
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Parental Information 
 Booklet 

 
New Intake 2020 

 
 
 
 

 



 
 

 



    Knowledge is Power 
 
Learning knowledge is an important part of education. Having a knowledge of words and their 
meanings is vital for the development of young people. Additionally, acquiring factual 
knowledge is important to learn and practice skills. It has been proven that the more 
knowledge you have the easier it is for you to learn new knowledge.   
Examination reforms at KS4 and KS5 mean it is more important now than ever before for 
students to be able to retain and recall important information. At JRCS we also feel it is 
important for young people to develop knowledge from a range of cultural reference points to 
help broaden horizons and increase awareness of the opportunities that are on offer both 
inside and outside school.  
The challenge for all students is, firstly to learn new knowledge and secondly, to commit that 
knowledge to memory with the ability to recall information when required. At JRCS we are 
continuously working to develop an engaging, knowledge-rich curriculum which is supported 
by regular homework. Teachers will support the learning of new knowledge in the classroom. 
Homework is designed to stretch and revisit learning in the classroom.    
Students in all year groups will be expected to prepare for formal assessments and/or 
examinations. Working hard in lessons and completing homework are the first steps towards 
being ready for these assessments. For students to achieve their potential independent study 
at home is crucial.  Students will learn more about revision strategies in lessons, assemblies 
and tutor time. We have included a list of strategies overleaf for students to attempt.  
 
 
 

 
 



    Knowledge is Power 
 
Memory retention and retrieval strategies   

- Mind or concept maps are a great way to revise topics that link together. These are 

also useful for visual learners. 

 

- Flashcards are useful to help you learn knowledge or facts. You should summarise 

knowledge down to key points. At the end you are left with a useful revision resource 

which can be used by family members to test what you have memorised. 

 

- First letter phrases are use the first letter of a list of things you need to remember to 

make up a memorable phrase. For example, learning the order of planets in our solar 

system: Mercury, Venus, Earth, Mars, Jupiter, Saturn, Uranus, Neptune, Pluto. The 

first letters make the phrase, my very easy method just speeds up naming planets.   

 

- Read, cover, write is a technique whereby you read a text and then write down as 

much of the information as you can remember.  

 

- Low stakes testing can take place in classrooms, at home with family or in revision 

with friends. Asking a peer to ask you five questions about information you have 

learned will help you memorise it.  

 

- Mnemonics use the first letter of each word in a phrase to create a memorable word. 

For example, treatment of soft tissue injuries follow a pattern of rest, ice, 

compression and elevation.  

 

- The use of song can help you to recall information by changing the words of a 

favourite song.   
 

- Memory palace involves thinking about a specific location or journey, such as the 

park or your route to school. You then link and place information you need to 

remember at specific places within your location.   

 

 

 





 
 JRCS - Vision and Values 

 
At JRCS we are committed to providing a safe, supportive and happy learning environment 
for our students.  We will support all students in the pursuit of and progress towards their 
chosen goals by providing the highest standard of teaching and pastoral support.  Whilst at 
JRCS we guarantee to offer all our students access to the following opportunities: 
 

• A broad and balanced curriculum delivered by a talented and committed staff in first 

class teaching facilities (learning) 

• An extensive and challenging range of educational visits both at home and abroad 

(educational visits) 

• The opportunity to engage with, learn about and support a range of local, national 

and international communities (community involvement) 

• The opportunity to develop skills, experiences and support to equip them for either 

employment, training or higher education (enterprise activities) 

• The chance to contribute to the running of the school through structured groups, 

activities and training (student voice) 

• The choice to pursue their preferred sporting and cultural activities through 

attendance at clubs, events and out of school opportunities (sporting and cultural 

activities) 

 

The school’s motto is ‘Success For All’ and this is underpinned by the ACHIEVE principle 
which is woven into all aspects of our work within the school.  ACHIEVE focuses upon seven 
key qualities that the school community aspires to. These are: 
 

Aspire to be our best    (aspiration) 
Commit to our learning    (learning) 
Hold high standards in everything we do  (effort) 
Involve ourselves in our communities     (community) 
Engage with all opportunities            (opportunity) 
Value, care for and respect each other   (equality) 
Establish resilience    (resilience) 

 
 

 



 
 The Gold Seagull 

 

Letters of Commendation (LOCs) are awarded by JRCS staff to students whom they believe 
deserve credit for their efforts and achievements.  Every LOC falls into one of the seven 
ACHIEVE categories.  Any student who gains an LOC from each of the seven ACHIEVE 
categories will be awarded the “Gold Seagull”.  This award is a recognition of outstanding 
achievement. 
 
