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All pupils are expected to arrive to 

school and to lessons on time. 

Pupils should arrive for 8:30 and are 

expected to be in registration by 

8:40. A late bell will sound at 8:45. 

Any pupil arriving after the bell will 

be marked late and given a concern 

in their planner.  

The bell for afternoon registration 

sounds at 12:55. Any pupil arriving 

after 13:00 will be marked late and 

given a concern in their planner. 

 

If punctuality continues to be a 

concern, parents/carers will be 

invited into school. 

 

To report a school absence: 

 report an absence via Edulink app 

 fill an Absence Form in Parents 

section of our website 

 call 01924 251 605 before 9.00am 

If an absence is unreported, we will 

send you a text to indicate your 

child is absent and will ask you to 

get in touch with the school. 
 

Absence from school is detrimental 

to your child’s education. Pupils 

whose attendance falls below 95% 

will be fast-tracked and monitored 

over a 4-week period. If there is no 

improvement, they are referred to 

the attendance team and Education 

Welfare Officer. If attendance 

concerns continue, it may result in a 

fixed penalty fine or prosecution. 

Term time holidays will not be 

authorised. 
 

Appointments (medical etc.) should 

be arranged outside school hours. If 

an appointment is unavoidable 

during the day, pupils should attend 

school before their appointment, 

sign out and then return to school. 

A note in the planner is needed and 

has to be initialled by the Tutor in 

Registration. Pupils should show the 

note to the Attendance Office when 

it is time for them to sign out and 

sign back in on their return. 
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In choosing to send your child to Kettlethorpe as a parent/carer you agree to: 

 Ensure your child attends school everyday on time 

 Provide your child with correct uniform and equipment for school 

 Communicate with school as and when necessary behaving respectfully 
in all your dealings 

 Support your child in homework and opportunities for home learning 

 Support and share in the success of your child 

 Support school’s expectations, values and policies 
 

Approved by Governing Body (June 2019) 

 

 

Visitors can use the car park by the 3G pitch across the road. There is no 

parking on school site. Parking on Local Authority’s property is at the owner’s 

risk.  Please report to school Reception on arrival. 

School uses Edulink One to offer parents/carers a direct access to their child’s 

data. This app is available to download on your phone or access via Internet. 

We encourage all parents to download and use this app. School ID is 

Kettlethorpe and you log in with the Edulink login and password provided by 

school. 

https://apps.apple.com/gb/app/edulink-one/id1188809029
https://play.google.com/store/apps/details?id=com.overnetdata.edulinkone&hl=en
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We believe that pupils have a responsibility to come to school smartly dressed 

and we expect that all our pupils will attend school wearing the clothes specified 

here. If, for medical reasons, your child needs to wear anything other than 

accepted footwear, you must support it with a dated medical letter. 

Ties, jumpers/cardigans, shorts and rugby/hockey shirts are only available from 

our Uniform Shop on school site. All clothing should be clearly labelled. Pupils 

are allowed to borrow uniform items once per half-term from PSA. 

 plain white, traditional 

 must be tucked in 

 buttoned at the neck 

 school colours only 

 available from 

school only 

 V neck with school 

crest 

 navy blue (Y7/8/9) or 

grey (Y10/11) 

 available from school 

only 

 any one colour, 

must be plain and 

smart 

 no hoodies, leather 

or denim jackets 

 no large logos or 

lettering 

 navy blue or dark grey 

 tailored, traditional 

 no skinny-fit 

 shorts allowed from 

school shop only 

 navy blue Blue Max 

Banner Medway 

skirt ONLY 

 not to be rolled up, 

should be worn just 

above the knee 

 any pupil not 

following this rule 

will have to wear 

trousers 

 plain, no patterns 

 black, navy blue or 

dark grey only 

 plain, no patterns 

 black, navy blue or 

dark grey only 

 black leather school 

shoes 

 no trainers (unless 

with doctor’s note) 

 no canvas pumps or 

boots open Tue-Thu 3-4pm 
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 Kettlethorpe reversible games top 
(rugby/hockey) - available from 
school only 

 white polo shirt 

 navy blue shorts/skorts 

 navy blue knee-length socks (for 
outdoors) and white sports socks 
(for indoors) 

 plastic-studded boots and clean 
trainers (for indoors) 

All pupils are expected to take part in 

PE unless a doctor’s or parental note 

is sent specifying the reason. They 

will still take part in the lesson so 

their kit must be brought in. 

