boys needing specialist dyslexic tuition. 



 
Where problems in the visual system are suspected, referral is made to Simon 
Barnard & Associates (behavioural optometrists) or to the Institute of Optometry at 
the Elephant & Castle. 
 
Referrals are also made to Angela Webb, a local handwriting specialist and 
occasionally the LearnWrite Centre in Nottingham, which specializes in retraining 
handwriting. 
 
Courses at the New Learning Centre in West Hampstead are sometimes 
recommended for advice and training in matters related to learning and parenting.  
 
Regular contact is made with occupational therapists and physiotherapists chosen by 
parents and working with children outside school. 
 
Where behaviour or poor self esteem is a persistent issue affecting learning a referral 
to a counsellor may be recommended. Claire Chappell – counsellor/educational 
therapist is working with several children in the school. 
 
 
4. IDENTIFICATION 
 
The identification of need begins with the entry procedures. 
Admission of new pupils 
Where an applicant to the school has a special educational need this should be 
stated in the current school’s report with a description of the ongoing support 
normally received by the pupil. This should be supported by evidence from an 
appropriate professional source (specialist teacher or educational psychologist). 
Requests for extra time in entrance tests will be dealt with on a case-by-case basis 
and will also need to be supported by professional advice and school reports. 
 
The parents of new pupils entering the school are given a form on which to record 
details of any previously diagnosed learning difficulties. Where relevant these are 
passed to the LSCo by the admissions secretary. The parents are contacted and, if 
appropriate, a transfer meeting will be arranged before the start of term, sometimes 
with staff from the child’s existing school, to discuss  any concerns. 
Having received relevant information the LSco will brief staff about the specific 
learning needs of new pupils and update the pupil data base to support information 
given. 
 
Screening 
The Screening procedures aim to identify pupils who may have specific 
difficulties that have not been recognized on entry. 
 
Whole School Screening 
 
On entry and every following year all boys are assessed in verbal reasoning, non – 
verbal reasoning, spelling and reading. (The Edinburgh Reading Test, Parallel 
Spelling Test, Nelson NVR /VR.) This information provides useful tracking material 
which can be used to monitor progress particularly in reading and spelling. 
 
Also on entry all boys are given the International Cognitive Profile test 
(administered by E. Eames  M.Sc.B.Sc.Hons Psychologist) this can help identify 
SpLD, particularly Dyslexia. 
 



Cognitive Abilities Test Level A is administered to all boys in Year 4.This is 
externally marked and gives KS2 predictors for individual boys as well as for the 
whole Year group. From this information it is possible to spot boys who are not 
achieving expected outcomes. 
 
Termly Year Group Meetings are held to discuss academic progress and any 
concerns. They provide an ongoing opportunity to monitor progress and any issues 
raised regarding SEN pupils will be followed up by the LSco. 
 
Weekly pastoral Meetings are held between the school nurse, Deputy Head 
Pastoral and the LSco. They provide an ongoing opportunity to discuss pupils whose 
behaviour, emotional or social circumstances are giving cause for concern. 
 
Individual Assessment 
The LSco will assess pupils individually if they are referred to the Learning Support 
Department and parental agreement has been secured. The following assessment 
tools are used.  
 
Special Needs Assessment Profile – computer aided diagnostic assessment and  
profiling. Provides an overview of a child’s specific learning difficulties with a parental 
questionnaire and computer generated profile available if required.  
 
LASS Junior- Has been acquired for use in the Junior Branch on an individual basis. 
If it proves a useful diagnostic tool we intend to extend its use to whole school 
screening. 
 
Dyslexic Institute Maths Diagnostic Test – Helps to identify children who have 
problems with maths related to Dyslexia. Also provides a useful Maths diagnostic 
assessment. 
 
Other Assessment tools sometimes used include ; 
Beery test of Visual Motor Integration 
Neale Analysis of Reading Ability  - NARA 11 
Vernon Graded Word Spelling Test 
Automated working Memory Assessment 
 
Results of the above screening tests are scrutinised, sometimes with the aid of an 
educational psychologist. Information from all the above tests is used in the creation 
of learning support profiles on the data base. 
 
Transfer to Frognal 
The Learning Support files of pupils in Year 6 at the Junior Branch who have 
received individual help, or are on the Junior Branch Learning Support Register, are 
passed to the DLS during the second half of the summer term. This information is 
shared with the Entry Warden. The parents of those on the register are contacted 
and these pupils are placed on the Senior School register for the following year. 
Learning Support Profiles are created for them in SIMS. 
 
 
5.  PROVISION 
  
Referral 
Any member of staff may discuss their concerns about the learning effectiveness of 
individual pupils with the LSco, or pass on concerns raised by parents. These 
concerns may be raised because a particular aspect of the pupil’s learning may be 



out of line with the rest of their abilities and progress. Lack of learning confidence, 
low motivation, poor behaviour and lack of focus are all legitimate reasons for raising 
concerns.  
 
A referral to Learning Support can be made by putting these concerns in writing (this 
can be done via email or on a Learning Support referral form) and, where 
appropriate, should be accompanied by samples of work. 
 
Information Gathering and Assessment of need 
Following referral the LSco will do an assessment of need. Current data is checked 
with particular attention paid to the pupil’s progress since entering the school – 
especially recent progress. Samples of work will be considered if appropriate and 
other informal assessment may be carried out. (This may include class observation) 
Parents would only be contacted at this stage if they had raised the original concern 
or if the information gathered suggested a need for immediate support or more 
thorough assessment. The aim is to provide a graduated response to need. 

 
1. Monitoring 
If it is considered appropriate the pupil will then be placed on a monitoring list. 
Monitoring will take place over a half or full term, with support for the teaching staff 
given in the form of suggested strategies and targets. Staff are informed about pupils 
who are being monitored via a half termly list distributed to all staff and the pupil data 
base. Any new or immediate information is mentioned in Monday morning staff 
meetings. 

 
Monitoring Reviews 
The monitoring list is reviewed at the end of each half term. The LSco will discuss 
pupils’ progress with the subject and form teachers involved. If progress is 
satisfactory and concerns have been resolved, a pupil’s name is removed from the 
list. However, if there are ongoing concerns another period of monitoring may be 
arranged or parents will be contacted and further assessment arranged.   

 
2. School Action  
If further action is required, parents will be contacted either, by the member of staff 
who originally raised the concern, or the form teacher. 
Further assessment will be carried out and individual support may be offered. 
 
Individual support 
Individual support is provided free of charge. In general it is initially offered for a 
limited number of sessions or a term. Pupils are either withdrawn from lessons 
according to a rotating timetable or from the same lesson each week to support a 
particular subject area with the agreement of the teacher concerned. 
 
A series of sessions focuses on improving a particular skill set such as planning or 
editing written work, English comprehension skills, reading for meaning, spelling, 
handwriting, maths confidence, organisation, listening and following instructions, 
asking and answering questions and learning for tests and exams. Wherever 
possible material in these sessions relates closely to work the pupil has done 
recently, or will do in the near future to aid the transfer of skills to work in subject 
areas.   
 
The concerns and wishes of pupils are given a very high priority at every stage of 
learning support intervention. They are consulted during the information gathering 
stage and in the review process. They are encouraged to develop a good 



understanding of their learning strengths and weaknesses and to develop effective 
strategies for overcoming their weaknesses. 
 
IEPS or Shared Target Sheets  
Shared targets are devised for pupils having individual sessions with one or more of 
the subject teachers involved. This is to encourage a transfer of skills from the 
individual sessions to other areas, to ensure class targets are supported and that 
learning support is targeted most effectively. Shared target setting sessions are 
arranged twice a year after the October and February half terms. A form (shared 
target sheet) is produced from these meetings and copied for teachers. Targets are 
also increasingly being put on the Learning Support data base for easy reference. 
Parents are kept informed of their child’s progress at this stage by the LSco who will 
arrange meetings, telephone or e mail as appropriate. 

 
Individual Support Reviews 
Individual support is reviewed at the end of every term. The views of teachers, pupils 
and parents are taken into account. If adequate progress has been made individual 
support may be discontinued and the pupil either monitored for a further half term or 
removed from the support list altogether. However, If there are ongoing concerns 
support may be continued for a further term and assessment and advice may be 
requested from an educational psychologist or other external agency as appropriate.  

 
3. Further Action 
Educational Psychologist’s or other professional reports 
Where an external assessment of a pupil’s learning difficulties has been made, a 
copy of the report will be passed on to the Learning Support Department and the 
relevant advice made available to the pupil’s teachers via staff meetings, notice 
board or the pupil data base. A list of these children is in the front of the staff 
Learning Support handbook and on the Pupil information board. All teachers should 
familiarize themselves with the needs of those pupils they teach who have a 
diagnosed difficulty and differentiate classroom practice accordingly. 
 
Laptop use 
 
Occasionally pupils at the JB with a special physical need or with specific learning 
difficulties ( dyslexia / dyspraxia ) find it beneficial to use a laptop for classwork in 
specific subjects. In order to use a laptop in school a pupil must have an assessment 
that establishes there is a specific difficulty. In addition the pupil must have 
undergone training in touch typing and have a typing speed at least equivalent to his 
handwriting speed.  
If it is agreed that a laptop can be used, they are required to sign the Junior Branch 
Laptop agreement. Pupils should meet with their Form teacher or IT support once a 
week to sort out any organisational or technical problems.  
 
 
6. REVIEW AND EVALUATION 
 
 
Monitoring and Appraisal of the Learning support staff and department 
The work of the department is regularly reviewed in weekly meetings with the DLS. 
The Headmaster undertakes a formal appraisal of the Learning Support Co-ordinator 
every three years, the last one being in Nov 2007. There is also an ongoing program 
of informal observation by the Senior Management Team which informs the appraisal 
process as well as forming a part of the school’s monitoring and evaluation 
procedures. 



 
 
Review of pupils  
As described previously (under provision) all Learning Support pupils receiving 
individual support are reviewed termly or at the end of the agreed intervention. Each 
review comprises a scrutiny of reports and test results (if available) to establish levels 
of progress, plus discussion with pupil, teachers and often parents. Pupils who are 
being monitored are reviewed each half term the review being comprised of a 
recorded discussion with the referring teacher. 
 
 
7. COMMUNICATION WITH TEACHING AND PASTORAL STAFF 
 
 
Learning Support teaching and monitoring lists  
The main instrument by which staff find out which pupils experience learning 
difficulties are the Learning Support lists. These are issued to all staff in the Staff 
Learning Support Handbook at the beginning of the academic year. They are 
updated in January and April and redistributed to all staff. (It is anticipated that this 
will increasingly be done by email.) 
 
Learning Support Profiles 
Each pupil on the Learning Support lists has a Learning Support Profile created in 
the school database and updated termly. Teachers are expected to access the 
profiles of those pupils whom they teach. The profiles contain information about a 
pupil’s assessment history, details of any individual support received, advice about 
their learning needs and shared targets being worked on. 
 
Staff Learning Support Handbook 
This is a booklet, issued to all staff at the beginning of the academic year. It contains 
information about staff responsibilities, the way the learning Support department 
works, advice about addressing common problems associated with dyslexia, 
dyspraxia and attention deficits and strategies that can be used in the classroom. 
 
Meetings 
The LSco has weekly meetings with the DLS and separately with the Deputy Head 
 (pastoral) and the school nurse.  
Other opportunities to share information are provided in the following ways : 

� Termly Year group meetings. 
� Monday morning staff meetings. 
� Shared target setting and review meetings held between LSco and 
relevant members of staff. 

 
Staffroom notice boards. 
The pupil information board in the staffroom has copies of all current teaching and 
monitoring lists and any new relevant information/ literature given by parents that 
staff need to read or familiarize themselves with. The whiteboard on the back of the 
staffroom door and email are used for passing on urgent information. 
 
Training 
There is an ongoing commitment to raise awareness of pupils’ learning needs and to 
develop teaching strategies that will maximize learning potential. The following help 
to implement this; 
 



� The LSco holds a meeting for all new members of staff at the start of 
each year to explain the duties of staff in relation to learning support pupils 
and to show them the resources available in the Learning Support room. 