Each student receiving this award will be given a Gold Seagull polo shirt and a coloured pin 
badge.  Each of these items will indicate the academic year in which it was awarded.  All 
award winners will be entitled to buy themselves further Gold Seagull polo shirts from the 
uniform shop to wear for the rest of the academic year.  Students may choose to wear the top 
and badge at any time.  At the beginning of each school year all students will start again in 
the challenge to gain a full set of ACHIEVE Letters of Commendation. 
 
Not only is the Gold Seagull a highly visible symbol of personal achievement but it also 
entitles the wearer to a range of privileges and rewards.  These include “Golden Day” 
activities, lunchtime privileges, off site visits, priority places on reward trips and filming 
sessions, meetings with visiting VIPs and access to free tickets for a range of events in 
London. 
 
Below you will find a guide to the reason why LOCs are awarded in each of the seven 
ACHIEVE categories.  
 

  What you could get an LOC for: 

A Aspire to be our best 
Any type of activity that challenges and 
broadens your horizons. 

C 
Commit to our 
learning 

Any type of activity that shows sustained 
improvement in lessons, progress or 
achievement over a term. This could include 
regular commitment to improving learning 
outcomes by attending extra classes or 
reaching or exceeding academic target 
grades in some subjects. 

H 
Hold high standards 
in everything we do 

Activities or actions that demonstrate 100% 
commitment to having high standards in all 
aspects of school life.  

 I 
Involve ourselves in 
our communities 

Any community activity. 

E 
Engage with all 
opportunities 

Any out of school hours activity which you 
commit to for more than a term and attend 
every session on time. 

V 
Value, care for and 
respect each other 

Any activity that demonstrates caring, 
considerate or respectful behaviour OR 
supports a member of the school community 
in a difficult situation. 

E Establish resilience  
You demonstrate that you have overcome an 
obstacle to success either in school or at 
home. 

 



 Credit System 
 

The following pages contain your credit record forms. The credit system aims to recognise 
and reward students’ achievements. 
 
Members of staff will award credits when they feel that a student has made a real effort in any 
aspect of their work or personal development at JRCS.  The member of staff will record the 
credit on the school’s online behaviour module and will ask the student to record the credit in 
their planner. The number of credits in the planner will be checked each month by the form 
tutor and the correct number will be signed off. 
 
Credits are awarded when a student attempts something which they find challenging. 
Examples of this can be: 

• Improvement in standard of work or behaviour 

• Display of personal responsibility 

• Organisation and presentation 

• Effort and achievement 

• Improvement in levels of academic achievement 

• Good homework or independent research 

• Support for other students 

• Meeting a specific target agreed between student and teacher 

• Out of School Hours Learning (OSHL) attendance 
 

When students reach a certain milestone in regards to the number of credits earned, further 
rewards are given. 
 

Number 
of 
Credits 

Prizes associated with the award 

100 Silver certificate plus a letter home 

200 Gold Certificate plus a letter home 

300 Platinum Certificate plus LOC - Aspire to be our best  

 
We would only expect our most exceptional students to be awarded a platinum certificate. 
 
At the end of the year we celebrate the achievement of each year group with a celebration 
assembly, when a series of academic and other awards are given. These are organised by 
the Head of Year and celebrate all the great work that has taken place during the year. 
 
Attendance rewards 
The school has a key role in promoting good attendance and punctuality. We will: 

• Publish lists of those students with a good record in the weekly newsletter ‘The Seagull’  

• Award a weekly attendance shield to the highest performing tutor group in each year 
group 

• Issue termly certificates for those students achieving 100% attendance and punctuality. 

• Students who achieve 100% attendance across two consecutive terms will receive an 
LOC in the ‘Resilience’ category. 

• Students who achieve 100% attendance and punctuality for a full school year will 
participate in a year group reward visit. 
 
 
 

 



 JRCS reporting and ranking system 
 

Six times a year staff enter data into the school management information system for each 
student in the school. At the end of each half term data is entered for English, maths and 
science. At the end of each full term (at Christmas, Easter and in July) all subjects input data 
and a full school report goes home to parents. Staff input data on academic performance 
(GCSE grades or National Curriculum levels), but they also grade students on their effort, 
behaviour and homework. The grades range from 1-5, and the strict criteria for these grades 
can be seen on the next two pages in the planner.  
1 = Excellent  
2 = Good  
3 = Satisfactory  
4 = Cause for concern  
5 = Poor  
 
After each set of report data has been inputted, the school turn all the effort, behaviour and 
homework grades into one average score.  Each score is then given a ranking, and each 
ranking leads to either a reward or a support mechanism being put in place. Average scores 
above 3, ‘satisfactory’, are rewarded and average below 3 lead to support being put in place 
in order to ensure improvement. The ranks and the interventions are below:  

