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Welcome to Helenswood!

Helenswood is a busy and vibrant academy.  We provide a centre of excellence for students 
who, through the Helenswood experience, will gain the necessary academic and personal 
skills to attend their first choice university or pursue the career of their choice. 

Students excel in all areas of the curriculum whether it be English, mathematics and science, 
creative and practical subjects, languages or the humanities.  Many of our students remain 
with us at Ark 6th Form East Sussex and most students will then continue their studies at 
their first choice university.

Our high academic standards are underpinned by developing students who enjoy school, feel 
safe and receive quality support and guidance.  We consider the development and well-being 
of students to be the foundation of their success and have a full-time, professional support 
team who work with our teachers to ensure that all students achieve their very best.

All students are encouraged to participate fully in the wider life of the school. Fundraising, the 
arts, sports and humanitarian projects are encouraged through trips, clubs and competitions.

We look forward to welcoming you to join us in many of the events throughout the school 
year: parent consultation evenings, concerts, plays, evenings of dance, or supporting school 
teams.  We operate an open door policy though, so please don’t wait for such an opportunity 
if you wish to discuss your daughter’s progress.  Pick up the phone and come in and meet 
with us.  Together we can work to ensure that all students are happy, hardworking and suc-
cessful.  Together we can ensure that every Helenswood girl is inspired, achieves and excels 
to the very highest standard.

Lucy Monk
Principal
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Help Available to Parents / Carers

We have a wide range of people available to help Parents and Carers with any 
issues they may have.  Please ring the school office to request an appointment 
giving at least 24 hours notice.

Form Tutor

First point of contact for all route 
issues and concerns

Inclusion Support
For behaviour concerns

Head of Faculty

For subject-based concerns 

Attendance Officer

For attendance concerns

People Available to Help
Parent/Carers

 

Principal

For issues not resolved satisfactorily 
after all other channels have been 

explored

Pastoral Manager

First issues concerning 
personal, social and general 

academic concerns
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Improve Your daughter’s Attendance!
Improve your daughter’s Life Chances!

Why is good attendance important at Helenswood Academy?

We want your daughter to achieve the best possible results at school and we know that 
students who have good attendance get good results. Good attendance means that your 
daughter attends for more than 95% of the time.

So what do we do to make sure that your daughter has good attendance?

• We encourage your daughter to come into school every day.
• We send home an attendance certificate at the end of every term to let you know how  
 your daughter is doing                                                                                               
• We may put your daughter on Attendance Report if your daughter’s attendance falls  
 below 95%. We ask your daughter what she thinks will help to improve her               
 attendance, because we know that when we help your daughter it’s easier to come  
 into school.
• If your daughter is still finding it difficult to have good attendance at school after 2  
 weeks then we may ask you as parent/carers to come into school to talk to us about  
 what we can do to help improve her attendance. 
• If your daughter still finds it hard to come into school we ask ESCC to provide support  
 for your daughter as well as the support from us.
• If your daughter still can’t come into school on a regular basis then you could find  
 yourselves with a court case. We do everything we can to help your daughter enjoy    
 being in school.

What does your daughter need to do?
• Arrive at school by 8.40am, ready to learn and be fully equipped.
• Be in school every day!
• Be punctual to all lessons.
• If your daughter is too ill to attend school then we ask you to telephone the school  
 every day that your daughter is ill.
• If your daughter has to attend a medical or dental appointment during school time  
 then you must inform the school in advance. Medical and dental appointments during  
 the school day count as an absence and will affect your daughter’s attendance.

Helenswood Academy Student Absence line – 
01424 757986
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How do we deal with Bullying at Helenswood?

If someone is causing unhappiness or fear to someone else over a period of time, they are a 
bully.  Bullying is an unacceptable form of behaviour which we do not tolerate at Helenswood.  
It is everyone’s responsibility to respond to such situations.  If you witness bullying behaviour, 
you should tell a member of staff.  If you feel you are being bullied, please tell someone.  It 
won’t go away on its’ own.

This is how we deal with bullying in most cases:-

1. The student who has been bullied is given time to say how she feels about what has  
 happened and the alleged bully is also asked about the situation.