 
� Regular meetings between the DLS and JB senior management and 
the DLS and LSco to discuss learning strategy and any matters arising from 
special needs within the school. This information is used, in part, to inform the 
Inset program. 

 
� Whole staff training on matters related to Learning Support are 
organised as the need arises. In 2008 – 9  Sarah Geiger (educational 
psychologist  ) gave 3 twilight training sessions on dyslexia, dyspraxia and 
attention disorders. Barry Hymer gave a one day inset on ‘Creating a climate 
for higher order thinking, questioning and dialogue in the classroom’. 

 
� Provision is made for the DLS and LSco to attend training courses 
relevant to the needs within the school. Individual staff are also encouraged 
to attend courses as appropriate so that they feel equipped to deal with the 
needs of the boys in their care. 

 
� Pupil centered initiatives - at present there are several which aim to 
promote more effective learning. These are : an annual puzzle day for year 3, 
a thinking skills day for year 5, and a study skills day for year 6. There is an 
element of staff training in each of these. 

 
 

8. RESPONSIBILITIES OF TEACHING AND PASTORAL STAFF 
 
Provision for pupils with special educational needs is a matter for the school as a 
whole. In addition to the governing body, the school’s headteacher , SENCO and 
learning support team, and all other members of staff have important operational 
responsibilities. All teachers are teachers of pupils with special educational needs. 
Teaching such pupils is therefore a whole – school responsibility, requiring a whole – 
school response. 
Para 6.2SEN Code of Practice 2001 
 
 
All teaching staff 
All teaching staff have a responsibility to help identify and support pupils with special 
educational needs. They should recognise that their classes will contain pupils with 
special educational needs and follow school policy and seek advice when they 
encounter these pupils. They should also be aware of the possible link between 
behavioural problems and learning difficulties. 
 
Subject teachers 

� Note which pupils are on the Learning Support register and the monitoring 
list. Highlight in mark books, check profiles on the network. 
� Discuss any concerns about progress, motivation or behaviour with SM as 
necessary. 
� Attend target setting sessions and contribute to targets. Keep a note of 
targets set and review termly with SM. 
� Plan and deliver lessons with the needs of LS pupils in mind using UCS 
specific learning difficulty guidelines to help. Consult SEM or SM for further 
advice on differentiation as necessary. 

 



Subject Coordinators 
� Department policies and handbooks should contain subject specific guidance 
on how to support pupils with specific difficulties. 
� Ensure that all department members follow the advice given, 
� Monitor the progress of Learning Support pupils within their department. 

 
Form teachers 

� Note which members of their form are on the learning Support register, 
especially those who have an educational psychologist’s report. 
� Check Learning Support profiles on the network. 
� Pass on relevant information from parents to SM 
� Attend LS meetings if requested. 
� Monitor the organisation (homework diaries, desks etc) of selected LS pupils 
and dedicate some individual time to them as necessary. 

 
 
Senior management 

� Share concerns about pupil progress, behaviour & motivation and agree 
action with SM. 
� Pass on any relevant information concerning LS pupils or new boys who are 
potential LS pupils to LS staff as soon as possible. 

 
 
9. COMMUNICATION WITH PARENTS 
 
 
The Learning Support Department recognizes that parents have a vital role to play in 
the identification and support of pupils with learning difficulties.  
 
Parents are encouraged to discuss any concerns they have about their child’s 
progress at the earliest opportunity. Form teachers can be contacted by telephone or 
email and are available at the beginning and end of each day. If appropriate these 
concerns will be passed to the Learning Support department in referral form. 
 
Parents will be consulted by telephone or email at the start of any individual learning 
support intervention and notified at the end of it.  
 
Parents views are used to help build a Learning Support Profile and to review it. 
They may be invited for meetings with the LSco and other staff to discuss their son’s 
progress. They can also contact the LSco at any time by phone or email for advice 
about how to support their child’s progress or for information about outside agencies 
which may be helpful. 
 
The reporting system provides one report and two parents’ evenings for each pupil 
a year. The LSco will write reports for pupils she is working with individually. 
 
At the beginning of each academic year there is an information evening for parents 
where general procedural information can be shared and it is intended that all new 
parents will be provided with a Learning Support Information Sheet which sets out 
how Learning Support works at UCS. ( Development target). 
 
 
10. DEVELOPMENT PLANS 
 
 



The current Learning Support Department development plan ( See appendix) 
focuses on the following areas: 

� To raise awareness of spLD amongst staff. . 
� To have a fully functioning pupil data base. 
� To establish a ‘joined up’ approach for pupils with behavioural 
issues. 
� To establish whole – school screening using LASS junior 
assessment. 
� To provide more information for parents. 

 
 
11. COMPLAINTS AND APPEALS 
 
 
Complaints about special needs provision in the school should be addressed, in the 
first instance, to the DLS. She will arrange a meeting to discuss the issues and 
inform senior management. 
 
The school will make any adjustments which are deemed reasonable to ensure that 
a pupil with learning difficulties or disabilities is not placed at a disadvantage. 
However, in some cases it may not be possible to accommodate a proposed 
adjustment, for example if the cost greatly outweighs the benefit. 
 
If an individual believes that a decision under this policy has not been made 
correctly, they may appeal in the first instance to the Headmaster. The individual 
should set out in writing the grounds for their appeal and this should be sent to the 
Headmaster. The individual may be invited to attend a meeting at which the grounds 
for the appeal will be discussed. A further appeal may be made to the Board of 
Governors and the individual may again be invited to attend a meeting at which the 
grounds for the appeal will be discussed. The individual will then be informed of the 
governors’ decision in writing. The decision of the governors will be final and there 
will be no further right of appeal. 
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LETTING STATEMENT 
 
 

 
The school’s facilities are used, occasionally after school and regularly during 
the school holidays, by external organisations.  
 
All enquires about the letting of any school facility outside normal school 
hours is dealt with by UCS Active and must always have the approval of the 
Headmaster. 
 
KGD 07/09 
 
 
 



UCS Junior Branch 
 

LIBRARY POLICY 
 
Introduction 
 
“What we learn from good books and other resources becomes part of us.” 

Library Association 
 

The library at the Junior Branch of University College School supports the 
ethos of the school, which promotes principles of liberal scholarship, aiming to 
excite and expand intellectual curiosity, breadth of study and independence of 
mind. 
 
The school curriculum develops enjoyment of, and commitment to, learning as 
a means of encouraging and stimulating the best possible progress and the 
highest possible attainment by all pupils. The role of the school library is 
central to supporting our pupils’ learning. It plays a key role in helping our 
pupils to develop their communication and information-handling skills. It also 
offers them a view of the world that is free from stereotypes and promotes 
equality of opportunity for all. 
 
Our library helps our pupils become independent and lifelong learners through 
offering the opportunity for pupils to take responsibility for their own learning. 
The resources in our library support the aims and objectives of the National 
Curriculum by promoting the ability in pupils to read fluently a range of literary 
and non-fiction texts, and to reflect critically on what they read. 
 
Aims and objectives 
 
- To extend and enrich pupils’ learning experiences 
 
- To develop pupils’ skills as independent learners 
 
- To support teaching and learning in our school 
 
- To provide opportunities for our pupils to find and access resources for 

themselves 
 
Organisation 
 
Our school library is centrally located within the school and is easily accessed 
by all. It has recently been extended and refurbished with furniture and 
shelving appropriate to its users’ needs. The library has enough tables and 
chairs to enable all classes within Years 4, 5 and 6 to be taught one double 



lesson of English each per week. Other subjects also bring classes into the 
library for extended research projects such as the history debating 
competition in Year 6 and the animal research project in science in Year 3. 
The library also has a relaxed seating area and ten computers. Laptop 
computers may be brought into the library when more are needed. 
 
The library has collections of fiction and non-fiction resources. These include 
newspapers, magazines, story tapes, videos, CD-Roms and DVDs. Most 
classrooms in the school also have their own small non-fiction and fiction 
collections. All books are classified according to the Dewey Decimal 
Classification System. 
 
The ten computers in the library have CD-Rom and DVD capability, safe 
Internet access and a range of multimedia applications. 
 
The School Librarian will assemble mobile project boxes of books on request 
from subject teachers. For example, the Science Department frequently 
requests boxes of books on plants, diseases, animals, health and the human 
body whenever these topics are being studied. 
 
Our library is always open during normal school hours but more specifically, 
lunch times is the time when it is open to all. 
 
The Schools Library Service is used to supplement the range of resources 
available to our pupils. 
 
All library management functions are computerised. Features of the system 
include book reviews by pupils, a catalogue accessible from any computer 
inside or outside of the school and numerous reports on borrowing, which are 
useful to staff in helping them to encourage literacy. The system is designed 
for non-supervised use by all members of the school community. All 
individuals receive training in its use as part of the information skills 
programme. 
 
Resources 
 
The library employs a part-time professional librarian who is responsible for 
the management of the library. The librarian co-ordinates a team of parent 
volunteers who help with lunchtime supervision and other tasks. A parent 
volunteer represents the library on the Parents’ Guild. 
 
Pupil librarians volunteer to help in the organisation of the library. These are 
appointed on a termly basis. 
 
The librarian is responsible for budgeting for the library. A yearly budget 
allocation is made available for replacement of stock to ensure that our 
resources are in good condition, up to date and relevant to our pupils’ needs. 
We have well over the Library Association’s recommended levels of 15 items 
per pupil in our library. 
 



The librarian consults closely with staff about curriculum development and 
resource needs and welcomes feedback from parents, pupils and staff. A list 
inviting teachers at the school to request project boxes is renewed in the 
staffroom every half term. Information skills and topic lessons are given by the 
librarian when appropriate. 
 
The teaching staff receives library training when requested. 
 
The school librarian attends appropriate CPD courses and is in regular 
contact with the Senior School Library. 
 
The library promotes itself with regular assembly announcements, lists of new 
books, notices, posters, displays and announcements. 
 
We plan to further develop the effectiveness of the library with continued 
monitoring and by improving the information available on the catalogue. 
 
Renaissance Reading Scheme and the school library 
 
This year we have introduced a new reading scheme to the school. The 
scheme is known as Renaissance Reading. It is a colour-coded system that 
is monitored by English teachers using a computer program. 
 
The boys are initially given a reading test that generates a reading age score 
as well as a Zone of Proximate Development (ZPD). The ZPD gives the boys 
a number range that corresponds to a colour code. 
 
The books in the Renaissance section of the library are all labelled according 
to a book level that has a purple, blue, yellow, orange or black dot on the 
spine, depending on its level of difficulty. The boys may then choose a book 
from the shelf based on their ZPD range. 
 
This ensures that the boys will be selecting books at an appropriate level, 
(one which consolidates and stretches a boy’s everyday reading.) Each book 
has a Renaissance quiz available with it that is accessible through their 
individual ‘log in’ page on one of the library computers. The quiz asks a series 
of questions about the book, testing the level of understanding of the novel 
that has been read. In turn this information is relayed to the English teachers 
and the boys’ progress in reading is tracked and monitored. The scheme 
gives the English Department much greater insight into how much a boy is 
reading and how much of it he understands. 
 
It has already had a great impact on the children’s reading in school. 
Teachers are able to help boys select books that are appropriate for their level 
of understanding and interest. The tracking of reading is very useful as it 
allows us to recognise, if necessary, where boys either are not reading 
enough and need advice, or are reading books that are too difficult and are 
tending to rush through texts without understanding the finer details of the 
narrative. 
 



Each book has a points value that the boys earn after sitting a successful 
quiz. These points will be added up at the end of each term and converted 
into Merits. The children enjoy sitting down and taking a quiz and so far the 
scheme seems to be extremely successful and is popular among the boys. 
 
 
 

Annette Davies (School Librarian) (2009). Updated in April 2011.   
 