Average 
score 

Rank Outcome 

1 Platinum £50, meet Head, LOC Aspire, reward trip  

 1.25 Gold Meet Head, LOC Aspire, reward trip 

1.5 Silver LOC Aspire, reward trip 

2 Bronze Letter home  

2.5 Green ‘Well done’ message on ranking letter to student  

3 Yellow Tutor Report  

3.25 Orange Head of Year / Assistant Headteacher Report  

3.5 Red Assistant Headteacher / Deputy Headteacher Report 

 
In the first week of each term / half term the new rankings will be shared with students. We 
don’t just want to reward students with the scores closest to ‘excellent’, the school will also 
reward the most improved students by taking them on a reward trip and giving the most 
improved student a prize.  
The reporting and ranking system does not reflect academic ability or attainment, it reflects 
students working hard, behaving well, and meeting deadlines; things that all of our students 
are capable of.  
After each new set of rankings come out students will record them in the pages following this 
one in the planner. Parents / carers and students should discuss the rankings and look at the 
matrix to identify behaviours that students can display to improve their effort, behaviour and 
homework grades next time.  



  Code of Conduct 

 
The JRCS Code of Conduct aims to promote the key issues of respect and self-discipline. 
This Code gives clear guidance with regard to the School’s high expectations regarding 
students’ behaviour both inside and outside the School: 
 
We behave in a manner that allows good teaching to occur 

• We don’t talk at the start of the lesson 

• We don’t forget equipment, planners or homework 

• We don’t arrive late 

• We don’t interrupt others when they are speaking 

• We don’t behave in a way that prevents other students from getting on with their work 
 
We respect others’ points of view and rights as individuals 

• We don’t talk while the teacher or other students are speaking 

• We don’t make fun of other people 

• We don’t speak rudely to staff or to other students nor use offensive language 

• We don’t ‘borrow’ or interfere with other people’s property or work, without permission 

• We don’t use violence or ‘play-fight’ 

• We don’t bring to school anything which can harm the safety of others 

• We do not make inappropriate physical contact with other students 
 
We behave outside the School in a manner that enhances our reputation 

• We don’t behave in a rowdy fashion or use bad language 

• We don’t ‘hang around’ in groups in the local area 

• We take pride in wearing our uniform 

• We don’t smoke 

• We don’t drop litter 

• We behave in a considerate manner towards members of the local community 
 
We move calmly and quietly around the School 

• We don’t run 

• We don’t shout 

• We don’t push and shove 

• We don’t jump queues 

• We keep to the left in corridors and on stairs 
 
We take care of the School environment 

• We don’t chew gum 

• We don’t eat in classrooms or in corridors 

• We don’t drop litter in our School 

• We don’t vandalise School property, including graffiting books or planners 
 
 

 

 



  Home – School Partnership Agreement 

 

For students to achieve success at school it is important that parents, students and the 
School are able to work together, each playing an equally important role in the partnership.  In 
order that this partnership can work effectively we must be supportive and committed to work 
in the best interests of all concerned.  This page sets out what the School will provide and 
details our expectations of parents and students.   
 
The School commits itself to: 

• Providing a safe, well ordered and caring environment where students are free from 
discrimination 

• Having clear aims and objectives for all students 

• Publishing a weekly newsletter, The Seagull, every Friday that the school is open  

• Informing you at an early stage of any matter relating to your son/daughter 

• Responding to letters or calls within three working days (one day for letters to the 
headteacher) 

• Offering you the opportunity to express your views on School issues 

• Demonstrating that each student is valued as an individual 

• Sending you a termly report on progress in all subjects, including examination results 

• Ensuring all students are involved in monitoring their own progress by reviews with 
parents and form tutors once a year 

 
 
Parents/carers commit themselves to: 

• Seeing that their child goes to school regularly, on time, properly dressed and in line with 
the School’s make-up and no jewellery policy 

• Letting the School know about any concerns or problems which may affect their child’s 
learning or behaviour 

• Supporting their child in the completion of their homework 

• Providing other opportunities for home learning 

• Attending parents’/carers’ sessions for discussions about student progress 

• Supporting behaviour policies and other School practices 

• Ensuring their child attends after school detentions as required 
 
 
Students commit themselves to: 

• Showing that they are willing to work to the best of their ability 

• Trying to get on with others within the school community 

• Taking a pride in their own appearance by wearing School uniform to, from and at School 

• Attending regularly and being on time to School and lessons  

• Being conscious of the need to play their part in helping to create a caring community  

• Acting as ambassadors for the School 
 
 

 



  Times of the day 
 

8.30 School day begins  

8.35 
Registration - Tutor Period / 
Assembly 

 

9.00 Period 1  

10.00 Period 2  

11.00 Break  

11.30 Period 3  

12.30 Period 4  

1.30 Lunch 
School ends Wednesday only 
Clubs available 2pm – 3pm 

2.10 Period 5  

3.05 School ends Tuesday, Thursday, Friday 

3.10 Period 6 Monday only 

4.05 School ends Monday only 
 

 
(Year 7 Lunch 12:30 – 1:05 every day except Wednesday) 
 
Students must be in school by 8:30am and in registration by 8.35am. A breakfast 
menu is available from 7.45am in the canteen. Students should not arrive at school 
before 7.45am unless taking part in a specific school activity.  
 