2. A meeting will be held with all concerned.  A member of staff will be there to support  
 the student; to help her say what is upsetting her.  If the student doesn’t want to be  
 there, the member of staff will speak on her behalf.

3. It will be made clear that as long as a solution is reached by the end of the meeting,  
 there will be no punishment.  The important thing is that the bullying stops and  
 the best way to ensure this is for all to feel they can come to an agreement.
 [NB: this may not apply is someone has been physically hurt].

4. After everyone has had their say, in a polite way, a plan is made.  Students may be  
 asked to sign an agreement about future behaviour.

5. A review date is set, but anyone involved can ask for further help at any time if       
 necessary.
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Cashless Catering

We operate a cashless system for the catering service at Helenswood Academy. Our desire 
is to provide and improve on the quality of the school meal service.  The system enables us 
to deliver a more efficient, faster service and to continue to provide wholesome, healthy, and 
enjoyable meals at the lowest cost.

For your convenience and to assist us in our administration of the service, payments can 
either be made ‘on-line’ or by cheque. The cheque can be made out to ‘Helenswood 
Academy’ and paid into the School Office or Bursar’s Office.  Any amount of money can be 
paid into your daughter’s account, money spent on food will be taken out of the system and 
your daughter can always check by using the revaluation terminal to see her current balance.  
However, due to the time it can take to process against each student, we would ask that 
the cheque has a minimum value of £10.00. The academy is also able to provide you with a 
report detailing each item of food served and each credit made to the system, for any time 
period.

There is a daily ‘spend limit’ programmed into the system of £5.00 PER STUDENT, this can be 
increased or decreased for an individual student by making a written request to the 
Academy’s Business Manager, Mrs J Abbott.

FAQ’s
What is a Cashless System?
At the heart of the cashless system there is a computer controlled by I.M.P.A.C.T. 
[Information - Management for - Point of sale - Access and - Cashless – Tracking]
 - Software.  This allows the system to recognise each individual student, hold individual cash 
balances, record cash spent and received, record where money is spent, on what food, on any 
specific date and time of day.

How are students recognised by the system?
Each student will have their fingerprint registered which will then be translated to an Alpha 
Numeric number, the image is then discarded, when used this will then enter them into the 
system program and identify them by a number.

How is this then used to obtain a school meal?
The Student simply places their finger on a scanner at the point of sale; a display will show 
the server the student’s name, class and current cash balance held within the system. The 
selected food items will be entered into the system from an itemised keyboard while the 
amount spent and the new cash balance will show on the display.

What is meant by ‘dietary control’?
Should the student have a specific food allergy, or be a diagnosed diabetic, this medical      
information can be coded into the system, preventing foods with allergy ingredients from 
being served to a particular student, by automatically locking out relevant buttons on the 
keyboard. 6
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What about students entitled to a ‘free school meal’?
The system works exactly the same for all students whether they pay or have a free school 
meal.  All students have their own account to use in exactly the same way.  The amount 
allocated for the free school meal will be entered into the system daily and will only be 
accessible at lunch break.

Students can also add extra cash on to their balance in the system by using the revaluation 
station, to enable a greater daily spend on the school dinner than allocated by their free meal 
allowance. As this allowance can only be spent on a school dinner, cash added into the 
system can also be used for break time snacks.

Will students have problems in using this system?
Some students may find it difficult to control their accounts for the first couple of weeks, but 
because of a daily spend limit, most learn this important life skill very quickly and will enjoy 
being in control.

Main Benefits

* Convenient way of paying for school meals.  No more looking for change every       
 morning. 

* Discourages the misuse of school dinner money through spending in shops outside of  
 the school grounds. 

* Alleviates many of the associated problems with the use of cash in schools i.e. loss,  
 theft and bullying.

* Specific food allergy ingredients can be barred automatically.

* Healthy eating is encouraged.

* Queuing times are reduced through increased speed of service.

* Automatic free meal allocation with the student remaining anonymous. 
 
* Detailed reports to analyse all aspects of the use of the system.
 
* Having control of student accounts by students using the I.M.P.A.C.T. system teaches  
 important life skills. 