 
 
 



UCS Junior Branch 
 

LINKS WITH PARENTS AND THE COMMUNITY 
 
Links with Parents 
  
The ‘open door’ policy at the Junior Branch of University College School 
encourages parents to be involved in their child’s education and in school life 
as an adult helper or member of the Parents’ Guild. We also recognise that 
parents are our first line of contact with the local community and as such, 
communicate what is happening in our school to the wider community as well 
as promoting the school’s reputation.  
 
There are a great many links with parents of pupils at the school and the 
following list gives a flavour of the ways we communicate with parents and 
encourage their involvement in the school: 
 

- Form Teachers escort their classes out to the lower playground to meet 
their parents at the end of the school day and so are available for any 
communications.  
 

- Parents and staff use email as well as the telephone as a means of 
communicating about pupil progress and other concerns. 

 
- There are two formal Parents’ Evenings per academic year for each year 

group, one in each of the Autumn and Spring Terms. In addition to these, 
Grade Cards are completed by each subject teacher at the ends of the 
Autumn and Spring Terms. 

 
- End of Year Reports are written for parents at the end of the academic 

year for every subject, along with a Class Teacher Report and a 
Headmaster’s Comment. 

 
- Parents receive a Guide for Parents and they are also informed that the 

Syllabus Summary document for each subject is available on the school 
website along with all other school policies.  

 
- Year 6 parents have the opportunity to attend a meeting to discuss the 

Sex and Relationships Education Programme conducted in science and 
PSHE in the Summer Term. 

 
- Pupils are given a Handbook and Homework Diary for each academic 

year and this provides an important means of communication between 
teachers and pupils, and teachers and parents, as well as explaining 
many of the school’s procedures. 



 
- Parents of Year 3 pupils are invited to become ‘Reading Helpers’ who visit 

school once per week to hear Year 3 pupils read. 
 

- Junior Branch Parents are invited to become ‘Library Helpers’ who attend 
the library at lunchtimes to help and supervise pupils using the library. 

 
- The UCS Foundation Website (www.ucs.org.uk) is available to provide 

parents with useful information about the school, its achievements, 
policies and procedures. The Junior Branch Fortnightly Diary is also 
published on this website. 

 
- The School Messaging Service (SIMS) is used to share information with 

parents, emergency communications and reminders, via a text message 
to parents’ mobile phones. Emails are used to communicate with parents 
rather than ‘boy post’ and using paper wherever possible. This ensures 
that information arrives with parents and is also part of our sustainability 
initiative. 

 
- All parents at the school automatically become members of the Parents’ 

Guild, a body that organizes social functions, fund raises and provides 
ideas for worthy charities and causes for the pupils to raise money for 
during Community Action Week. 

 
- Two parents from each class are invited to become the ‘Class Reps’ for 

the particular form that their sons are in. These parents take the role of 
organising parents in that class for Parents Guild functions. 

 
- Parents are invited in to school for several concerts and celebrations 

throughout a given year. These include the Whole School Music Concert 
in Autumn, Spring Choir and Instrumental Music Concerts, the Year 6 
Short Film Competition Awards Ceremony, school wide Pianofests, 
percussion concert, contemporary (rock) concert, the Year 6 Debating 
Competition finals, the Exhibition of Pupils’ Work, Drama Productions in 
every year group, Sports Day and the Fun Afternoon organised by the 
Parents’ Guild. 

 
- Parents are invited to accompany educational visits off site. 
 

- Parents are invited to attend ALL sports fixtures against other schools 
both home and away. 

 
- Parents receive frequent mailings about their sons’ involvement in clubs 

or extra-curricular activities. 
 

- Parents of pupils new to the school attend a New Parents Information 
Evening at the start of each academic year. 

 
- The Headmaster sends a half-termly mailing to all parents at the school 

detailing the term’s activities and notable achievements, and highlighting 

http://www.ucs.org.uk/


important dates for the next term. 
 

- Parents at the school receive several glossy magazine-type publications 
including the annual UCS Foundation magazine ‘The Gower’, the Junior 
Branch newspaper ‘The Acorn’, a whole foundation magazine ‘The 
Frognal’, the ‘Year 6 Enriched Curriculum’ brochure and the annual ‘Year 
6 (Leavers’) Yearbook’.  

 
- The Parents Guild Quiz Night provides an excellent opportunity for 

parents to socialize and raise money for charity at the same time.  
 

- Grandparents’ and Special Family Friends’ Day gives Year 6 pupils at the 
school the opportunity to invite their Grandparents or special family 
friends into school to give them a tour of the school and show off their 
work. The guests are then entertained by the school’s Senior Choir and 
music groups, and have refreshments. 

 
- Prize Day is a major event in the school calendar, which all parents are 

invited to attend.  
 
Parents are actively encouraged to write notes in their son’s homework 
diary or email or telephone the school if they wish to talk to a member 
of staff. Teachers also use the Homework Diary, email and the 
telephone to contact parents so communication is very much a two-way 
process. 
  

Links with the Broader Community 
 
The Junior Branch is one of three schools within the University College 
School Foundation. Our school is not a site in isolation, but is situated in the 
vibrant heart of Hampstead. We feel it is important to foster links with the 
community and links are developed in many different ways at the three 
schools.  
  
At the Junior Branch, we aim to develop links with: 
 

- The Senior School at Frognal. Subject Co-ordinators at the Junior 
Branch are expected to visit once per year to establish subject links 
across the Key Stages and talk to our former pupils in Year 7 to establish 
how they have settled in and how we can ease their transition between 
the two schools. Year 6 pupils visit the Senior School for science lectures 
and use the Senior School swimming pool and sports halls for their PE 
lessons. The Year 6 Play is always performed in the Lund Theatre at 
Frognal. Year 6 pupils attend a welcome day and an information evening 
at Frognal to introduce them to their Senior School and show their parents 
around the Frognal site. The Head of Entry from UCS Senior School visits 
Year 6 pupils in the Summer Term in their PSHE lessons to answer any 
questions that pupils may have about Frognal and life in Year 7. The 
annual Prize Day is held in the Great Hall at Frognal. The school nurse 
and both Junior Branch Deputy Heads meet with the Head of Entry from 



UCS Senior School and the four Year 7 Form Teachers to provide them 
with detailed information about Year 6 pupils about to join the Senior 
School in Year 7. Information includes medical concerns; pupils with LDD 
or EAL; able, gifted and talented pupils; any behavioural or pastoral 
concerns and sporting ability.  

 
- Our feeder pre-preparatory schools, including The Phoenix School 

in Hampstead, which is part of the UCS Foundation. The Headmaster 
undertakes regular visits to all local schools. Phoenix School pupils from 
Years 1 and 2 visit the Junior Branch twice per week to use the library, 
the ICT room and the playground. Year 3 teachers from the Junior Branch 
visit the Phoenix School on an annual basis to liaise with Year 2 teachers 
about Phoenix pupils that may have gained entry to the Junior Branch. 
Mark Albini (Deputy Head (Curriculum)) at the Junior Branch also 
undertakes formal lesson observations of teachers at the Phoenix School 
as a part of their appraisal system and monitoring procedures. The 
Phoenix School parents also use the Junior Branch Hall for quiz nights, 
performances and other Parents’ Guild functions. 

 
- The Headmaster also invites the Heads of local schools to the Junior 

Branch for a tour of the school, a meeting, and in order to socialise. 
 

- The local press. The Headmaster, along with the School Development 
Officer, maintains links with the Ham & High, our local community 
newspaper to publicise notable achievements or charitable acts 
undertaken by the school. 

 
- Local Schools. The Junior Branch of UCS has established links with 

local state primary schools. Hampstead Parochial School are invited to 
attend the Science Lecture with us at Senior School during their science 
week; Primrose Hill School were invited to join in practical activities in the 
Junior Branch laboratory as a part of Science Week; Able and Gifted 
writers from the Junior Branch are invited to North London Collegiate 
School to take part in writing workshops with a visiting author.   

 
- The local police force. The Junior Branch of UCS has established strong 

links with the local community police. A schools liaison officer visits school 
to talk to Year 6 pupils about street safety and Year 6 pupils also attend 
the annual Camden Summer Action event at Coram’s Fields, along with 
invited state primary schools, to undertake a carousel of activities related 
to safety.  

 
- Community Action Week in the Autumn Term. Community Action 

Week, along with other fund-raising events throughout the year, sees 
pupils at the Junior Branch raising several thousands of pounds for local, 
national and international charities such as Macmillan Nurses, RNLI, 
Cancer Research, The Royal British Legion, Friends of the Royal Free 
Hospital, British Red Cross, Jeans for Genes and Comic Relief to name 
but a few. The school raised over £14000 for good causes during 
academic year 2010 – 2011. The Junior Branch has established links 



with, and raised considerable sums of money for, the local Swiss Cottage 
School for pupils with a wide range of learning difficulties. Guest Speakers 
from different charity organisations that the school supports visit the 
school to explain to the pupils what the money is needed for. In June 
2009, the Junior Branch raised over £5000 for the NSPCC in a sponsored 
Spellathon, something we intend to repeat during academic year 2011 – 
2012. 

 
- Hampstead Traffic Working Group. The Junior Branch Headmaster is a 

member of the Hampstead Traffic Working Group. 
  
Other Agencies, Links and Contacts 
  
. The School Doctor visits school to undertake medical examinations of Junior      
Branch pupils.  
  
. The Junior Branch has contact with various experienced and highly 
professional Educational Psychologists and Educational Therapists who visit 
the school to deal with individual cases. 
  
. Support staff from the Health Service attend the school to provide 
professional support for individual pupils. 
 
. The Deputy Head (Pastoral) is the school’s Child Protection Officer and she 
regularly attends meetings and training sessions at the Camden Child 
Protection Offices, along with Louisa Strange, an Assistant Child Protection 
Officer. In addition, all staff at the Junior Branch receives regular Child 
Protection Training led by Dr. David Colwell, Deputy Master at the Senior 
School, who is a fully qualified Child Protection Trainer. 
 
. Selected Year 6 pupils go on the annual rugby and cricket tours. A football 
tour to Spain for pupils in Years 5 and 6 will be repeated in the Spring Term, 
2012 after a hugely successful tour in 2011.  
 
. The Junior Branch is very keen to support the local community in 
Hampstead by using local bookshops, stationery shops and newsagents, and 
the whole UCS Foundation use local pubs and restaurants for social 
functions.  
 
. The Junior Branch is proud of its long-established links with the local St. 
Mary’s Hospice in Hampstead where teachers and pupils go every year to 
sing to the patients. Teachers and pupils also sing outside Hampstead 
Underground Station and collect money for the Hospice. 
 
. The school has established educational links via the French Co-ordinator 
with Choba School in Tanzania and the school aims to create similar links 
with a primary school in Lille, France. 
 
 
 



This statement will be revised and updated every year. 
 
Written by Mark Albini on 12/02/09 and updated on 31/08/10 and 
11/07/11. 
  
 
  



UCS Junior Branch 

MARKING POLICY 
 
In general terms, all teachers of academic subjects will use the following 
guidelines when marking pupils’ work. These guidelines adhere to the 
principles of Assessment for Learning that have been adopted at the school. 
Naturally, individual subjects will need to tailor their marking policies to their 
own specific requirements, as long as the principles outlined below are 
adhered to.  
A sympathetic and flexible approach should be adopted with pupils identified 
as having a specific learning difficulty. Learning Support along with the Deputy 
Head (Pastoral) and Deputy Head (Curriculum) will advise as necessary.  
• It is essential that we give pupils useful feedback on their work to help their 

learning. For this reason, marking and assessment should be frequent, 
prompt and effective. Marking should be focused on the learning 
objectives and not the pupil or just presentation. The pupil must be clear 
about what he has achieved and what still needs further work to improve.  

• Be positive and encouraging in your comments. Offer specific praise as 
well as highlighting areas for improvement. Use descriptive comments, 
phrased so that the pupil understands how he should respond. Comments 
may be phrased as targets or linked to targets already shared with the 
pupil.  

• Avoid woolly generalisations such as “Good”, “Very Good” or “Good Effort” 
if used in isolation.  