Plain navy blue 

tracksuit 

bottoms or 

leggings may 

be worn during 

winter months, 

but shorts must 

always be 

brought to 

lesson. 

Planners are provided by the school at 

the start of the year and need to be 

brought to every lesson. 

Pupil behaviour, both positive and 

negative, is tracked using the planner. 

Planners are also used to record 

pupil’s homework with deadlines for 

completion. Please check your child’s 

planner on a weekly basis. 

Replacement planners cost £5 and are 

available from school Reception. 

 strong bag large enough to carry an 

A4 folder 

 several good ink or ballpoint pens 

in black or blue 

 Knowledge Organiser (provided) 

 several pencils 

 a ruler 

 a rubber 

 a compass 

 a protractor 

 a calculator 

Hair: extreme hairstyles are not 

acceptable e.g. patterns cut into the 

hair, shaved sides, number 0 or 1 

haircuts and hair colours which are 

outside natural hair shades. 

School reserves the right to judge 

what is extreme. 

Jewellery: girls may wear a pair of 

ear studs (one in each ear) and a 

small ring and/or simple necklace 

may be worn. No other jewellery is 

allowed. No facial/body piercings. 

School takes no responsibility for the 

loss of any valuable items. 

Departments may request the 

removal of jewellery for health and 

safety reasons. 

Make up: discreet make up only. No 

false eyelashes or tattoos allowed. 

Nails: No acrylic or Shellac nails are 

allowed. Nails should be of a 

reasonable length due to safety in PE. 
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All communication during the school day between pupils and parents/carers 

must go through the school reception. The use of mobile phones by pupils 

whilst in school is not allowed. Pupils can use the school’s phone at 

reception. 

 The school accepts no responsibility for the loss, theft or damage of 

any mobile device brought into school. 

 Mobiles brought into school must be turned off (not placed on silent) 

and stored out of sight (in a bag, not pockets) as soon as the pupil 

arrives at the school gate. They must remained turned off and out of 

sight until the end of the school day. 

 If a mobile is seen by a member of staff, it will be confiscated and 

placed at school reception for safe storage. The matter will be 

recorded on pupil’s behaviour log. 

 On the first confiscation, the phone will be available for collection by 

pupil’s parent/carer from reception at the end of the next school day. 

Phones can be collected between 3.10 and 4.30pm Mondays to 

Thursdays and until 4pm on Fridays. 

 On the second occasion a pupil’s mobile phone is confiscated, a 

meeting will be arranged for parents /carers to meet with senior staff 

at school. Phone will be returned at the meeting. 

 If a mobile phone is confiscated for the third time, a meeting for 

parents/carers with representatives of school’s leadership team and 

governing body will be arranged. Phone will be returned at the 

meeting. 

 A refusal by pupil to hand over a mobile phone when requested to do 

so will be treated as a disciplinary matter. 

 It is forbidden to record photo images, videos or sound recordings of 

staff or pupils at any time without their explicit permission. 

 In accordance with school’s safeguarding protocols, we reserve the 

right to search the content of a confiscated device where there is a 

reasonable suspicion that it may contain undesirable material 

(including those promoting pornography, violence or bullying). The 

school will involve the Police as required. 