* A more efficient delivery of service helps the caterer to provide wholesome, healthy  
 and enjoyable school meals at a low cost.
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Communication:  

Website, letters home, making appointments

The main port of call for general information is via our website: 

www.helenswoodacademy.org

We also use Schoolcomms to communicate by email, text message, the Schoolcomms School 
Gateway app, or by letters home. On an individual basis, we may contact you by letter, email, 
telephone or by writing a note in the Student Planner.

The website is an up to date and invaluable tool and resource – all letters sent home are also 
published on it. No more hunting through school bags to find that elusive note!

We encourage parents to make contact with the academy to discuss any issues that may be 
of concern to them. To ensure we are able to offer an efficient service, we ask that 
appointments are made via the Reception Office outlining the subject matter to be addressed 
and whom you would like to speak to. Usually the first point of contact would be your 
daughter’s Form Tutor, but a Subject Teacher may be more appropriate. If you are not sure, 
we will direct you to the most relevant person.

When you come to Helenswood, it is essential that you enter via reception, sign in, and 
receive a visitor’s badge. We must insist that all visitors follow this protocol not only to ensure 
the safety of the students, but the visitor too.
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The Code of Conduct and Expectations for Helenswood Academy

Code of Conduct and Student Expectations:

At Helenswood Academy students demonstrate the following:

• We RESPECT each other, never saying or doing anything which might cause offence to  
 others.
• We CO-OPERATE fully with members of staff, following instructions the first time that  
 they are given.
• We VALUE academy property and the property of others, treating it with care.
• We STRIVE to reach our full potential.

In our classrooms this means that:
• We arrive on time. I must be at school by 8.40am to start lessons at 8.45am.  I must  
 arrive promptly to all of my lessons.
• Stand until we are invited to sit.
• Equipment and planner on our desks.
• Listen to instructions, and follow them the first time.
• Be respectful to everyone in the class.
• Keep hands, feet and negative comments to ourselves.
• Do not eat or chew in class.
• Bags are at the back/side, or a designated place in the room.

Around the academy this means that:
• I wear the correct academy uniform. If there is a problem, I must bring a note of 
 explanation from home and must borrow items of uniform from the Academy Office.
• I must only bring with me items which are needed to support my learning. I must keep  
 my money and keys on me at all times as they are my responsibility.
• I must not smoke anywhere on the academy premises. I must not have with me       
 cigarettes, matches, alcohol or any illegal substances, weapons, i.e. knives. If I am  
 with someone who breaks this rule I may be punished as well.
• If I need to leave a classroom I must carry a card to show that I have permission:

o Yellow: a visit to the toilet or office if I am ill
o Blue:     official academy business
o Red:    fetching an adult to remove another student
• I may not remove food or drink from the Dining Hall. Food or drink brought from home  
 is consumed in the designated areas.
• At the Lower School: if it is wet then I may sit in the designated area for my tutor  
 group. If it is dry, I must go outside unless I am attending a club.
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• At the Upper School: I have the privilege of being allowed to remain in my tutor base  
 whether it is wet or dry. I am aware that this is a privilege and I do not abuse this  
 privilege.
• I walk on the left hand side of corridors and stairways. I do not run in corridors or on  
 the stairs.
• My coat must not be seen inside the academy buildings. I leave my coat in my locker  
 on arrival at school and only collect and wear it when I intend to go outside or at the  
 end of the academy day.
• I am not allowed to leave the academy site without permission. If I need to leave the  
 site during the academy day e.g. for a dental or medical appointment I will bring a  
 note from my parent/carer which I will show to the Academy Office to be able to sign  
 out of school.
• I may not use the following areas of the academy unless authorised by a member of  
 staff:
o The paved area in front of the academy
o The pond area (Lower School)
o The woodland area (Lower School)
o Grass areas in winter and wet weather 
o Laboratories, music and drama rooms, the Helenswood Sports Centre

Mobile phones, MP3 players and other Electronic Devices:
Helenswood Academy accepts that in the 21st Century students are going to bring mobile 
phones, MP3 players and other electronic devices into school.
• This statement is made on the understanding that:
o Items remain the responsibility of the student and as such we will not replace these  
 items if lost or stolen.
o Students are to act responsibly when bringing such equipment onto the academy  
 premises.