 
Note: If the work has been marked in front of the pupil, then stamps 
stating “Marked with teacher”, “Checked by your teacher” or “Verbal 
Feedback Given” may be used to replace any written teacher comments 
as the pupil will have been told about the work in person. This is 
particularly commonplace in mathematics. 
 
• Write, “See me!” if there are any problems with a piece of work. Explain 

the concept or problem and tick and date the “See me!” when the pupil has 
been seen. 

• Pupils should make improvements/corrections when it is considered 
appropriate by the teacher to facilitate their progress in knowledge, 
understanding and skills. When returning marked work to pupils, allow 
time for pupils to read your comments and respond to them.  

• In all subjects, spelling errors should be dealt with in one or two ways. 
They may be identified with an “Sp” in the margin; staff should give the 
correct spelling for the pupil. Pupils should then write the correction three 
times at the end of the piece of work. Alternatively pupils may be asked to 



look for a limited number of spelling errors and then use a dictionary or 
other tool to find the correct spelling. Discretion must be used here in the 
number of errors highlighted by the teacher with regard to pupils that have 
spelling problems or a learning difficulty.  

• It is the responsibility of all teachers, not just teachers of English, to 
encourage good presentation, fluency and written accuracy. 

• Generally work should be marked in another colour to the pupils’ work. 
• The teachers in their own records must note pupils’ progress.  
• An important part of pupils’ learning is their self-evaluation and we should 

value this assessment equally with our own.  
• All staff should award merits in a consistent manner for good work or a 

really good effort.  
• A Commendation Card (worth five merits) may be awarded for truly 

outstanding effort and achievement. 
 
Sharon Martin and Mark Albini (First written 2003, Revised in 2005, 2006, 

2008, 2009, 2010 and 2011.) 
             



 
 
 
 
 
 
 
 

University College School Junior Branch 
 

PROCEDURE IN THE EVENT OF A MISSING CHILD 
 
Purpose 
To as quickly as possible, locate a missing child, return them to safe custody, 
inform the relevant parties of the situation and invoke a review of the incident. 
 
Background 
Annually a risk assessment is completed of the safety and security of children on 
nursery\school premises. Central to the measures in place is the provision of 
nursery\school\extended care scheme staff supervision of exits at the beginning 
and end of each session, doors which do not allow children independent access 
and regular reminders to the parents of the critical role they play. In addition to 
the ongoing vigilance of the nursery\school\extended care scheme staff, there 
are specific times when attendance is checked: 
 

• Register\headcount check at beginning of sessions 
• Keyworker group headcount check at group time 
• When parent or carer arrives to collect a child 

 
In the unlikely event of a child found to be missing the following procedure is to 
be followed. 
 
Procedure 

1. The on site teacher\co-ordinator in charge delegates a member of staff to 
search indoor and outdoor areas within the nursery\school secure area in 
case a child is hiding. In the event the child is found the parent should be 
advised of the incident and a review invoked. (11). 

2. In the of (1) above not resulting in the safe location of the child, the 
headmistress should be informed immediately if on the premises, if off 
premises, at the first opportunity. 

3. The headmistress (or deputy if head is off site) would request assistance 
and ensure staff child ratios are maintained. 

4. The headmistress\designate whilst maintaining ratios in the 
nursery\school\extended care scheme, will delegate at least one member 
of staff to search the school site starting with the exit routes. In the event 



the child is found the parent should be advised of the incident and a 
review invoked. (10)  

5. If the child has still not been located, the parents, if not already on site, will 
be contacted, normally by the office clerk. 

6. The headmistress\designate will delegate a member of staff to follow, 
normally on foot, the child’s route home, taking a mobile phone with them. 

7. If the child is not located after the completion of (6), the 
headmistress/designate will inform the police (999). 

8. Once the police arrive, formal responsibility for the search will pass to the 
police, but the headmistress\designate will ensure that the school staff 
make themselves appropriately available to assist further with the incident. 

9. In any event, and before leaving the site the headmistress will ensure 
appropriate reassurance and comfort is provided to children, parents and 
staff, and where necessary shall seek assistance in this from the 
headmistress. 

10. Alert Local Authority Child Protection team. (Camden nos on website) 
11. As soon as practicable after the incident, the teacher in charge or the 

headmistress will write a report which will be used by the School 
Leadership Team as part of the incident review. This review will aim to 
look for improvements to this procedure and avoid any further occurrences 
of the incident. 

 
 
 
 



 
 
 
 

UCS Junior Branch 
 

MOBILE ‘PHONES and ELECTRONIC EQUIPMENT POLICY 
  
Experience has shown that mobile phones can be a significant distraction at 
school. They also pose a security risk both at school and, more significantly, on 
the journey to and from school.   
  
We strongly recommend, therefore, that students do not bring mobile phones to 
school. All students have access to a telephone while at school. Urgent 
messages for students can be left with the School Office and will be passed on 
as quickly as possible.  
 
Year 6 are given permission to begin carrying mobile ‘phones, as part of their 
preparation for transfer to Frognal; they should only be used on journeys to and 
from school with parental consent. Year 6 pupils should not bring a mobile 
‘phone to school unless parents have written to the Headmaster explaining 
the need for their son to do so. Whilst at school, mobile phones must be 
switched off and handed in to the School Office, or to a responsible member of 
staff when pupils are at the Games Field. Only then is the phone covered by the 
school’s insurance policies. 
Any communication between pupils and home during the school day should still 
be made via the School Office. Any phone used at school without permission will 
be confiscated. Any loss at school will not be covered by the school’s insurers, 
unless it has been handed in. For reasons of pupils’ security, basic phones are 
more acceptable than phones that have cameras, video and Internet access.  
  
 
Pupils are not allowed to bring into school expensive musical equipment such as 
Ipods. There are clearly dangers in using such equipment on the journeys to and 
from school. Ipods, MP3 players and other personal audio equipment must not 
be used during school time. 
 
SEM 08.08.11 



UCS Junior Branch 
 

MONITORING AND EVALUATION POLICY 
 

At the Junior Branch of University College School, we value the support and 
contributions of pupils, parents, colleagues, governors and outside experts, 
and recognise that both monitoring and evaluation form an integral part of 
school improvement and professional development. 
 
What is monitoring? 
Monitoring is the gathering of evidence against specific criteria. Evidence may 
take many forms including: informal discussions; scrutiny of work and books; 
photographs; film of concerts and performances; results of fixtures and 
examinations; lesson observations and lesson sharing; staff review; 
assemblies; letters and questionnaires. 
 
What is evaluation? 
Evaluation is a judgement on the effectiveness of actions taken. These 
judgements are based on the impact of actions and policy decisions on the 
quality of teaching and learning, as well as on the personal, moral and social 
development of pupils. The former is identified through staff and work reviews, 
assessment data and lesson observation. The latter is identified through 
continual monitoring, discussing and recording over time by the pastoral team. 
 
What are the purposes of monitoring? 
The purposes of monitoring and evaluation are: to improve the quality of 
learning experiences offered to pupils in order to raise standards; to be 
accountable for our actions and decisions; to foster a growing understanding 
of self; to establish knowledge of individual strengths and areas for personal, 
moral and social development; to inculcate a sense of community and a 
sense of tolerance and respect for others. Regular monitoring of the 
curriculum tracks that policy matches reality, which aims are met and that 
practice is improved in a constructive, rigorous and supportive way. Regular 
monitoring of personal and social development and citizenship tracks the 
personal, moral and social development of the individual pupil, helps the 
school community to build on positive experiences and challenge negative or 
destructive behaviours in a supportive and constructive way. 
 
Monitoring provides information and evidence about strengths as well as 
indicating areas for improvement or development. It informs decisions 
regarding the future developments that are needed to raise standards further, 
to resource spending and to provide appropriate training, all of which feeds 
into the School Development Plan. 
 
 



What is the purpose of evaluation? 
Monitoring alone does not lead to school improvement. It is through an 
evaluation of the information gathered, the identification of needs and the 
application of strategies to address those needs that school improvement can 
be effected. 
 
A Summary of the Aims of Monitoring and Evaluation 
 
To measure how the school is currently performing 
 
To compare current achievements to previous achievements 
 
To establish action so that standards are raised 
 
To ensure pupils’ curriculum entitlement 
 
To know and understand what is happening in each classroom 
 
To evaluate the effectiveness of curriculum provision 
 
To celebrate, share and learn from good practice 
 
To support the continuing personal, moral and social development of all pupils 
 
To acknowledge and provide support where required 
 
To review and evaluate teaching and learning practices in delivery of the 
curriculum 
 
To inform policy review and evaluation 
 
To gather evidence to measure progress 
 
Who monitors? 
All members of staff have a duty to evaluate their own performance against 
their job description and against the policies, ethos, aims and expectations of 
the Junior Branch. Subject Co-ordinators monitor and mentor teaching and 
learning in their subject areas. The Senior Management Team monitor the 
quality of teaching and learning. All teaching staff will be observed as a part of 
the appraisal process. 
The Deputy Head (Pastoral), the School Nurse and the Learning Support Co-
ordinator, in conjunction with Form Teachers, monitor the pastoral welfare of 
children at the Junior Branch. 
 
Monitoring the curriculum 
Subject Co-ordinators and the Senior Management Team need to monitor the 
curriculum, its delivery and standards being achieved in the school. As a part 
of their monitoring role, Subject Co-ordinators are expected to visit lessons 
taught by other teachers of their subject on an informal, lesson-sharing basis. 
This practice will enable Subject Co-ordinators and their colleagues to share 



good practice and learn from each other, as well as enable the Subject Co-
ordinator to gauge standards being achieved in their subject in classes other 
than their own. 
The Senior Management Team (SMT) will visit classes regularly on a formal 
basis as a part of the monitoring process. Each term, a programme of visits to 
all teachers’ lessons will be agreed. These observations will target areas to be 
monitored or any specific training needs. In an appraisal year, which occurs 
once every two/three academic years, teachers will be observed by each of 
the SMT within one week as part of the appraisal. 
More general aspects of the school, e.g. use of ICT, behaviour management, 
healthy schools, independent learning, learning support, etc. may also be 
monitored. 
 
Specific Approaches to Monitoring the Curriculum at the Junior Branch 
To ensure that the curriculum is being delivered appropriately in all classes, 
the following approaches are in place at the Junior Branch: 
 
Schemes of Work are submitted to the Deputy Head (Curriculum) at the 
beginning of each term from which a Curriculum Map is generated 
 
Lesson Observation and Lesson Sharing 
 
Formal and informal feedback from staff, pupils and parents 
 
Work Sampling, which includes collecting above average, average and below 
average exercise books, photographs of work, displays around the school, 
film of music concerts and plays, etc. 
 
Interpretation and analysis of examination and assessment information. This 
includes baseline assessments in English, mathematics and science, reading 
age, spelling age, verbal and non-verbal reasoning abilities, psychological 
screening, pupils’ tracking and target setting information and SATs results. 
 
Audits of resources, including ICT, and how they are utilised 
 
Regular Policy Review 
 
Development Planning 
 
Work Scrutiny. Here, the Deputy Head (Curriculum) and Subject Co-
ordinators undertake a termly work scrutiny where pupils’ books are submitted 
in order to monitor that marking is frequent and in line with school policy, and 
that academic and presentational standards are being maintained across the 
whole school in all subject areas. 
 