Parents should be aware students are not supervised on the school site until 8.25am 
and after the end of the school day unless involved in an organised club. 
 
Students on school site before and after school 
Parents should be aware that in the mornings, whilst the school opens at 7:45am for students 
to access the breakfast provision at the canteen, students are not supervised in any of the 
outdoor areas until 8.20am and after the end of the school day unless involved in an 
organised club.  
 
If students play sports on any of the courts they do so at their own risk.   
 
Students who arrive to school after 8:30am or registration after 8.35am will, unless in 
possession of a note from parents, be kept for 20 minutes at the end of that day. 
Students who are late should report immediately to the School Office, via the 
community entrance, in order to have a ‘Late Sticker’ added to their planner. 
 
The school also reserves the right to keep students for up to 20 minutes at the end of 
the day without prior notice. 
 
For reasons relating to security and safety, written parental permission will be 
required for students to go home for lunch.  This will only be granted in exceptional 
circumstances and will need to be renewed at the start of each new term. The School 
reserves the right to withdraw this privilege. Parents should apply in writing to the 
Headteacher stating the reason for the request. If agreed, authorisation will be written 
into the student’s planner. This will then only allow students to go directly home for 
lunch. 
 
On Wednesdays students will be dismissed from school at 1.30pm.  However, 
lunches will be served up until 2:00pm for any students who wish to stay.  From 
2:00pm to 3:00pm there will be a planned programme of sport, intervention, 
educational activities and homework clubs, details of which will be circulated via the 
Seagull and school website. 

 



  Contacting School 
 

Appointments 
The school will always be pleased to see parents but it is important a prior arrangement is 
made.  Form Tutors, Heads of Department, Heads of Year and the Senior Leadership Team 
will gladly make appointments to see any parent who wishes to discuss or seek advice 
about the educational or general welfare of a student. 
 
It will not usually be possible for parents/carers to meet with staff without a prior 
appointment.   
 
Website 
Information can be accessed via the schools website at www.jorichardson.org.uk   This 
includes information relating to future events and unplanned school closures, eg, bad 
weather. 
  
Letters / emails 
It would be appreciated if, when writing about their child, parents/carers would head the 
letter or email with the child's name, form and the date.  
 
Letters explaining absence must be brought into school on the day the student returns. 
 
A doctor's certificate is required for permanent exemption from any form of physical 
education.  For temporary exemption, a written note from the parent should be brought to 
the lesson. 
 
Using the Planner 
There is a section each week in the Planner where parents/carers can write brief messages 
to Form Tutors. These will usually be checked each Monday.  It is the responsibility of 
students to draw the teachers’ attention to notes written which need to be read at other 
times. 
 
If you ring the School, who should you ask for? 
The guidelines below are designed to help you speak to the right person. 
 
General issues 
Most general queries should initially be directed to a student’s Form Tutor.  Heads of Year 
are also able to help with pastoral support and may be the best person to contact if the 
Form Tutor has been unable to help.  To report an absence you should call 020 8724 1531. 
  
Subject issues 
The first port of call should be the student’s subject teacher.  Again, if they are unable to 
help, then ask to speak to the Head of Department for that subject. 
 
If all else fails 
Occasionally it may be appropriate to speak to someone more senior.  In this case you should 
contact a member of the Senior Leadership Team. 
 
Should you wish to contact Mr Smith, Headteacher, or Ms Keane, Head of School please 
write a brief letter or email. You are guaranteed a reply within 24 hours. 
 
Parental feedback form 
There are occasions where parents would like the opportunity of making a suggestion or 
raising a concern but the person they need to speak to is not available.  To help with this we 
have produced a feedback form available in the School Office and at Progress Evenings.  
This form should be completed and returned to the School Office.  It will be passed directly to 
Mr Smith or Ms Keane who will acknowledge receipt of your feedback within 24 hours. 

http://www.jorichardson.org.uk/


  Attendance and Punctuality 
 

JRCS recognises the importance of excellent attendance and punctuality.  School and 
parents work together to ensure students recognise the impact of excellent attendance on 
achievement.  Every effort should be made to arrange for medical and dental appointments to 
be made outside of school hours.  Medical appointments will need to be verified by an 
appointment card or hospital letter. 
 