What does acting responsibly mean though?
If you have made the choice to bring your mobile phone, MP3 player or electronic device into 
school you will ensure that:
o They are switched off and out of sight from the time you enter the school premises in  
 the morning until 15.20 each day. 
o Parents/carers wishing to contact their daughter throughout the academy day must do  
 so via the main academy office at the Lower or Upper site.
o There are specific circumstances when for clear educational reasons the class teacher  
 will give permission for a mobile phone to be used in a lesson e.g. as a calculator, as  
 a stop watch or to record a pod cast. Please note that this list is not exhaustive, and a  
 clear educational reason is the only authorised circumstance.
o The same expectations regarding responsible use of mobile phones apply to all extra  
 curricular activities. 
o There is a consequence for failure to act responsibly with a mobile phone, MP3 player  
 or any electronic device.
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Journeys to and From Helenswood:

Whilst I am wearing the Helenswood Academy uniform I am representing my academy. This 
means:
• When walking to Helenswood I am polite and respectful to all members of the public
• I must behave on the bus:
o I pay the correct fare
o I sit quietly
o I am polite and respectful to other members of public on the bus
o I do not smoke on the bus
o I accept that if I misbehave on the bus then there will be a consequence for my         
 actions. 
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Behaviour for Learning:

At Helenswood Academy we have high expectations for all of our students; we want them to 
become outstanding members of the community. All students are expected to comply with 
the Code of Conduct, Classroom and whole academy expectations. 

Any student whose behaviour is unacceptable is given a series of warnings where they are 
asked to make a choice to comply with the academy’s expectations. For uniform, equipment, 
homework, electronic devices or non lesson time failure to comply is logged in the student 
planner. Any student whose behaviour is unacceptable in a classroom is also given two verbal 
warnings before they are removed from the classroom. It is not acceptable for students to 
disrupt their own or others learning. 

Students are given consequences if they fail to comply with the academy’s expectations. 
These range from community service at breaktime or lunchtime to after academy catch up 
sessions. The nature of the community service relates directly to the seriousness of the
offence and ranges from a simple task such as picking up litter to the removal of the student 
to the Upper or Lower School where they may be asked to remove graffiti or chewing gum 
from student desks.  Please note that parental agreement is not required for community 
service.

After academy catch ups take place every day of the academy year and parents are 
contacted to ensure that they know that their daughter has been referred to an after 
academy catch up. 

Helenswood students achieve outstanding results where their behaviour is outstanding. No 
student needs to make a choice to attend a community service or after academy catch up.
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Rewards at Helenswood Academy

Students who make the right choices about their learning, behaviour and contribution to the 
Helenswood community are rewarded through the school reward system. Students who meet 
the Helenswood Girl Charter below will be issued with reward cards by their teachers and 
members of support staff. 

 Helenswood girls:
• Co-operate fully with members of staff, following instructions the first time they are  
 given. 
• Strive to reach their potential. 
• Respect each other, never saying or doing anything which might cause offence to      
 others. 
• Value school property and the property of others, treating it with care.

Reward cards are then exchanged for Bronze (25 cards), Silver (75 cards), Gold (150 cards) 
and Platinum (250 cards) badges. 

Progress certificates are also awarded to students in each class who make the most progress 
in their learning and at the end of year students with over 95% attendance are rewarded 
with a fieldtrip of their choice.

Helenswood Academy

Modern Foreign Languages Faculty

I am extremely pleased with the 

effort and commitment shown by 

your daughter

Helenswood Academy

Maths Faculty

I am extremely pleased with the 

effort and commitment shown by 

your daughter

Helenswood Academy

Science Faculty

I am extremely pleased with the 

effort and commitment shown by 

your daughter

REWARDS WEEK 
AT

HELENSWOOD ACADEMY

Helenswood Academy

Creative Arts Faculty
I am extremely pleased with the 

effort and commitment shown by 

your daughter

STOP PRESS EVERY THIRD WEEK IS BONUS WEEK
During reward week your teachers will identify one special task 

per lesson where bonus reward cards will be issued. 