Formal Staff Appraisal every three years 
 
 
 
 



 
Approaches to Monitoring Pastoral Issues at the Junior Branch 
Information is shared with all staff in specifically targeted sessions at the 
beginning of each academic year, to ensure that all teachers are aware of the 
learning and personal, and social needs of pupils in their classes. 
Form Teachers are the first point of contact for pupils and parents with any 
pastoral or social concern. They liaise with parents and with the Deputy Head 
(Pastoral), the School Nurse and, where necessary, the Learning Support Co-
ordinator. 
Concerns are routinely raised, or new information is shared, in weekly staff 
meetings held no Mondays before school; this ensures that all staff are kept 
aware of pupils who need pastoral support or monitoring. These meetings are 
minuted. 
Records of major concerns and concerns raised at other times, by parents, 
staff or pupils, are kept centrally by the DHP and are analysed termly to look 
for any patterns. The designated Child Protection Officer will be included at 
the appropriate level if concerns are raised. At the end of each school year 
these records are passed to the Headmaster, with a summary overview of 
which concerns are still outstanding/unresolved, who keeps them centrally 
until each boy transfers to Frognal, or to another Senior School, at 11+. 
The Pastoral Team (Deputy Head Pastoral, School Nurse and Learning 
Support Co-ordinator) meets weekly, to share and evaluate information and 
plan appropriate action. These meetings are minuted. 
The DHP meets with the School Nurse weekly to monitor accident reports; 
any issues where conflict/behaviour concerns are raised are logged in the 
Behaviour/Incident Log kept by the DHP, along with a copy of the accident 
form, and this Log is reviewed termly to look for any patterns. 
Teachers of each year group meet termly to review academic and pastoral 
concerns as well as reporting on individuals’ progress to colleagues. These 
meetings are minuted, and then information is fed back into the Pastoral 
Team Meetings, to all staff in the Monday briefings and to parents at Parents’ 
Evenings, or in written reports at the end of the year. Where an issue of 
significant concern is raised, parents are informed earlier, either by telephone 
or in person, the issue is discussed and action is agreed. These meetings are 
minuted. 
There are occasions when parents will contact the Deputy Head (Pastoral), 
the Deputy Head (Curriculum), or the Headmaster, by-passing the From 
Teacher or Subject Teacher, with a particular concern. 
 
 
Guiding Principles to Evaluation at the Junior Branch of University 
College School 
 
Never stop evaluating – Accept that we can all improve – Place the raising of 
standards at the heart of all planning – Measure standards – Regularly 
observe each other teaching – Evaluate the effect that teaching has on 
learning – Be completely open and honest in feeding forward what you find – 
Think, discuss and consult – Set targets for improvement – Ensure that action 
is supported, monitored and evaluated – Never stop evaluating 
 



Written by Mark Albini & Sharon Martin on 22/07/09 and updated by SEM 
& MAA 31/08/11. 
 
   
 



 
 

UCS Junior Branch 
 

NUTRITIONAL STANDARDS POLICY 
 
 
 
The Junior Branch operates a healthy eating policy whereby boys are not 
permitted to bring to school sweets, chocolate, crisps, fizzy drinks or chewing 
gum.  We try to operate a nut free school as far as is possible within our 
control and we would ask that you ensure you do not send nuts of any kind 
into school. 
 
Lunch is served continuously on a cafeteria self-service basis although boys 
are told at which times they should report to eat.   A duty teacher supervises 
boys whilst they line up for lunch and when they are in the dining room.   All 
boys take school lunch except for the few who cannot for religious or medical 
reasons, in which case parents should advise the Headmaster 
accordingly.    A non-meat alternative is provided each day. School meals 
are prepared by Brookwoods, and sample menus are available on the school 
website. 
 
On the subject of food and in line with many schools nationally, it has been 
decided that the UCS Junior Branch should be as nut-free as possible within 
our control.   Food served at lunchtime and at tuck by the school kitchen will 
not contain nuts, apart from coconut, although you should be aware that 
manufacturers of ingredients and foodstuffs that we use cannot guarantee 
that all their products are free from traces of nuts.   If your son brings in a mid-
morning snack of his choice, please ensure that he understands not to share 
it with another child in case that child has a particular allergy. 
 
SEM 08.08.11 



 
 

UCS Junior Branch 
 

OPPORTUNITIES FOR PUPIL RESPONSIBILITY 
 
 
All pupils are encouraged to aim to become independent learners during their 
time at the Junior Branch. In addition, they have a variety of opportunities to 
take responsibility, in a range of areas. 
 
The list below is not exclusive, but gives a flavour of the way in which we try 
to foster independence and encourage responsibility: 
 

• Peer Mentors in Year 6 
• Eco-warriors from all year groups, representing each form 
• Year 5 buddies for new Year 3 forms 
• Sports Team Captains 
• Guides at Open Evenings (usually Year 5 & 6 pupils) 
• Library Monitors, one from each form 
• Bell-ringers at lunchtimes – calling classes in to lunch from the 

playground and the Library 
• Voluntarily ringing in or looking after unhappy or hurt fellow pupils at 

breaktimes 
• Hymn book volunteers – giving out and collecting in Hymn Books at 

Monday assembly 
• Form duties – collecting and returning the register, tidying up, recording 

homework in the class diary, wiping the board 
• Helping with lost property 

 
 
 
SEM 08.08.11 



 
UCS Junior Branch 

 
PASTORAL CARE STRUCTURE AND POLICY 

 
Extract from the Aims and Ethos of UCS: 
 
The JB aims to foster in pupils a sense of community alongside a tolerance 
of and respect and care for the individual. It also aims to teach the value of 
commitment and the joy of achievement. 
Kindness, helpfulness, honesty and the ability to work independently are 
the key qualities that the Junior Branch emphasises in its aim to provide for 
the steady maturing of a boy’s personality and capacities so that he 
develops academic and personal disciplines, self-confidence, 
thoughtfulness and public spirit. 
 
PASTORAL CARE POLICY 
The following are extracts from the Staff Handbook: 
 
FORM TEACHERS 
All teachers at UCS may be called upon to perform the rôle of form teacher.   
A form teacher’s responsibilities are pastoral, administrative and academic.   
He/she will be in charge of a form for one year and will teach the boys for one 
or more subjects, depending on their year group.   This will enable the form 
teacher to get to know individual personalities, home backgrounds, interests, 
academic strengths and weaknesses.   He/she will be the first and obvious 
point of contact for parents and should be prepared to contact them if there 
are concerns about their son(s).   If the need arises, discuss the boy(s) at a 
staff meeting and keep the Headmaster informed of developments. 
 
TEACHING 
(See also Foundation Learning Policy Document) 
The relationship between teacher and boy should be one of mutual respect, 
trust and confidence and the initiative for setting standards of personal 
relationship comes from the teacher.   Do not talk to boys about other boys. 
You should neither encourage gossip about members of staff nor pass on 
Common Room matters or any confidential information. 
 
Ensuring acceptable behaviour from the boys is the responsibility of all 
members of the staff.   Consideration for others, good manners, reliability and 
punctuality should always be insisted upon:  a teacher’s own good example 
can be invaluable.   Aim to be consistent, reasonable and fair.   Be punctual 
leaving a form room and arriving at all lessons, and avoid leaving a class 
unattended once a lesson has begun.   All boys should be out of the 
classroom at break and lunchtime before the teacher leaves.   Set clear 
standards right from the start and maintain them.   If possible, avoid sending 



boys out of lessons.   If, however, a boy has not heeded a warning that his 
behaviour in class is disruptive and unacceptable, he should be told to report 

t once to the Deputy Head (Pastoral); another boy should accompany him. 

 mark all work promptly and constructively and to 
et homework regularly.     

over-punishing and sarcasm are NOT 
cceptable sanctions at UCS. 

cisions taken should be given to the Deputy Head (Pastoral) to 
ad and file. 

ASTORAL CARE STRUCTURE

a
 
Create and sustain a positive, supportive and secure environment in the 
classroom.   Well-prepared, stimulating lessons generate good behaviour and 
earn respect.   Aim to keep everyone occupied and interested, to engage and 
motivate all pupils, to schedule and to encourage creative dialogue even with 
the less confident pupils, to
s
 
Do NOT humiliate children, or put them down in front of others. Blanket 
punishments, over-reaction, 
a
 
PARENTAL CONTACT 
In addition to the formal reporting procedures, parents may seek advice or 
meetings at any stage of the year, and staff should initiate such contact if 
there is concern about a boy's work or wellbeing.   A brief note of the meeting 
and of any de
re
 
 
P  

eople play a role in the Pastoral Care of the pupils: 

 
rs 
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chool Office 

leaning Team 

y Head Pastoral 

School Counsellor* 

ng are scheduled routines for sharing information, or raising 

eetings 
eekly SMT Meetings 

Beginning of Term Staff Meetings 

f the 

 necessary, the School Nurse and/or 

are kept 
aware of the changing needs of pupils. These meetings are minuted. 

 
STAFF INVOLVEMENT 
The following p
Form Teachers 
Subject Teachers
House Teache
School Nurse 
Learning Supp
S

Kitchen & C
Caretaker 
Deput
SMT 
Headmaster 

 
INFORMATION-SHARING 
The followi
concerns: 
Weekly Staff Meetings 
Weekly Pastoral Team M
W

Mid-Term Year Group Meetings 

 
SCHEDULED ROUTINES 
Information is shared with all staff in specifically targeted sessions at the 
beginning of each academic year, to ensure that all teachers are aware o
learning, medical, personal and social needs of all pupils in their classes. 
Form Teachers are the first point of contact for pupils and parents with any 
pastoral or social concern. They should then liaise with parents, with the 
Deputy Head (Pastoral), and, where
the Learning Support Co-ordinator. 
Concerns are routinely raised, or new information is shared, in Weekly Staff 
Meetings held on Mondays before school; this ensures that all staff 



Sometimes House Teachers, the School Office staff, the Kitchen & Cleaning 
Team or the Caretaker may raise Pastoral concerns about pupils. These are 
followed up and the Form Teacher is informed. 
The Pastoral Team (Deputy Head (Pastoral), School Nurse and Learning 
Support Co-ordinator) meet weekly, to share and evaluate information and 
plan appropriate action. These meetings are minuted. The Headmaster, and 
the Deputy Head (Curriculum), are briefed at SMT meetings by the Deputy 
Head (Pastoral). 
Teachers of each year group meet termly to review academic and pastoral 
concerns as well as reporting on individuals’ progress to colleagues. Medical 
and Learning Support information is also reviewed. These meetings are 
minuted, and then information is fed back into the Pastoral Team Meetings, to 
all staff in the Monday briefings and to parents at Parents’ Evenings, or in 
written reports at the end of the year. Where an issue of significant concern is 
raised, parents are informed earlier, either by telephone or in person; the 
issue is discussed and action is agreed. These meetings are minuted. 
There are occasions when parents will contact the Deputy Head (Pastoral), 
the Deputy Head (Curriculum), or the Headmaster, by-passing the Form 
Teacher, with a particular concern. In such instances the member of staff 
contacted will deal with the concern, but will keep his/her colleagues informed. 
 
The following are unscheduled routines for sharing information, or 
raising concerns: 
Concerns raised by pupils – addressed to one of the members of staff above, 
or to another pupil, or to parents 
Concerns raised by parents – addressed to a member of staff by telephone, 
letter, email or in person 
Concerns raised by any member of staff – either to the teaching staff in 
meetings or with another colleague, or to a member of the SMT 
Telephone calls to, meetings with, or letters to parents  
Conversations with pupils 
 
Any contact with parents should always be discussed with another member of 
the Pastoral Team (the Form Teacher, the Deputy Head Pastoral, or in certain 
cases the Headmaster), before the contact is made. A written record should 
be kept of any concern raised, and how it is processed. This should then be 
filed. 
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UCS Junior Branch 

 
   PHOTOGRAPHIC AND VIDEO IMAGES POLICY  

 
Good Practice 
 
The following advice represents good practice in the use of photographic images 
involving children.  
 
1. When taking a picture UCS must obtain the consent of the person in the picture 

or from their parent or carer. 
2. If using a photo from the media or commissioning a photograph, have a signed 

agreement (see appendix 2). 
3. Use the image in its intended context.  Examples of this not happening are: 

• when a picture taken by a national newspaper of a child accepting an award 
was used by the National Front in a story with a completely different story 
angle.  

• When a photo of the public boarding a bus to launch a rural transport initiative 
is used to illustrate a story attacking rural transport shortages. 

4. Follow the commitment made in the consent forms: 
• not to name the child; 
• not to use the photograph out of context;  
• not to use the photograph to illustrate sensitive or negative issues. 