Reporting absences 
It is a parent/carer’s responsibility to report their child as absent on the first and each 
subsequent day of absence.  A call must be made to the absence line on 020 8724 1531 or 
via email Absence@jorichardson.org.uk before 9am. This line has an answer machine 
which will ask you for the name, form class and the reason for the child’s absence.  The exact 
reason must be left on the message, ie, bad cold or sore throat; saying just unwell is not 
acceptable.  Failure to report an absence may result in you being visited at home by our 
Student Services Manager.  If for any reason you are unable to call the absence line or email, 
your child should return to school with a note for their form tutor explaining their absence. 
 

Punctuality 
A student is late if they do not arrive at registration by 8.35am and notification from 
parents/carers has not been received.  This will result in a 20 minute detention at the end of 
that day. Students who are persistently late to school or lessons will be placed on punctuality 
report and may incur further sanctions. Persistent lateness can impact attendance and may 
lead to parent/carers receiving a fine.   
 

Absence checks 
We do spot checks on absences, so please do not be offended if your child is absent from 
school and we phone home or carry out a home visit to discuss the matter with you. We are 
just doing one of the various checks we carry out to prevent a student truanting from school.   
 

Attendance  
The school has a resident Access and Attendance Manager who monitors registers on a daily 
basis.  When the attendance of a student causes concern, the Attendance Manager may 
make a home visit or request a meeting in school to address the issues.  The decision 
whether to authorise an absence is the responsibility of the school so you may be asked to 
provide evidence of an absence. Persistent unauthorised absence often leads to legal action 
being taken by the local authority.   
 

Holidays during term time 
The school will not authorise families to take holidays during term time. The Local Authority 
has a clear policy on this which the Governors have agreed to adopt. 
 

If a student is withdrawn from School for a family holiday, they lose the right to attend extra-
curricular trips and other activities for a period of up to six months from their date of return to 
School. The Governors also reserve the right to impose fines on parents who do not follow 
the School’s policies in this respect. 
 

Should an exceptional circumstance arise, leave of absence request forms must be obtained 
from the School Office, and will be considered personally by the headteacher. These should 
be submitted to the School Office at least two weeks before the requested absence. 
 

Parental agreement (this page must be signed at the start of the school year) 
 

We understand the importance of attendance and agree to follow the guidelines for the school 
attendance policy as mentioned above. 
 

Signature  
 

Parent/Carer…………………………….                     Date………………………   



  Our Pastoral System 
 

The School takes its responsibilities towards all the children in its care very seriously. 
Therefore, we have developed an effective and well defined system of pastoral care.  
 

We recognise that all students have a range of social, emotional and personal needs that may 
need to be supported. Ensuring that students have access to this support will inevitably go a 
long way to ensuring that they are able to make real progress in all areas of their school lives.  
 

Support for students 
This support can take a variety of forms, ranging from providing students with the opportunity 
to discuss a problem, all the way to more structured individual counselling or the involvement 
of agencies outside the school. 
 

Safeguarding and the Child Protection Team 
Each student has a right to be protected from harm and exploitation and to have their welfare 
safeguarded. All staff are trained to identify concerns in order to safeguard students at JRCS. 
Concerns are communicated to the Child Protection (CP) Team.  The CP Team are trained to 
then help address the concerns raised and safeguard our students. You can see who is in the 
CP Team on posters around the school. They are: Mr Brierley who is the Designated 
Safeguarding Lead, Ms O'Keefe, Ms Staggs, Ms Meaney and Ms Kaur. 
 

At the centre of our pastoral system is the form tutor.  All students are members of a tutor 
group.  Their form tutor will become the key member of staff who ensures that the needs of 
the students in his or her tutor group are met to ensure they are happy at School and 
achieving their best.  Students in Years 7-9 are members of Key Stage 3 tutor groups. Those 
in Year 10 and 11 are in Key Stage 4.  Each year group is further supported by Head of Year 
and a designated Assistant Headteacher.  A team of Pastoral Assistants work within allocated 
Key Stages. Finally, there is a Deputy Headteacher allocated to lead pastoral provision 
across the whole school.  Form Tutors will often be the first port of call for 
parents/carers when they need to contact School. 
 

Physical contact between students 
To make sure students do not become involved in potentially difficult situations, we have a 
clear policy which does not allow for inappropriate physical contact between students, both in 
School and on School trips.  All staff have been asked to informally monitor students to make 
sure this policy is followed.  
 