The top three students who complete outstanding pieces of 
work for the special task will be rewarded with the 

bonus cards!
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Key Stage 3 Art & Design

We aim for all of our students to leave Key Stage 3 with a strong foundation of skills and 
understanding. We deliver projects that teach the formal elements of Art and 
Design through the study of artists from different times and cultures and through 
different medium and techniques. We strive to install a great sense of confidence in 
students’ artistic and creative abilities and use of a variety of scale and materials and 
processes through exciting lessons.

Key Stage 3 Design & Technology

During Key Stage 3 students will study Design & Technology which aims to 
develop their knowledge, design and practical skills in the areas of Product 
Design, Resistant Materials, Food, Graphics, Systems & Control and Textiles. 
The programme of study prepares students for participation in tomorrow’s rapidly 
changing technological society by allowing them to work with a range of 
traditional, modern and smart materials.
Students will develop understanding of how products were designed and 
manufactured in the past and how they are currently produced by learning how to 
competently use a range of technologies, including computer-aided design 
software and machinery such as laser cutters, plotters and 3D printers, all of 
which are used in the design and manufacturing industry.
By the end of Key Stage 3 we aim to develop in our students a flair for design and 
the confidence to work with the technologies of the 21st century.

Key Stage 3 Dance

Dance is an extremely popular subject taught by specialist dance teachers.  Students will 
develop their creative performance and evaluation skills through theme based work and 
cross-curricular links.  The schemes of work cover a varied programme of many dance 
styles from Contemporary to Street and Cultural dance.

Dance clubs run for all age groups.  Gifted and talented students are given the 
opportunity to attend Gecko, the school dance company.  Helenswood dancers perform 
in many exciting events throughout the year.

Dance is also taught at GCSE and A Level with extremely successful results.

15



Helenswood Academy

Key Stage 3 English

Within English at Key Stage 3 students are given the opportunity to access a creative, 
engaging and enjoyable curriculum. They will learn a broad range of skills within the 
three different elements: reading, writing and speaking & listening. We will equip them 
with the tools to develop their abilities in all three of these aspects of English, thus 
enabling them to become effective and successful communicators with their peers and 
within society.

Students will cover a broad range of topics each year including: poetry, creative writing, 
Shakespeare and media, alongside many more. All of these topics will be taught in an 
active and engaging way to enable students to develop and enhance their skills within 
the subject. 

Students’ learning within English at KS3 will ensure they receive the best possible 
grounding in preparation for KS4 and beyond. We will enable them to become proficient 
in all aspects of communication ensuring they stand the best possible chance of 
succeeding within the wider world.  Year 7 students will be starting a new curriculum - 
English Mastery.

Key Stage 3 Geography

Geography at Key Stage 3 builds on pupils’ understanding of people, places and 
environments around the world.  It helps make sense of a complex and changing 
world.  Students learn how places and landscapes are formed, how people and 
environment interact and how economies, societies and geographical issues affect each 
other.  Students learn to think spatially and use maps, visual images and new 
technologies, including geographical information systems (GIS) to obtain, present and 
analyse 

Key Stage 3 Drama

Drama is taught by an experienced team of specialists. Girls can continue their study 
of the subject to GCSE Level and Advanced Drama and Theatre Studies in the Upper 
School.

At Key Stage 3, students follow an exciting, challenging course, which explores a range 
of issues and themes as they develop their powers of self-expression, both vocally and 
physically.  Students will cover a wide range of topics, with opportunities for 
performance within class.

This year promises to be an exciting year for Drama, with the introduction of new 
courses; key workshops for all year groups, an extensive range of clubs and productions 
and our continued partnership with the Royal Shakespeare Company.
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Key Stage 3 History

At the Lower School, students find out about the history of their local community, Britain, 
Europe and the world. They develop a chronological overview that enables them to make 
connections within and across different periods and societies. They investigate Britain’s 
relationships with the wider world and relate past events to the present day. As they 
develop their understanding, students ask and answer important questions and evaluate 
evidence from:

• The developing relationship between The Crown and Parliament;
• The changing role of the church;
• Britain as an industrial empire;
• World wars, dictatorship and democracies.