 

Approved by Governing Body: September 2020 
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If your child becomes unwell or has an accident during school hours, our First 

Aider will contact you to arrange for your child to come home. It is parent/

carer’s responsibility to: 

 ensure their child is well enough to attend school; 

 inform the school First Aider of the child’s medication; 

 complete pupil’s medical form (on pupil’s entry to Kettlethorpe) and 

 complete a written agreement for administration of prescribed medication 

when necessary. 

Medication should be brought into 

school by a responsible adult, not 

the pupil.  Medication will only be 

administered to a pupil when 

prescribed by a GP and after written 

consent has been obtained.  The 

parent/legal guardian should 

therefore bring medication to school 

and sign the form.  This includes oral 

medication, injections, eye drops, 

eardrops, nasal spray and all lotions. 

The pupils are not allowed to carry 

any medication in their school bags 

or pockets except for blue asthma 

inhalers, epipens and insulin. 

Self-prescribed remedies for minor 

problems and viral illnesses will not 

be given in school.  This includes 

medication like Lemsip, Day Nurse, 

cough medicine or paracetamol. 

The parent can give this to the child 

before and after school but 

otherwise will need to decide if the 

child is well enough to be in school. 

Children with medical needs will 

have a written health care plan 

which is drawn up in conjunction 

with parents/carers, school and the 

School Nursing Services. 

This should be in its original package 

as received from the chemist. The 

printed label intact with child’s 

name, drug’s name, strength and 

dose to be given visible. No part 

strips or medication loose will be 

accepted. 

Medication with dose frequency of 3 

times a day can be taken outside of 

school. That with dose frequency of 

4 times a day (usually antibiotics) 

will be given at lunchtime. 

Full school policies are available: 
www.kettlethorpehigh.co.uk 

PLEASE NOTE: The First Aider is not 

a trained nurse & cannot diagnose 

conditions (a GP visit is required). 
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Report Cards: any pupil raising 

concerns may be monitored using an 

electronic report card. These may be: 

Tutor / Year Manager / SLT Report or 

Attendance/Punctuality Reports. 

Parents/carers will be contacted. 
 

Classroom removal: pupils will be 

moved to another classroom if, in the 

opinion of the teacher, they are 

behaving inappropriately and 

disrupting others. They will be given 

work and will be expected to 

complete it.  

Any removal will result in a 30 minute 

after-school detention. 
 

ARC (Action, Restorative practice 

and Consequence) is the school’s 

isolation area. Pupils who persistently 

disrupt the learning or are involved in 

incidents not punishable by a fixed 

term exclusion will be removed to 

ARC including breaks and lunchtimes. 

Pupils will be given work to complete 

and support if necessary.  

ARC will also be used for internal 

truancy and refusal to follow 

instructions. The emphasis is on 

pupils leaving ARC with a stronger 

understanding of the consequences 

of their actions. 

 

Pupils will be rewarded for 

sustained excellence and effort in 

lessons, improved effort and 

behaviour, helping out and 

attendance. 

Rewards include: positive referrals, 

certificates, awards, letters home 

and end-of-year reward trips. 

Celebration events are also held 

every year for pupils who receive 3 

Headteacher’s commendations, 

achieve outstanding attendance or 

other specific recognition. Parents 

are invited. 

School reserves the right to use 

after-school sessions to detain 

pupils for up to one hour.  

We will do our best to contact you 

and give you notice, though parental 

consent is not required for this. 

Detentions will be issued and 

recorded in pupil’s planner.  

Parents/carers are asked to sign the 

detention sticker. 

Failure to attend a set detention or 

poor behaviour whilst in detention 

will result in a further 60 minute 

detention or a full day in ARC. 
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Year Managers: A Year Manager is 

assigned to each year group. They 

will communicate with parents/

carers and support individual pupils 

at school. 

Key Stage Leaders: Mr Bennett (Y7, 

8) and Mr Douglas (Y9, 10, 11) 

support the Year Managers and 

form tutors. 