5. When photographing children: 
a. Ensure that parents and carers of young people have signed and returned the 

UCS consent form for general photography (see appendix 1).  Any images 
going beyond UCS need additional specific consent  
(see appendix 2). 

b. Ensure all children are appropriately dressed. 
c. Avoid images that only show a single child with no surrounding context of 

what they are learning or doing. 
d. Photographs of three or four children are more likely to also include their 

learning context. 
e. Do not use images of a child who is considered very vulnerable, unless 

parents / carers have given specific written permission. 
f. Avoid naming young people.  If one name is required then use the first name 

only where possible.  
g. Use photographs that represent the diversity of the young people 

participating. 
h. Report any concerns relating to any inappropriate or intrusive photography to 

the head teacher / manager. 
i. Remember the duty of care and challenge any inappropriate behaviour or 

language.  
j. Do not use images that are likely to cause distress, upset or embarrassment. 

 



 



Parental Permission 
Use of images of children require the consent of the parent / carer.  Permission 
should always be obtained by using the form in appendix 1, when a child joins the 
school. The form covers UCS when using the photographs in publications and on 
web-sites. Each year as part of a standard communication, ask parents if they wish 
to change their permission.  If they do, encourage them to contact the Headmaster. 
When a parent does not agree to their child being photographed, the Headmaster 
must inform staff and make every effort to comply sensitively. 
For example, if a child whose parents have refused permission for photography is 
involved with a sports event, e.g. a football match, it may not be appropriate to 
photograph the whole team. Careful liaison with parents is therefore essential.  With 
discussion it may be possible to agree other options.  The parent may accept a team 
photograph if names are not published or they may be prepared to relent if it affects 
the whole team.  
When photographic images are transmitted or shared beyond the school e.g. 
television broadcasts, images on intranet sites, specific permission should be 
obtained (see appendix 2). 
 
Inter-School Fixtures 
Apply these guidelines to inter-school events.  If a vulnerable child is involved, it will 
be necessary to liaise with a member of staff from the other school, so that they are 
aware of the wishes of the parents or carer of the child and seek the cooperation of 
the parents of the opposing team. 
 
 
Teacher Training and Portfolios 
During teacher training and with newly qualified staff, colleagues may need to 
compile portfolios with photographs of children during lessons.  Staff should act 
responsibly in compiling these images.  A member of the SMT may wish to oversee 
the compiled images as part of the management process and consider their 
appropriateness. 
 
 
Displays in Schools 
Still photographs shown on displays and video clips available during open / parents’ 
evenings should depict children in an appropriate way. They should not display 
images of children in inappropriate or revealing clothing so appropriate levels of 
integrity and decency are maintained.  Do not use photographs or images likely to 
cause embarrassment. 
 
 
Parents’ Evenings, Concerts, Presentations 
To allow the appropriate recording of children’s images by parents / carers: 
• ensure that children are appropriately dressed; 
• obtain parental permission with the form in appendix1; 
• be aware of any child who should not be photographed; and 
• monitor the use of cameras and anyone behaving inappropriately. 
 
Children Photographing Each Other 
This practice can occur extensively, during Photography Club activities at lunchtime 
as well as during offsite activities, particularly during residential periods.  Staff should 
maintain supervision of pupils at these times.  There may be incidents on residential 
trips where children take inappropriate photographs, perhaps showing friends and 
other children inappropriately dressed.  Staff should endeavour to discourage this 



practice, but ultimately parents are responsible for monitoring their child’s use of 
cameras and subsequent use of their images involved. (see also Mobile Phones) 
 
Newspapers 
Different scenarios can occur: 
1. Team photographs: 

• When everyone is prepared to allow team photographs and full names to 
be published. In this situation publication can occur. 

• If a parent is not happy to have a child’s name printed on a photograph 
then consideration could be given to publishing the photograph with no 
names. The Headmaster should make every effort to ensure, in 
conjunction with the newspaper editors, that this occurs. 

• If parents of a child have indicated that the child is vulnerable and should 
not have a photograph printed then a team photograph may not be 
appropriate.  

2. Photo opportunities: 
• When the school invites a newspaper to celebrate an event, the 

Headmaster should make every effort IN ADVANCE to ensure that the 
newspaper’s requirements can be met. Almost without exception, this 
means the paper will prefer to publish the full names of anyone in a 
photograph they print. The only exception to this might be (as above) in a 
larger group shot (e.g.: a group of more than 10 children). However, 
newspapers usually prefer to work with smaller groups of children – e.g.: 
three or four – and for this number names would definitely be required.  

• It is not acceptable to invite a newspaper to take photographs and then 
refuse to provide any names. Newspapers will not print anonymous 
photographs. The School must give thought to this beforehand – and 
parental permission / opinion must be their key guidance. This might 
mean offering only those children whose parents are happy for publication 
of photographs and names for inclusion in any photo opportunities. 

 
• If this is not possible – for instance because a specific group of children 

have achieved something, and parental permission for the publication of 
full names is withheld for one or more of the group – it might be possible 
to negotiate a ‘first names only’ agreement with the newspaper, otherwise 
the school must be prepared to forego newspaper publicity. 

 
Use of Internet / Intranet Sites 
UCS’s website manager should be familiar with good practice and ensure that the 
school only uses appropriate images that follow this guidance.  For example, if a 
child has successfully completed a gymnastics award, it would be appropriate to 
show the child in a tracksuit rather than leotard. 
 
Mobile Phones 
The use of mobile phones, which contain cameras of photographic capabilities, 
should not be permitted in changing rooms and toilets. 
 
Close Circuit Television (CCTV) 
UCS uses this equipment in the following ways: 

• As a method of controlling access. 
• To monitor site safety and security. 
• As an effective deterrent for crime. 
• As a means of crime reduction and discouraging trespass. 
• Very occasionally it is used an aid to monitor pupil behaviour. 



Digital Images are retained on computer hard drives. They should also only be stored 
for designated periods and then erased from the hard drive. 
It is essential that the images are retained securely and are viewed by designated, 
competent members of staff. Regular auditing of the stored images should be 
undertaken. 
Fixed-Wide angle lens cameras are used. They are not sited sighted in toilets, 
changing rooms or other sensitive areas. 
Out of School Hours, cameras may record inappropriate activities taking place on the 
school site, without the school’s knowledge.  If they are of a criminal nature, 
consideration should be given by a senior member of the SMT, usually the 
Headmaster, to referring the information to the police. Again images should be 
erased in accordance with the procedures above. While CCTV can be an extremely 
effective and useful crime reduction / deterrent device, careful use of the images and 
control by competent responsible staff is considered crucial. 

 
Policy Review 
The content of this policy will be reviewed annually. 
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Appendix 1      

Consent Form for Photography and Images of Children 
 
Dear Parent or Carer 
 
During your child’s life at UCS we may wish to take photographs of activities that involve your 
child.  The photographs may be used for displays, publications and on a website by us, or by 
local newspapers. 
 
Photography or filming will only take place with the permission of the Headmaster, and under 
appropriate supervision.  When filming or photography is carried out by the news media, 
children will only be named if there is a particular reason to do so (e.g. they have won a prize), 
and home addresses will never be give out.  Images that might cause embarrassment or 
distress will not be used, nor will images be associated with material on issues that are 
sensitive. 
 
Before taking any photographs of your child, we need your permission.   Please answer the 
questions below, sign and date the form and return it to the School Office.  You can ask to 
see images of your child held by the School.  You may withdraw your consent at any time. 

 
Name of child (Block Capitals) :  
Name of person responsible for the child:  
I understand that: 

• the local media may take images of activities that show UCS and children in a positive 
light e.g. drama and musical performances, sports activities and prize giving; 

• photographers acting on behalf of UCS may take images for use in displays,  in 
publications or on a website;  

• embarrassing or distressing images will not be used;  
• the images will not be associated with distressing or sensitive issues; and  
• the School will regularly review and delete unwanted material. 

 YES, I give my consent for 
pictures to be taken and used 
 

Having read the above statement, do you give 
your consent for photographs and other images 
to be taken and used? 
(please tick the appropriate box)  NO, I do not give my permission 

for pictures to be taken and used 
 

Signature of person responsible for the child:  
Relationship to the child:  
Date (Date/Month/Year):  

 
N.B.   There may be other circumstances, falling outside the normal day-to-day 
activities of the school, in which pictures of children are requested.  UCS recognises 
that in such circumstances specific consent from parent or guardian will be required 
before photography or filming of children can be permitted. 
 
If you wish to attend School functions and take photographs of your and other 
people’s children, please take appropriate images, be sensitive to other people and 
try not to interrupt or disrupt concerts, performances and events.  Thank you. 
 
Please return the form to the School Office. 

 



Appendix 2 

  

Consent form for photographic images of children 
 
Consent Form for Photographic Images of children to be used beyond UCS 

To Name of parent 
or guardian: 

 
 

Name of child   
 

Part of  
UCS Foundation: 

 
 

 Address: 

 
 
 

Project Description: 
(Statement should include description, circulation, timescale, access, agencies 
involved, copyright of material). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To the parent Please circle 
1. May we use your child’s images in the above project?  

Yes / No 
  
Signature:  Date:  
Please return this form to the School Office  
 



Appendix 3 
 
A common sense approach to the use of cameras (film and digital) and video 

cameras by parent(s)/carer(s) of school events. 
 
There will be occasions during the school year where parent(s)/carer(s) will wish to 
take photographs or make a video recording of their child/children taking part in a 
school activity.  These activities will include school assemblies, school performances, 
sports days, school outings and educational visits. 
In order for schools to ensure that as far as possible parent(s)/carer(s) use of 
photography and video is safe, schools should have regard for the following advice: 
 
 Ask parent(s)/carer(s) to give permission for photographs to be taken of their 

child/children while in school or involved in school activities. 
  
 Consider adding to the schools admission form, a section for parent(s)/carer(s) to 

sign to indicate that any images they take of school activities will not be used 
inappropriately.  This will ensure that all parent(s)/carer(s) are aware of their 
responsibilities in this matter. 

 
 If the above is not possible, schools should give thought to including a request 

slip in any letters inviting parent(s)/carer(s) to school events, asking them to sign 
a returnable slip to indicate that any images taken will not be used 
inappropriately.   

 
 Consider asking parent(s)/carer(s) to sign a dated register for each event if they 

wish to take images. 
 
 Ensure and make clear to parent(s)/carer(s) in a letter that photography/video 

recording only takes place in designated areas.  For example, in the main school 
hall where the assembly or school performance is taking place and not in 
‘backstage’ areas or school classrooms.  Allocate specific times during school 
outings and educational visits for photographs to be taken in the appropriate 
setting and areas.  This information can be given to parent(s)/carer(s) in a letter 
or by sending the attached leaflet whenever parent(s)/carer(s) are likely to use 
cameras or video cameras. 

 
 Encourage parent(s)/carer(s) with video cameras to sit towards the back of the 

room during assemblies/performances to prevent obscuring other people’s view. 
 
 Research the possibility of creating a school video recording of the event giving 

parent(s)/carer(s) the option to purchase a copy of the school video.  For schools 
who do not have the right equipment to undertake this, an approach could be 
made to another school who might agree to loan the necessary equipment. 

 
 A set of photographs could be taken by school and orders taken for copies.  This 

is greatly simplified where a school has a digital camera. 
 
 



 
 
 
 
 
 
 

UCS Junior Branch 
 

PERSONAL, SOCIAL AND HEALTH EDUCATION 
  
PSHE is an important part of the taught curriculum. The aim is to promote 
personal, social and moral responsibility. PSHE helps to  
give the pupils the knowledge, skills and understanding they need to lead 
confident, healthy independent lives and to become informed, active and 
responsible citizens. It is taught in a climate of mutual trust and respect, which 
values all individuals and their cultures and demands good communication 
between staff and pupils.  
  
PSHE is an integral part of the school’s Pastoral system and reflects and 
promotes the school’s ethos. It remains a significant element of pastoral care as 
pupils grow older, with input from Form Teachers, House Teachers and visiting 
speakers.  
  