Key Stage 3 ICT

During Key Stage 3 ICT, students will develop the skills they need to use ICT 
confidently and effectively across a range of topics and software.  They will learn to use 
ICT as a way of communicating and presenting information in different contexts for a 
defined audience.  Through their use of word processing, desktop publishing, 
presentation software, internet research, programming, spreadsheets and databases 
they will gain the necessary skills to make decisions about when, where and how to use 
ICT.

Key Stage 3 Religious Studies
 
In Key Stage 3 Religious Studies, students explore Christianity through the life of Jesus, 
the teachings and practices of modern Christians and a project on a Person of Faith. 
They also learn about Hinduism, Buddhism and other religious traditions. In all areas of 
study, we aim to combine learning about religions with reflection on the 
students’ own viewpoints and experiences. As students progress towards Key Stage 4, 
they should develop skills of evaluation and empathy. Whilst the programme of work 
recognises that we live in a predominantly Christian country, no assumptions are made 
about individual students’ beliefs and we aim to provide an environment where students 
of all faiths and world views feel confident to be themselves.
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Key Stage 3 Modern Foreign Languages

Students learn the vocabulary, structure and grammar of French and Spanish.  French is 
taught in Years 7–9 and Spanish in Years 8–9.  All students study French and Spanish. 
Both languages are option subjects for GCSE and the ethos of the lessons – particularly 
in Year 9 – is to show students why they can and should opt for an examination course 
in French and/ or Spanish.  Both communication skills and formal grammar are 
emphasized as being necessary preparation for GCSE and hopefully, AS/A2 French or 
Spanish in the Sixth Form.  Students are encouraged to think ahead to a future in 
languages.  Fun and enjoyment are also an essential part of KS3 work – students learn 
best when they enjoy achieving in a new language.

Key Stage 3 Music

In KS3 music lessons, all students have the opportunity to experience hands-on music 
making. In line with the national curriculum for music, they will compose and perform a 
wide range music from different cultures and in different styles. This practical work will 
be used to underpin and develop their understanding of the language of music and, in 
doing so, allow them to be more confident, disciplined and sensitive citizens. It will also 
provide the necessary skills and knowledge for successful transition to KS4 music 
courses.

Key Stage 3 Mathematics 

Students starting in year 7 will be following the Mathematics Mastery Programme, 
developed in partnership with ARK schools. The aim of the programme is to provide a 
curriculum framework that 
• meets the mathematical requirements of learners 
• meets the needs of higher education and employer 
• motivates and encourages young people to continue studying mathematics post-16 

 The three key features of Mathematics Mastery 
• high expectations for every child 
• more time on fewer topics 
• problem solving is central 

We believe that children from all backgrounds can succeed in mathematics. Our focus is 
on raising standards – working together to show what pupils are capable of and finding 
effective ways to enable every child to succeed. 
The programme emphasises cumulative mastery of the essential knowledge and skills of 
mathematics. It embeds a deep understanding of maths by employing a concrete, 
pictorial, abstract approach – using objects and pictures before numbers and symbols so 
that pupils understand what they are doing rather than just learning to repeat 
routines without grasping what is happening. The students will be following the 
programme through to Year 9 and will develop a better foundation in the subject that will 
aid their study into their GCSE years.
To find out more information please visit: www.mathematicsmastery.org
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Key Stage 3 Science

At Key Stage 3 students study a broad base of topics which cover aspects of Biology, 
Chemistry, Physics and a little Geology.  These are taught in units of which there are 12 
per year.  As part of these units we aim to improve students cognitive, investigative and 
data handling skills through practical and enquiry based activities, and to raise 
awareness of the application and implication of Science in society today.  Each topic 
comes with a small project based homework, which is available online through the 
Virtual Learning Environment. 

Key Stage 3 Physical Education

All pupils are assessed in Year 7 as part of our talent identification programme and to 
determine baseline scores.  Fitness levels are assessed and monitored regularly.

Year 7’s follow a broad curriculum introducing them to basic concepts and skills in 
games, gymnastics, dance and athletics. 