SEND Learning Support Assistants: 

a key worker will be named for all 

children who have an Educational 

Health Care Plan. 

Diamonds: a discrete group of 

pupils with a range of needs are 

taught in small groups and 

reintegrated into mainstream 

lessons at appropriate times. This 

support is linked primarily to 

emotional health and wellbeing. 

Any pupil removed from a lesson or 

in ARC will be involved in the 

restorative practice programme. 

This offers pupils the opportunity to 

take responsibility for their actions. 

Offsite facilities are used to reduce 

the need to have fixed term 

exclusion from school. These offer 

alternative learning for pupils who 

are in danger of disengagement. 

 

Any pupil placed in an offsite 

provision will receive their 

expectations in a letter to parents. It 

is parents’ responsibility to ensure 

pupils attend. On return to school, a 

parental meeting will take place and 

pupil will go through a reintegration 

programme in REZ (see below). 

A central area where identified 

pupils are able to work with planned 

support for certain subjects. It 

enhances the learning outcomes for 

vulnerable learners. You will be 

notified if it involves your child. 

School staff who are on bus duty at 

the start and end of the school day 

as well as lunchtime supervisors are 

wearing cameras. Cameras will only 

be activated to record behaviour 

that is contrary to school rules or 

when there is a risk to an individual. 

Behaviour and rewards are tracked 

using planners.  Any pupil who 

forgets their planner or receives 5 

concerns in a week will be given a 

30 minute after-school detention.  

Parents/carers can track behaviour 

and detentions through the planner 

and are asked to sign it each week 

to confirm they have seen it. 
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At Kettlethorpe High School we follow the statutory expectations set out in 

Keeping Children Safe in Education 2020. 

Mrs Mumby, Assistant Headteacher, is our Designated Safeguarding Lead (DSL) 

and takes all responsibility for safeguarding pupils. Any staff aware of any risks 

report the details to the DSL and, where appropriate, this may involve 

consultation with external agencies to safeguard a pupil. Our primary 

responsibility is to gather information and act with advice to secure the best 

outcomes for the child.  

On occasions, this will involve referral to Social Care Direct and possible 

involvement of the Safeguarding Team. School may contact parents/carers or, 

if the concern is linked to a member of the family, it may be social services who 

make this contact. 

All information coming in to the DSL is recorded and filed. Should the referral 

reach a level where services are involved, a file is set up for each child where 

there are concerns. These are kept separately to the pupil’s school files and are 

securely locked away. 

Safeguarding concerns may be linked to any number of issues, details of which 

can be found in our Safeguarding Policy on the website and in the Keeping 

Children Safe in Education document on the DfE website. 

If you have any queries or concerns about your child’s welfare and wellbeing 

please contact school by phone 01924 251 605 or by email: 

  Mrs Mumby:  mmumby@kettlethorpe.wakefield.sch.uk 

  Mr Bennett:  abennett@kettlethorpe.wakefield.sch.uk 

  Mr Douglas:  rdouglas@kettlethorpe.wakefield.sch.uk 
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A decision to exclude a child 

permanently is an extremely serious 

one. It will be a final step in the 

process of dealing with disciplinary 

offences following a wide range of 

other strategies that have been tried 

without success. 

There will, however, be exceptional 

circumstances where, in the 

Headteacher’s judgement, it is 

appropriate to permanently exclude 

a pupil. These could include violent 

behaviour towards others, 

activation of a fire alarm, serious 

disruption to pupil learning and 

bringing illegal drugs/weapons to 

school. 

The Headteacher reserves the right 

to exclude any pupil who puts the 

health and safety of other pupils or 

adults at risk and who disrupts the 

learning of others. This can involve 

school-based and offsite incidents as 

well as one-off incidents. 

On return from exclusion there is a 

reintegration meeting with parents/

carers and a member of the Year 

Team or Senior Leadership Team. 

Pupil will go through a reintegration 

programme in the REZ. 