Behaviour support - The Learning Support Unit (LSU) 
At JRCS we believe that students should accept responsibility when they fail to meet our 
high standards, but we also believe we should take steps to ensure that potential problems 
for the future are dealt with early on and support is provided where appropriate, this may 
mean a student will be withdrawn from mainstream lessons. The Learning Support Unit 
manages the daily delivery of this provision.  During the period of withdrawal, lessons will be 
adapted and teaching will take place in the Learning Support Unit.   
 
The Inclusion Manager line manages this support provision. 
The LSU Manager leads the daily delivery of the programme.  

 
 

 



  Presentation of Work and School Equipment 
 
The School recognises the importance of good presentation in written and practical work.  
Students who take a pride in their work are likely to be more effective learners.   
 
Well presented work is also much easier to revise from ensuring that all students achieve 
their potential in exams. 
 
The aim of this policy is to give guidance to students and staff with regard to presentation of 
work, and to outline the procedures which should be used to monitor outcomes.  The School 
recognises the links between this and the policies on assessment and literacy. 
 
 
Equipment checklist 
 
You should have the following items in all lessons: 
 

1. school planner  
2. pen (black) 
3. ruler 
4. pencil 
5. colouring pencils (not felt tips) 
6. pencil sharpener 
7. rubber 
8. reading book 
9. scientific calculator 
 

• Each piece of work should have a title and date.  These should be underlined with a ruler 

• All writing should usually be in pen.  Always try to make your handwriting as neat as you 
can. 

• All diagrams, maps and music should usually be in pencil. 

• Never scribble out mistakes.  Make corrections neatly by ruling out with a single line. 

• Use colouring pencils in your exercise books or folders.  Felt tips may be useful for 
posters, and teachers will provide these if necessary. 

• Ruling off after each piece of work can help you organise your work. 

• Start each piece of work underneath the last, unless told to start a new page. 

• When using file paper in a folder use both sides. 

• Always use a ruler and pencil to draw tables. 

• Graffiti on any book, inside or out, will result in exclusion. 
 
Form tutors, Heads of Year, and members of the Senior Leadership Team will carry out 
regular presentation and equipment checks.  
 
 

 



  Homework 
 

The School gives considerable emphasis to the importance of homework.  The School's 
homework policy is set out as follows. 
 

Definition 
Homework is that work which is set to be done outside the timetabled curriculum but not 
necessarily at home. It contains an element of independent study in that it is not usually 
directly supervised or controlled by a teacher, represents an extension of the learning 
activities provided and is organised in accordance with the objectives of the School 
curriculum. 
 

Key Stages in the Homework Process 
We recognise that teachers, students and parents are all involved in the homework process 
from its initial preparation to the final assessment.   
 

a) The teacher plans and sets the work, being careful to observe the need for: 

• differentiation of tasks 

• a variety of activities 

• clear explanation of what is to be done 

• homework not to be set ‘for the sake of it’, but to be part of a meaningful programme  

• emphasis on ‘spend 40 minutes on….’ rather than ‘finish off’ 

• students to have time at the start of the lesson to record homework, even if it is not 
explained at this stage 

 

b) The student does the work which depends upon: 

• clearly recorded instructions 

• devotion of sufficient time and energy 

• determination to achieve a high standard 
 

c) The parent supports the work by: 

• providing encouragement and interest 

• engaging in checking, listening, testing 

• offering a suitable environment where work can be done 

• ensuring the work is completed adequately 

• signing the School planner on a weekly basis to acknowledge they have monitored  
      the homework set 

 

d) The teacher assesses the work through means such as: 

• marking, discussion and testing of the work done in line with School policy 

• provision of appropriate feedback 
 

The headteacher will write to parents where students are regularly failing to complete 
homework in a number of subjects. Students who fail to complete homework will be expected 
to complete outstanding work. Detention will be used where necessary. 
 

In KS3, the School will make clear to parents when homework is via a homework timetable.  
The homework timetable will be available to parents via the school website. 
 

Students who do not complete homework regularly over a half term will have to attend a 
compulsory homework club the following half term for an hour twice a week.  Parents will be 
notified if this is the case. 
 

The maintenance of good study habits will continue to be a key priority and all teachers will be 
responsible for guiding students in the methods and practice of individualised work.  



  Uniform– Key Stage 3 (Years 7-9) 

 

Uniform is an important part of belonging to JRCS and we have high expectations of all our 
students.  Our uniform promotes a positive image and supports the ethos of the school whilst 
reflecting the practical needs of the students.  Students should remember that correct uniform 
must be worn to and from school as well as whilst in school.  For opening times of the uniform 
shop sited in the Castle Green foyer, please call 020 8724 1500 / 07530 262507. 
 
In the rare event that a student is unable wear correct uniform, parents/carers must 
complete the appropriate section of the ‘Permissions’ page at the front of this planner.  If 
this procedure is not followed, then we regret we will confiscate incorrect items, whatever 
the weather.  Confiscated items will be available for collection from the Office by students 
at the end of the school day.  All items of uniform must be clearly marked with 
students’ names.  