Year 8 students pursue longer courses which focus on acquiring greater knowledge in 
Netball, Badminton, Sports Acrobatics.
 
In Year 9 students have the opportunity to apply skills into competitive matches in our 
games league. 

Our fantastic facilities allow us to continue the curriculum without interruptions of poor 
weather. We pride ourselves that pupils of all abilities both achieve and enjoy their 
PE lessons.  
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Early Closures

Helenswood Academy will not close early at the end of any school term. 

The only date which will see an early closure in 2014-15 is:

Thursday 2nd October 2014

Please be aware that although we always ask Stagecoach Bus Company to provide transport 
at this time, they can usually only provide a limited service about which they advise us nearer 
to each date. We will write again to all parents when we have details of the services to be 
provided on each date.

Please would you sign the Signature Form to say you are aware of the early closure and that 
you will give permission for your daughter to leave the premises at early on the one 
occasion stated.
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Health and Safety 

Helenswood Academy has due regard for and is fully compliant with all Health & Safety 
legislation and guidelines relating to schools.  Policies and Practices in school have been 
adopted relating to many areas including COSHH (Control of Substances Hazardous to 
Health), 
Administration of First Aid and Medicines, Electrical Testing, Maintenance of Machinery and 
Equipment, Manual Handling and Accident Reporting.  The Health and Safety policy of the 
school is reviewed and revised as necessary on an annual basis.

Students gain access to the Lower School via a biometric door entry system.  Please could 
parent’s sign permission slip on the signature form.

Whenever visiting the school, parents are asked to sign in at the main office and 
to wear a visitor’s badge. This is normal practice in all schools and forms an essential part of 
the Helenswood Health and Safety policy.

Many students travel on buses to and from school.  Buses 72, 74, 75, 26, 26A, 28
and 100 currently serve the Lower School.  As a duty of care students using buses at the 
end of the day are required to wait on the front tennis courts within the academy grounds       
until being escorted to the bus by a member of staff.  On wet days nominated classrooms are 
used.

Helenswood works in close conjunction with the bus company and any instances
of misbehaviour or unsafe behaviour on buses is fully investigated in the academy, which 
may result in a verbal warning or in severe cases, a minimum two week ban will be enforced. 
Under such circumstances, the responsibility of transporting the student to and from school, 
during the period of the ban, would rest with parents/carers.
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Home/Academy Agreement 2014-2015

It is a Government requirement that all schools should publish a Home/School Agreement.  
The details of Helenswood’s responsibilities and its expectations of parents and students are 
set out in the Parents’ Handbook.

The resulting Agreement should be signed by the academy, the parent/carer and the student 
to ensure clear and effective working relationships.

Would you, therefore, please sign the Student Agreement on the Signature Form. 

At Helenswood we will

• Take all reasonable steps to ensure your happiness and safety at school.
• Contact your parents/carers if there is a problem with attendance or punctuality.
• Let your parents/carers know about any concerns or problems which affect your class  
 work, homework behaviour or appearance, uniform or organisation.
• Ask you to ensure that you carry your Student Planner at all times.
• Send home regular ‘grade’ reports and a full annual report.
• Set, mark and monitor homework.
• Arrange appropriate occasions, including Parents’ Evenings, where your progress can  
 be discussed.
• Keep your Parents/Carers informed about school activities by updating our website,  
 sending regular Newsletters home and notices about special events.
• Aim to keep good discipline and encourage students by the use of our published      
  ‘Behaviour for Learning’ Policy.
• Set challenging but realistic targets for you in order to raise your achievements.
• Provide you with a Form Tutor to monitor, evaluate and review your progress against  
 your own targets.
• Ensure that an appropriate teacher or senior member of staff is available to discuss  
 concerns when your parents telephone or write to make an appointment.
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Home/Academy Agreement 2014-2015