Fixed term exclusion can lead to 

permanent exclusion. 

All decisions to exclude are serious and only taken as a last resort or where a 

breach of school expectations is serious. 

Pupils must not bring items to 

school which are illegal, 

inappropriate or dangerous: 

 cigarettes / smoking paraphernalia 

 matches, lighters, fireworks 

 aerosol / deodorant sprays 

 alcohol 

 racist or pornographic materials 

 drugs or other illegal substances 

 weapons or potential weapons 

 other items deemed inappropriate 

by the Headteacher. 

 

School staff can search pupils with 

their consent for any item which is 

banned by the school. Further 

action will be taken in accordance 

with the assessed risk.   Screening, 

searching and confiscation, DfE 

2012 

School reserves the right to retain 

confiscated items which are banned 

and dispose of them or hand them 

to the Police. 
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We operate a cashless system with 

all new pupils having finger scans 

and photo ID taken. Full guidance on 

the system will be given. 

No cash will be accepted at any till 

at school.  

These are methods of payment for 

your child’s meal: 
 

1. Online via SIMS Pay 

2. Your child can bring dinner 

money to school (coins only) to 

put into a Revaluation Station. 

3. Bank notes in an envelope 

marked with the child’s name 

and tutor group can be put in 

the box. 

4. Cheques made out to WMDC 

can be put in marked envelope 

and posted in the box. 
 

Any amount of money can be paid 

into pupil’s account. Money will be 

deducted each time food is 

purchased. 

All pupils will be shown where the 

box and Revaluation Stations are 

situated. 

This is a metal unit which scans 

pupil’s finger and displays their 

name and current balance. 

To top up, your child can insert 

coins and the new balance will be 

displayed. 

There are a few stations placed 

around the school. 

A daily spend limit is set to £4 for all 

pupils. The system will not allow 

them to spend more.  

On request, you can choose to 

change this limit. 

The system works exactly the same 

for all pupils who receive free school 

meals. They can also add extra cash 

onto their balance using the 

stations.  

Any unused free school meal 

allowance will be automatically 

deducted after lunch. This will not 

affect any money added by the 

pupils themselves. 
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If a pupils feels they are being 

bullied, they can report it to any 

member of staff or to an Anti-

Bullying Ambassador. 

Pupils and parents/carers can also 

send a message via the Anti-Bullying 

Form on our school website or 

email: nobullying@kettlethorpe. 

wakefield.sch.uk 

 

Our Anti-Bullying Ambassadors in 

each year group have been trained 

to help prevent any bullying issues 

or assist in the support of other 

pupils in school. 

As a school our policy is clear: 

 All bullying will be acted upon, 

therefore every person who is a 

part of our school has a 

responsibility to take action. 

 We will explicitly address the 

issues of bullying regularly and 

thoroughly through the PSHCE 

programme and our anti-bullying 

week. 

 The practices within the school 

will reflect the commitment to 

the prevention of bullying. 

 We will actively encourage and 

develop an environment which 

allows pupils to talk confidently 

about fears and problems. This 

allows teachers to reassure and 

counsel pupils and to deal with 

the issue of bullying as it arises in 

the daily life of the school. 

This type of bullying appears when 

young people use mobile phones 

and social media. This is happening 

outside of school. 

In school we take secure measures 

to ensure online safety. Whilst we 

will act to help deal with these 

issues, it is vital that parents/carers 

are aware of the way this 

technology can create real issues. 

Please report any concerns you have 

to the police or internet provider. 

All school policies are available 
on our website: 
www.kettlethorpehigh.co.uk 

It is behaviour by an individual or 

group, repeated over time, that 

intentionally hurts another 

individual or group. 

It is not a one-off incident. 
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The policy aims to make clear 

procedures for responding to and 

managing drug-related incidents.  

This policy applies at all times to the 

school premises, school transport as 

well as school visits, trips, fieldwork 

or residential and other relevant 

situations. 