Responsibility for the sort of issues raised in PSHE lessons must be shared 
between school and home. The role of the school is to raise pupils’ awareness, 
to provide accurate and proper information and to encourage full and personal 
consideration of these important and complex issues. We hope that this will be 
backed up at home and we have no desire to trespass on the proper 
responsibility of parents for their children’s moral education. This shared 
approach is best characterised by the opportunities for discussion offered by the 
open house approach at the JB. Guest speakers are also invited to address  
parents on matters of particular interest. Parents may be invited to sessions 
during the school day. It is hoped that all these meetings will promote further 
discussion of these issues at home. Parents are encouraged to give suggestions 
and recommendations for topics to be discussed in PSHE. Pupils also have the 
occasional opportunity to discuss issues of street safety with the Police in 
meetings arranged by the school.  
  
Changing concerns among parents, staff and pupils mean that the PSHE 
syllabus is flexible, and meetings may be organised to meet varying needs, 
however we aim to ensure the following: 

• all pupils are enabled to develop their self-knowledge, self-esteem and 
confidence 

• all pupils are enabled to distinguish right from wrong and to respect the 
law 



• all pupils are encouraged to accept responsibility for their behaviour, to 
show initiative, and to understand how they can contribute to community 
life 

• all pupils are provided with a broad general knowledge of public 
institutions and services in England 

• all pupils are assisted to acquire an appreciation of and a respect for their 
own and other cultures in a way that promotes tolerance and harmony 
between different cultural traditions 
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RECRUITMENT POLICY 
 
 
This policy relates to the Child Protection Policy, the Equality Policy, the Staff 
Pay Policy and the Appraisal Policy. 
Attention has also been paid to the DCSF Booklet Safeguarding Children and 
Safer Recruitment in Schools.(DfES/1568/2005) 
 
The Headmaster has undertaken and passed the NCSL national on-line 
training programme on safer recruitment. He has also cascaded the training to 
his Deputies. 
 
The Headmaster will always: 
 

• ensure that appropriate checks are carried out on all applicants who 
reach the interview stage. This will include checking identity, 
qualifications, professional and character references, health and 
physical capacity, previous employment history to ensure any gaps are 
accounted for, and criminal records. 

• ensure that a central record is kept recording the information gathered. 
All records are kept by Jane Gray in The Bursary. 

• ensure that key members of staff involved in the recruitment process 
are trained in the wider aspects of recruitment.  

• evaluate, whenever a vacancy arises, the staffing sructure to ensure 
that it meets the changing needs of the school. 

• review on a regular basisthe documentation provided for potential 
applicants for posts to ensure explicit reference is made about the 
school’s commitment to safeguarding, and so enable potential 
applicants to well-informed decisions about whether to apply. 

• Identify a senior member of staff, usually the Deputy Head (Pastoral) to 
manage the induction of all new staff and mentor any NQT’s. 

 
The current system usually follows the following format: 
 

• Adverts are placed in the National press and the local Job Centre. 
• All applications are read by the Headmaster and both Deputies to 

check for  their suitability for the advertised post. 
• A short list of four or five candidates is compiled. 
• All candidates are given a tour of the school by the Deputy Head 

(Curriculum); interviewed by the Deputy Head (Pastoral); given coffee 
or lunch with the relevant subject coordinator; interviewed by the 
Headmaster.  



• After all candidates have been seen the Headmaster calls a meeting 
for all those involved in meeting the candidates and their strengths, 
weaknesses are discussed along with their suitability for the role. 

• Once a decision is made the Headmaster contacts the successful 
candidate to offer the job and confirms the offer in writing. He also 
gives feedback to the unsuccessful candidates. 

 
 
UCS JUNIOR BRANCH – STAFF INDUCTION (FOR DISCUSSION) 
EVENT DATE PURPOSE STAFF 

INVOLVED
Day Visit June 

(Summer 
Term) 

Meet new form class 
Meet staff in department 
Familiarise with school and 
meet key teaching and support 
staff (technician, secretaries, 
caretaker, kitchen/cleaning 
staff) 
Collect departmental handbook 
and other documentation 

 

Staff Meetings INSET – 
Day 1 

Pupil information 
Staff Handbook 
Staff timetable 
First Aid 
Health & Safety – fire safety, 
risk assessment 
Child Protection 
School trip policy and 
procedure 

SMT, MCM

Staff Meetings INSET – 
Day 2 

Daily routine 
Dress code 
Duties 
Cover arrangements 
Class timetable & Homework 
diaries 

SEM 

Finance and 
contract 

Week 1 Contract, pay, pension 
Claiming expenses 
Ordering 

KGD, 
Bursary, 
DC, EN 

Duties and 
routines 

Week 1 Explain expectations and 
specific points about duties and 
routines 
Duty rota and tasks; Managing 
duties throughout the year 
Parent helpers – Library at 
lunchtimes; reading in Year 3; 
trips 
Co-curricular activities 
Special events – Community 
Action 
Reporting sickness 

SEM 



Run through year i.e. reports, 
parents’ evenings, concerts, 
plays, sports day 
Procedures / policies in 
planner/handbook 

Computer 
network 

Week 2 Logging on 
Setting up user name and 
password 
Staff laptop 
Printers 
Booking rooms / laptops 

MLC 

Pastoral 
organisation 

Week 2 Structure and expectations 
Roles of Form Teacher, Nurse, 
House teachers, DH(P), 
Headmaster 
Behaviour management 
Disciplinary procedures 

SEM, 
MCM, 
WGJ 

Assessment 
recording and 
reporting 

Week 3 Explain reporting and rewarding 
systems 
Baseline data (Reading & 
Spelling Age, NVR, VR, CATs; 
Eames) 
End of Term Grades 
Merits and Commendations 
Report- writing 
Checking procedures 

MAA, SEM 

Learning 
support 

Week 3 Procedures for learning support 
and exceptionally able pupils 
for mark book 

SM, MAA 

School 
database 

Week 4 Introduction to school database 
system 
Finding individual pupil 
information – details, SEN, 
assessment data 
Cautions; photographs; lists 
Entering grades and reports 

MAA 

Performance 
review 

Week 5 PR cycle and CPD 
Lesson observation 
Teaching, pastoral and 
management reviews 
Professional reviews and target 
setting 
CPD and INSET 

MAA 

Departmental 
management 

Week 6 Annual process and deadlines 
Assessments 
Development planning and 
budgets 
Schemes of work 
Handbooks 
Meetings 

MAA, EW 



School and department 
development plan 

SEM July 2009 
 



UCS Junior Branch 
 

SCHEDULE OF ASSESSMENTS AND ASSOCIATED COMMUNICATIONS 
 

Year Group Autumn Term Spring Term Summer Term 
3 Reading Age, Spelling Age, Verbal 

Reasoning, Non-verbal Reasoning 
Assessments. 
Ongoing teacher assessments. 
Psychological Screening for all Year 3 
pupils. 
Baseline levelling assessments in 
English, Maths and Science. 
Staff Year Group Meetings. 
Full Parents’ Evening – all subjects. 
Grade Cards for Parents. 
Pre-topic assessments in maths. 

Ongoing teacher assessments. 
Pre-topic assessments in maths. 
Parents’ Evening with Form Teachers. 
Staff Year Group Meetings. 
Grade Cards for Parents. 
 
 

Ongoing Teacher Assessments. 
Pre-topic assessments in maths. 
Staff Year Group Meetings. 
Assessment Week – English, 
Maths, Science, French and 
General Knowledge = final levelling 
for pupil tracking in Eng., Maths 
and Science. 
Full set of Subject Reports to 
Parents. 

4 Reading Age, Spelling Age, Cognitive 
Abilities Test 3 (inc. VR and NVR). 
Pre-topic assessments in maths. 
Ongoing teacher assessments. 
Psychological screening for new boys. 
Level Assess. in Eng, Ma. and Sci. 
Staff Year Group Meetings. 
Full Parents’ Evening – all subjects. 
Grade Cards for Parents. 

Ongoing teacher assessments. 
Pre-topic assessments in maths. 
Parents’ Evening with Form Teachers. 
Staff Year Group Meetings. 
Grade Cards for Parents. 
 
 
 

Ongoing Teacher Assessments. 
Pre-topic assessments in maths. 
Staff Year Group Meetings. 
Assessment Week – English, 
Maths, Science, French and 
General Knowledge = final levelling 
for pupil tracking in Eng., Maths 
and Science. 
Full Subject Reports to Parents.  



5 Reading Age, Spelling Age, Verbal 
Reasoning, Non-verbal Reasoning 
Assessments. 
Ongoing teacher assessments. 
Pre-topic assessments in maths. 
Staff Year Group Meetings. 
Full Parents’ Evening – all subjects. 
Grade Cards for Parents. 

Ongoing teacher assessments. 
Pre-topic assessments in maths. 
Parents’ Evening with Form Teachers 
and ALL subject teachers. 
Staff Year Group Meetings. 
Grade Cards for Parents. 
 
 
 

Ongoing Teacher Assessments. 
Pre-topic assessments in maths. 
Staff Year Group Meetings. 
Assessment Week – English, 
Maths, Science, French and 
General Knowledge = final levelling 
for pupil tracking in Eng., Maths 
and Science. 
Full set of Subject Reports to 
Parents. 

6 Reading Age, Spelling Age, Verbal 
Reasoning, Non-verbal Reasoning 
Assessments. 
Ongoing teacher assessments. 
Pre-topic assessments in math. 
Staff Year Group Meetings. 
Full Parents’ Evening – all subjects. 
Grade Cards for Parents. 

Ongoing teacher assessments. 
Pre-topic assessments in maths. 
Parents’ Evening with Form Teacher 
and ALL subject Teachers. 
Staff Year Group Meetings. 
Grade Cards for Parents. 
 

Ongoing Teacher Assessments. 
Pre-topic assessments in maths. 
Staff Year Group Meetings. 
Eng., Maths, Science, French and 
Gen. Knowl. End of Year 
Assessment Tests. 
Tracking and Value Added 
Analysis in Eng., Maths and 
Science.  
Full set of Subject Reports to 
Parents and Senior School. 
Communication with, Senior 
School inc. Formal Meeting with 
Head of Lower School and Yr7 
Form Teachers at Senior School to 
discuss each and every Year 6 
pupil transferring. 

 
Written by Mark Albini in May 2009 and updated in February 2010, August 2010 and August 2011. 
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SEX AND RELATIONSHIP EDUCATION POLICY 
  
We believe that effective sex education is essential if young people are to make  
responsible and well-informed decisions about their lives. The objective of sex 
and relationship education is to help and support young people through their 
physical, emotional and moral development.  
  
Parents are the key people in teaching their children about sex, relationships and  
morality. The school’s programme aims to complement and to support parents. 
We are, therefore, keen that parents should contribute to and comment upon the 
school’s policy.  
  
Sex and relationship education at the JB is delivered as part of our programme of 
Personal, Social and Health Education (PSHE) and Science in Year 6. We make 
every effort to deliver sex and relationship education within a framework of 
values and of personal and social morality.  
Year 6 parents are invited to a talk by the the Co-ordinator of PSHE and the Co-
ordinator of Science at the Junior Branch to discuss the Sex and Relationship 
Education syllabus.  
  
The programme aims to cover the following areas of understanding, attitudes and 
skills:  

• Learning and understanding physical development at appropriate stages.  
• Understanding human sexuality, reproduction, sexual health, emotions 

and relationships. 
• Learning to manage emotions and relationships confidently and 

sensitively.  
• Developing self-respect and empathy for others.  
• Learning to make choices based on an understanding of difference and 

with an absence of prejudice.  
• Developing an appreciation of the consequences of choices made.  
• Learning to recognise and avoid exploitation and abuse.  
• Learning the importance of values, individual conscience and morality.  