 
Key Stage 3 uniform requirements 

• Grey marl polo shirt with red JRCS logo  

• Plain black tailored school trousers / plain black pleated school skirt.   A range of 
these school skirts is available from the Castle Green uniform shop and we strongly 
advise that they are purchased from here.  Skirt length should be close to the knee.  
The school will decide whether skirts are an appropriate length and students wearing 
skirts that are not the appropriate length may be placed in the LSU or sent home.  
Jean style trousers and leggings are not allowed. 

• In the summer term and the first half of the Autumn term, students may wear plain 
black knee length tailored shorts or shorter trousers (no PE shorts). 

• Plain, smart, black low-heeled shoes (or low-heeled boots only if worn with trousers). 
Trainers, Creative Recreations, Converse, Vans, Uggs, board style, deck style, 
canvas pumps, shoes with a white/coloured band around the sole or plimsolls are not 
acceptable and must not be worn either at school or to and from school. Shoes must 
be suitable for school wear with laces or a strap. Loafers are acceptable. 

• Sweatshirt or blazer with red JRCS logo ( these items are optional) 

• Students may wear any coat, scarf or gloves on the way to and from school.  These 
must not be worn inside the school building.   

• Students who wish to wear a hijab should ensure it is plain black or navy blue. 

• Girls’ headbands must be single width, plain black, navy blue or grey. 

• Belts should be plain black, single width, with no large buckles. 

• Girls’ socks must be plain black and below the knee.  Tights must be plain black (not 
patterned). 

 
School bags 
We expect all students to have an appropriate school bag which will allow for A4 sized books 
to fit inside without the edges becoming damaged. Students should not use ‘draw-string’ PE 
bags for their school books and equipment. 
 
 
 

 



 PE Kit Policy - Key Stage 3 (Years 7-9) 

  
It is essential that all students are correctly equipped for their PE lessons, which will take 
place in all weathers.  Students are expected to have their full PE kit for each lesson and will 
be issued with a level 1 detention if they fail to bring the correct kit.  Students will be given an 
alternative kit to wear enabling them to participate in the lesson.  Refusal to borrow this kit will 
lead to a two hour Senior Leadership Team (SLT) detention. 
 
Students who forget their kit a second time in a half term will receive a 40 minute detention 
and more frequently than this will be referred to the Head of Department for subject report 
and a higher level detention. 
 
Parents must inform the PE department in writing if a student is unable to participate in PE 
due to illness or injury.  Students will be expected to change and participate in the lesson 
even if they are not performing practically.  Parents should inform the HOD if students are 
unable to change due to medical conditions.  Any student who is unable to participate in 
physical activity for longer than 2 weeks must bring medical certification outlining the nature of 
their injury/illness and clear guidelines as to how long the student will be out for. 
 
PE Kit – Key Stage 3 (Years 7-9) 

• Red T-shirt with white JRCS logo  

• Red sweatshirt with white JRCS logo or red and black rugby shirt with JRCS logo  

• JRCS rain jacket (optional) 

• Black tracksuit bottoms with red JRCS logo or plain black shorts 

• Trainers  

• Football boots (optional for boys and girls) 

• Plain black football socks and plain white cotton socks for trampolining 

• Shin pads are required for football; a gum shield is recommended when playing rugby  

• Hair band for long hair 
 
 
 
 

 
 
 
 



  

  Mobiles, make-up, jewellery and banned items 
 

Mobile Phones 
JRCS is a mobile free school this means that no phones should be on display or used in the 
building at any point either before or after school (including the Castle Green foyer).  Students 
should leave their mobile phones at the bottom of their school bag or in their locker and they 
must remain switched off at all times.  Students are not allowed to use mobile devices to 
record or film in or around the school without specific written permission in their planners from 
a member of staff.  Students in detention may ask to use their phone if they need to contact 
home and should then turn them off until the end of the detention.  Normal school rules apply 
during detention. 
 
Should a phone be seen or heard by a member of staff on the school site, including the 
library, it will usually be confiscated and locked in the School Office.  Where the situation was 
accidental, parents will be able to collect it from the School Office. Students themselves will 
be allowed to collect phones on the last day of each half-term as part of our confiscation 
amnesty. If a phone has been used deliberately for any purpose, it will be confiscated until the 
end of that half-term.  Any student who contravenes any of the above rules will be given either 
a Head of Year detention or a 2 hour SLT detention. 
 