Drugs are taken here to mean those 

that are legal (such as alcohol, 

tobacco and solvents), over-the-

counter and prescribed drugs as 

well as illegal drugs such as 

cannabis, ecstasy, amphetamines, 

heroin, cocaine etc. 

At Kettlethorpe High School the 

possession and/or use of drugs in 

school, during the school day or 

while travelling to/from school is 

strictly prohibited unless prescribed 

for medicinal purposes in which 

case these should be placed with 

the First Aider.  
 

Any breach of this rule will result in 

fixed term or permanent exclusion 

from school.  
 

Pupils must not give drugs of any 

kind to other pupils – this includes 

paracetamol or asthma inhalers. 
 

Drugs/substances are not to be 

bought, sold or otherwise 

exchanged/given or brought into 

school premises or while pupils are 

on school visits/trips.  
 

Individual exceptions will be 

considered for pupils who require 

prescription medicines where 

appropriate.  

The school provides a planned drugs 

education curriculum through the 

following: 

 The National Curriculum science 

which teaches the abuse of 

alcohol, tobacco and other drugs 

affects health and body function 

and how smoking affects lung 

structure. 

 PSHCE which will include topics 

like providing accurate 

information about drugs and 

increasing understanding about 

the implications of use and 

misuse including legal 

considerations. 

 On the whole, teachers deliver 

the drugs education, but outside 

visitors may also make a 

contribution. Teachers have 

access to advice, support and 

training as part of their own 

professional development. 

 The school actively cooperates 

with agencies such as the local 

authority, Police, health and drug 

agencies. 
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In incidents involving substance misuse or supply on or off school premises 

during the school day, action will proceed as follows: 

 Any medical emergencies will be dealt with in accordance with our policy 

on such situations. 

 In cases of substance use or supply the Headteacher must be informed. 

 The case will be discussed with the pupil and a record taken either at the 

time of the incident or by an arranged appointment. 

 Parents/carers will be informed by the Headteacher or a member of SLT as 

soon as possible. 

 The support of outside agencies will be sought if appropriate. 

 If a pupil admits to using or supplying drugs, Year Manager will inform the 

Headteacher/SLT who will inform parents. 

 The police will always be informed if a criminal act has been committed. 

 The school will consider each incident individually and will employ a range 

of responses to deal with each incident. 

 The Governing Body will be informed of drug-related incidents. 

 The Headteacher will take responsibility for liaison with the media where 

required. 

Incident Consequence 

Supplying/making available class A, B 

or C illegal drugs 
Fixed term or permanent exclusion 

Supplying drugs for financial gain or 

similar gain 
Fixed term or permanent exclusion 

Possession of illegal drugs of any class Fixed term or permanent exclusion 

Consumption of alcohol or illegal 

drugs 

Fixed term exclusion and 

permanent exclusion for repeated 

offences. 

Supplying/making available alcohol or 

tobacco to pupils aged 18 and under 
Fixed term or permanent exclusion 

Abuse of solvents/gases 
Involvement of First Aider and fixed 

term exclusion. 

Smoking on school site Fixed term exclusion  
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All school policies are available on school website. If you 

require a paper copy of our policies, please get in touch. 

Provides free, 24/7 crisis support across the UK if you are experiencing a mental 

health crisis . If you need urgent help text YM to 85258 . 

All texts are answered by trained volunteers, with support from experienced clinical 

supervisors. 

 

Comforts, advises and protects children 24 hours a day and offers free confidential 

counselling.  Phone 0800 1111. 

24-hour support and listening for people under 25.  Phone 0808 808 4994.  

 

24-hour confidential listening and support for anyone who needs it. Phone 116 123. 

Ring 0800 2000247. 

Provides assessment, interventions and support to children, young people and their 

families who are suffering from significant mental health or behavioural problems.  

For their Single Point of Access team phone 01977 735865. 