• Learning the value of family life, marriage and stable and loving 

• Exploring, considering and understanding moral dilemmas.  

re 
 of 

nd nurse are also involved. Much teaching 
volves class and group discussion. Teachers cannot offer or guarantee 

vailable from Miss Nina Banihashem (JB Co-ordinator of 
SHE), to whom all enquiries regarding this aspect of the school’s curriculum 

s 
 Sex and Relationship Education. All members of staff have implicit 

sponsibility for Sex and Relationship Education, as is the case with moral 

and 

 is 
f 

 the 
to account 

dies.  

he Co-ordinator tailors the approach to suit pupils in Year 6, by initially asking 
ablish what they know and what they would like to know. 
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relationships.  
• Learning the value of respect, love and care.  

• Developing critical thinking as an aspect of decision-making.   
  
Teaching is conducted by the school’s PSHE teachers (the Deputy Head 
(Pastoral and the PSHE Co-ordinaotr) as well as by the Science teachers. 
Outside professionals are sometimes invited to give helpful support. They a
made aware of the planned curriculum and are clear about the boundaries
their input. The school doctor a
in
unconditional confidentiality.   
  
All parents have the right to withdraw their son from lessons in sex and 
relationship education. More information regarding the timing of particular 
sessions and topics is a
P
should be addressed.  
  
We recognise that formal lessons are only a part of the way in which student
learn about
re
education. 
 
Monitoring and evaluation 
Pupil feedback and discussion are an integral part of the PSHE curriculum, 
parents also give regular and useful feedback on the focus areas of lessons. 
The entire PSHE programme is evaluated annually, in order to ensure it
continuing to meet the needs of the pupils, as well as underpinning the ethos o
the school. This is evaluation is undertaken by the PSHE Co-ordinator. 
The Sex and Relationship education programme is evaluated annually, in
light of the needs and views of pupils and parents, as well as taking in
the guidance from government and other professional teaching bo
Parents of boys in Y6 are invited in to school to discuss the Sex and 
Relationships programme with the PSHE and Science teachers. 
T
questions to est



UCS Junior Branch 
 

 THE SPIRITUAL, MORAL, SOCIAL AND CULTURAL DEVELOPMENT OF 
PUPILS  

 
At the Junior Branch of University College School, we believe that a child’s 
spiritual, moral, social and cultural development is of fundamental importance. 
This belief is supported by the school’s aims and ethos, which state: 
 

- UCS was founded to promote principles of liberal scholarship. 
- Pupils are selected with no regard to race or creed and the school aims 

to foster in them a sense of community alongside a tolerance of and 
respect and care for the individual. 

- There are NO religious education lessons at the school and no 
religious observance, but SMSC is taught directly or indirectly through 
all subjects of the curriculum and in particular PSHE. It supports 
learning and can contribute to a child’s motivation to learn. 

 
Related Policies 
 
This policy should be read in conjunction with the school’s PSHE Policy as 
well as other related policies such as the Curriculum and Every Child Matters 
Policies. 
 
Notes for Teachers on Promoting Spiritual, Moral, Social and Cultural 
Development Across the Curriculum 
 
All National Curriculum subjects provide opportunities to promote pupils' 
spiritual, moral, social and cultural development. Explicit opportunities to 
promote pupils' development in these areas are provided in religious 
education and the non-statutory framework for personal, social and health 
education (PSHE) and citizenship at key stages 1 and 2. A significant 
contribution is also made by school ethos, effective relationships throughout 
the school, collective worship, and other curriculum activities. 

Pupils' spiritual development involves the growth of their sense of self, their 
unique potential, their understanding of their strengths and weaknesses, and 
their will to achieve. As their curiosity about themselves and their place in the 
world increases, they try to answer for themselves some of life's fundamental 
questions. They develop the knowledge, skills, understanding, qualities and 
attitudes they need to foster their own inner lives and non-material wellbeing. 

Pupils' moral development involves pupils acquiring an understanding of the 
difference between right and wrong and of moral conflict, a concern for others 
and the will to do what is right. They are able and willing to reflect on the 
consequences of their actions and learn how to forgive themselves and 



others. They develop the knowledge, skills and understanding, qualities and 
attitudes they need in order to make responsible moral decisions and act on 
them. 

Pupils' social development involves pupils acquiring an understanding of the 
responsibilities and rights of being members of families and communities 
(local, national and global), and an ability to relate to others and to work with 
others for the common good. They display a sense of belonging and an 
increasing willingness to participate. They develop the knowledge, skills, 
understanding, qualities and attitudes they need to make an active 
contribution to the democratic process in each of their communities. 

Pupils' cultural development involves pupils acquiring an understanding of 
cultural traditions and an ability to appreciate and respond to a variety of 
aesthetic experiences. They acquire a respect for their own culture and that of 
others, an interest in others' ways of doing things and curiosity about 
differences. They develop the knowledge, skills, understanding, qualities and 
attitudes they need to understand, appreciate and contribute to culture. 

Examples of SMSC Education outside of PSHE and other subject 
lessons for academic year 2009 - 2010 include a wide range of SMSC 
whole-school assemblies on a variety of themes: 

Autumn Term 2009: 

07/09/09: Moral and Social: The Headmaster outlines his expectations about 
honesty, kindness and tolerance to the whole school. 

17/09/09: Cultural: A Chinese outside speaker introduced the whole school to 
the Mandarin language by encouraging them to say a few basic words – and 
join Mandarin Club! 

22/09/09: Moral and Social: The Deputy Head (Pastoral) shared with the 
whole school the outcomes of her Year 3 and 4 PSHE lessons where Year 3 
and 4 pupils had listed what causes them concerns around school. Mrs Martin 
went on to ask Year 5 and 6 pupils how to tackle these problems and how to 
act when you feel you are becoming angry. 

24/09/09: Moral and Social: Miss Trinnaman (Community Action Co-ordinator) 
told the whole school why it is that we raise money for a whole range of 
charities and how their collective efforts can make a real difference to 
people’s lives.  

29/09/09: Social and Cultural: Mrs Martin (Dep. Head (Pastoral)) told the 
whole school how to play the game of conkers fairly and about the rules and 
history of the game. 

01/10/09: Cultural: Ms. Couture (French Co-ordinator) told the whole school, 
with the help of a fantastic slideshow, about her summer in Tanzania walking 
up a mountain for charity and helping build a village school for children that 
were being taught outside under a tree! 



06/10/09: Cultural and Spiritual: Two Chinese Year 6 pupils led the assembly 
and told the school about the Chinese Autumn Festival, telling stories, 
explaining the culture and showing Chinese lanterns and Moon Cakes. 

08/10/09: Cultural: Mrs Gregory (English Teacher, Drama Co-ordinator) tells 
the whole school about National Poetry Day, reads her favourite poem by T. 
S. Eliott and gets class 6C to perform their whole-class ‘Food Acrostic’ poem. 

12/10/09: Moral and Social: The Headmaster, on the first day of Community 
Action Week, gives a timely reminder of why we are raising money for a 
variety of local and international causes.  

13/10/09: Spiritual and Moral: Mrs Martin (Dep. Head (Pastoral)) tells the 
whole school about ‘Remembering Remembrance’. She shows the school a 
large screen painted by our Year 6 pupils that is to be displayed at the Royal 
Albert Hall during remembrance celebrations, explaining the significance of 
the images of war.  

15/10/09: Social: Mrs Eggleton-Rance (Art and Design & Technology 
Teacher) had made a short film of herself dressed as a UCS Junior Branch 
pupil and eating a school lunch – BADLY! Mrs Eggleton-Rance used the film 
to effectively illustrate good table manners and eating habits. 

Half Term 

2/11/09: Spiritual, Cultural: The Headmaster explained to the whole school 
assembly about Remembrance, Poppy Day and warned them about the two-
minute silence that we would be observing next week on the 11th. The 
Headmaster also read a letter from 10 Downing Street about the passing of 
the last World War I veteran and how we must never forget the sacrifices 
made by people serving our country in wars. 

5/11/09: Social: Two visiting speakers from Childline explained to the whole 
school assembly about the work of Childline, why children may need to call 
and how the service works. 

17/11/09: Social: Mrs Martin explained the school’s rewards and sanctions 
policy to the whole school assembly. 

19/11/09: Social: Mr Arnold explained to the whole school the importance and 
consequences of street safety and using seat belts in cars and buses. 

01/11/09: Social: Esther Rantzen visited the school and spoke to us about her 
work for Childline and how it helps children in difficulties. 

10/12/09: Social, Moral and Cultural: The two winners of the school’s Year 6 
debating competition gave their winning speech to the whole school all about 
Martin Luther King and why his speech was the greatest speech of all time. 
Issues such as race, compassion, tolerance, prejudice were all explained and 
placed in their historical context. 

17/12/09: Spiritual: The school’s final assembly for the Autumn Term was a 



great celebration of all of the pupils’ achievements in a huge range of 
academic, sporting and extra-curricular activities. 

 

Spring Term 2010: 

14/01/10: Social and Moral: A visiting speaker from Childline spoke to the 
whole school about how children can look after each other when they are 
feeling down and all about peer mentoring.  

19/01/10: Social: Mrs Martin talked to the whole school about being safe and 
secure in the school and being sure of who they could turn to if they felt 
unhappy or worried. Mrs Martin volunteered her services if any pupil at the 
school felt they didn’t have an adult they could turn to. 

26/01/10: Social and Moral: Mrs Martin talked to the whole school about how 
to behave if ever they are approached by a stranger. Several pupils gave 
excellent, clear responses on how they should act and to whom they should 
turn if ever they are approached. 

28/01/10: Cultural and Moral: Mme Couture and Mrs Gregory staged the Year 
5 French play for the whole school assembly featuring a moral tale all spoken 
in French. 

02/02/10: Social: Mrs Martin talked to the whole school about the Homework 
Diary and how it can help pupils to be organized as well as communicate with 
parents and remind them of the school rules. 

Half Term 

23/02/10: Social: Mrs Martin talked to the whole school about care of and 
respect for property around the school. 

11/03/10: Cultural and Moral: An African Storyteller entertained the whole 
school assembly with moral African stories as a way of kicking-off World Book 
Day with the theme of Africa! 

23/03/10: Moral: Mrs Martin explained to the whole school assembly about 
stealing, what it is, the various forms and how it affects people. Mrs Martin 
also explained how important it is to name and look after property. 

 

Summer Term 2010 

22/04/10: Social: Miss Trinnaman told the whole school about next week’s 
World Record Attempt at having the most people dressing up as Peter Pan – 
all in aid of Great Ormond Street Hospital charity. (This event raised over 
£500!) 

04/05/10: Cultural: Mr Douglas explained to the whole school about this 



week’s General Election, about the main parties involved and about how the 
voting system works. 

10/05/10: Cultural: Mr Douglas explained to the whole school assembly about 
the result of the election and how Hung Parliaments work. He also told the 
whole school about the results of the Year 6 mock election and how the 
Conservatives had won the most votes in Year 6! 

08/06/10: Moral/Cultural: Two representatives from Save the Children spoke 
to the whole school assembly about signing a massive petition to support the 
funding and building of schools all over the world. 

11/06/10: Cultural: A visiting teacher from our ‘twinned school’ in Choba, 
Tanzania, spoke to the whole school about life in the new primary school that 
we have raised lots of money for. She showed slides and answered pupils’ 
questions about the school and how our money has been spent. 

22/06/10: Cultural: Former pupils from our Senior School visited the Junior 
Branch whole school assembly to play in a woodwind ensemble. 

24/06/10: Social/Cultural: Yr6 pupils entertain their Grandparents by giving 
them a tour of their school and performing in the choir. 

05/07/10: Social: Final Assembly in which pupil achievements across the 
school are celebrated. 

 

Please note: This is NOT meant to be an exhaustive list of SMSC 
education going on at the school but to give a flavour of how SMSC 
education is promoted at the school in assemblies and other events 
outside of PSHE and other lessons. 

 

Due to Mark Albini’s hospitalisation for back surgery in the Autumn 
Term of 2010 – 2011, this list of SMSC was abandoned for this academic 
year. However, it will be resumed during academic year 2011 – 2012. 

 

Written by Mark Albini on 10/07/09 with reference to the National 
Curriculum (1999). Updated on 31/08/10, 04/05/11 and 31/08/11. 

 
 