Personal appearance 
No make-up, nail varnish, false nails or eyelashes should be worn for school and only natural 
coloured hair dye is allowed.  We ask parents to make sure that make-up is not applied 
before school.  Students are not allowed to wear any jewellery or accessories whilst at school 
or involved in a school activity.  This includes piercings of any kind.  Consideration will be 
given to students who wish to wear jewellery of significant religious importance.  If students 
have any tattoos they must not be visible whilst wearing school uniform. 
 
Banned items / damage to school property 
Students should not bring the following items into school: fizzy drinks, cans or glass bottles, 
energy drinks, make-up, laser pens, trading cards, chewing gum, joke electric shock items, 
fidget spinners, aerosol cans, correction fluids, cigarettes, E cigarettes, lighters, matches, fun 
snaps, ‘laughing gas’ canisters, offensive/adult publications, dangerous implements or any 
electronic storage device containing offensive or inappropriate images. These items will be 
confiscated by staff and will be available for collection by parents at any time or by students 
themselves on the last day of each half-term.  
 
It is an offence to carry an offensive weapon or knife on the school premises.  Any student 
found with such an item may be permanently excluded. 
 
At JRCS we define a weapon as:- 
• Any firearm of any description, including starting pistols, air guns and any type of 

replica or toy gun.   
• Knife, including all variations of bladed object including pocket knives, craft knives, 

scissors etc.   
• Explosives (including fireworks), aerosol sprays, lighters, matches, acids or any other 

noxious substance.  
• Laser pen or other object, even if manufactured for a non-violent purpose that has a 

potentially violent use, if, in the circumstances, the purpose of keeping or carrying the 
object is for use, or threat of use, as a weapon.  The school has a metal detector 
available to identify such items. 

 
Students may bring personal mobile devices into school, but these should be out of sight 
whenever inside any of the school buildings.  Headphones must not be worn in school 
between 8.30am and the end of the school day.  The school takes no responsibility for loss or 
theft of these items. 
 
Students are responsible for the costs of any loss or damage to school property or equipment 
caused by their negligence. 



  Detention System 
 

The JRCS Detention System operates within clear guidelines which are detailed below.  All 
detentions given will be clearly recorded in the calendar section of the student’s planner on 
the day that the detention will take place, complete with the name of the teacher giving the 
detention, the reason, the length of the detention and the room where it will take place.  If the 
detention is entered into a temporary planner it is the students’ responsibility to produce this. 
 

Parents/carers can check a detention has been completed by looking to see if it has been 
signed off in the planner where the detention was set. 
 

Detentions of less than 20 minutes duration will normally take place on the day of the incident.  
For detentions of more than 20 minutes’ duration, 24 hours’ written notice will be given to 
parents in the planner.  Therefore, it is very important that parents regularly check their child’s 
planner.  Should parents require 48 rather than 24 hours’ notice, they should request this in 
writing from the relevant Key Stage Deputy Headteacher. 
 

Students who do not have their planner will be given an automatic 1 hour Head of Year 
detention. 
 

The Detention System levels are: 
 

Level 1:  Detention set (Teacher/Tutor) 
The aim of this detention is to provide the opportunity to resolve a situation that has given the 
classroom teacher or tutor cause for concern and will usually be for 20 minutes but may be 
longer for more serious incidents.  Under normal circumstances a Level 1 detention should 
take place on the day that the incident occurred. 
 

Level 2:  Failure to attend (Head of Department/Year) 
Students who fail to attend a Level 1 detention will be referred to the subject area Head of 
Department, or the Head of Year, for a detention of one hour’s duration or other appropriate 
punishment.  Parents will be contacted by telephone in most cases to inform them of our 
increasing concern. 
 

Level 3:  Serious concern (Senior Leadership Team) 
Students who fail to co-operate with Level 2 detentions will be referred for a two hour Senior 
Leadership Team (SLT) detention after school these will take place between 3.15 – 5.15 pm.  
A missed Level 2 detention will automatically escalate to a L3 SLT detention and parents will 
be required to attend a short meeting with a member of SLT between 8.15 and 8.45am on the 
morning following the date of the missed detention.  This reset SLT detention will usually be 
held on a Friday and it is the student’s responsibility to attend the detention. Students can 
also be issued a L3 detention for a serious behaviour issue. 
 

Level 4:  Saturday Morning SLT detentions 
Students who fail to co-operate with Level 3 detentions will be referred for a two and a half 
hour Saturday morning detention supervised by a member of SLT.  The detention will start at 
8.30am and finish at 11.00 am.  Students must attend in full school uniform.  Should a student 
fail to attend a Saturday morning detention, they will not be allowed to return to school until a 
formal meeting has taken place with the Headteacher.  Following this, they will be placed on 
the next exclusion level and the Saturday morning detention will be reset. 
 

It is the responsibility of parents to make appropriate travel arrangements for students 
on detention.  
 
 
 

 