As Parents/Carers I/we will

• See that my/our child goes to school regularly and on time.
• See that my/our child goes to school properly equipped and wearing correct named  
 uniform at all times.
• Let the academy know about any concerns or problems which may affect my/our  
 child’s work or behaviour.
• Not contact my daughter direct via her mobile phone but go through the academy     
 office.
• Support the academy policies and published guidelines for Behaviour for Learning and  
 the consequences. 
• Support my/our child in doing her homework including checking and signing the     
 Planner regularly.
• Attend meetings including Parents’ Evenings to discuss my/our child’s progress.
• Inform the academy by 10.00 am every day of any unavoidable absence and continue  
 to keep them informed until my/our child returns.
• Get to know about my/our child’s life at Helenswood by reading and where               
 appropriate, responding to letters sent home.
• Make an appointment in advance if I need to speak to a teacher or senior member of  
 staff either by writing to or telephoning the school.
• Respond to requests from staff for meetings to discuss your daughter’s progress in  
 school.
• Ensure my/our child attends any sessions, either during lunchtime or after the end of  
 normal lessons, deemed necessary by her Form Tutor or Class Teacher.
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Inclusion Faculty  

Helenswood Academy is an inclusive learning environment where we celebrate difference and 
provide ‘Quality First Teaching’ to all students.
We aim to identify and offer the right support to all students in order to help them to achieve 
their full potential.

Special Educational Needs Provision

To make the transition to secondary school as smooth as possible and to provide the right 
support for your daughter, we liaise with our feeder primary schools before completing our 
new Year 7 Special Educational Needs Register.  

We have an experienced and dedicated learning support team.  There is a range of school 
interventions to support your daughter’s progress if required.  Students who have been 
identified as having a serious delay in literacy or numeracy are supported in small group 
interventions.  Their progress is monitored on a termly basis to check the effectiveness of 
the intervention and changes are made as necessary.

Students with social or emotional difficulties will be supported by our experts in the Centre 
for Excellence in Learning and Teaching (CELT) if required.
.  
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Enrichment Programme

At Helenswood Academy we offer a range of academic programmes and support initiatives 
to encourage and inspire your daughter to reach her greatest potential both in school and at 
further and higher level education.

We offer three clear pathways which are open to all students:

Pathway 1: Gifted and Talented (G&T) students:  Students have the opportunity to take 
part in the Villiers Park scholarship programme, where they will be mentored by academics; 
attend residentials at the University of Cambridge and take part in sessions to promote higher 
level thinking and learning. This pathway is accessible from Year 10 onwards and includes 
two mentor sessions a month throughout Year 10 and 11. 

Pathway 2: Raising Aspirations Programme: Students will be linked to the Raising 
Aspirations Programme developed by Helenswood Academy. This programme is set up to 
predominately, but not exclusively, support Pupil Premium students in having access to 
university talks by Russell Group universities and universities within the Sussex area including 
The University of Sussex. Trips to universities offered through this programme include Oxford 
University and the University of Sussex where students get the chance to sample lectures and 
taster sessions. This pathway also offers opportunities for students to work with local 
employers to develop skills required for apprenticeships and the working environment.  

Pathway 3: Widening Partnership Programmes: This programme runs with support from the 
University of Sussex and Brighton University where partnerships are made with both students 
and parents/carers to support progress and aspirations amongst learners. Within the 
Widening Partnership programme sessions are offered about university life, individual subject 
areas and the opportunity for parents/carers to talk to academic mentors. Students also have 
access to university trips, mentor sessions, taster sessions and support in applying to Sixth 
Form and University. This programme is open to all pupils from Year 9 onwards.
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Jewellery  

• No make-up may be worn.
• No nail varnish or false nails may be worn.
• One pair of small stud earrings may be worn.
• No other jewellery may be worn, including nose or tongue studs/rings or other body  
 piercings**
• Hair must be tied back.
• Hair should not be coloured. 
• No party hair, i.e. flower or glitter hair grips, hair extensions etc.

**NB Covering these items with plasters is not allowed.  Where girls wish to have new holes 
pierced in order to wear nose studs etc. out of school, we advise that they should not do this 
during a school term.  We cannot make exceptions for those who wish to wear a stud to keep 
the hole ‘open’.   We do not allow a ‘retainer’ to be worn.

All Helenswood rules (uniform, jewellery, no smoking etc) apply just as much on the way 
from home to school or from school to home as they do inside school.

Other Items

We do not recommend that students bring anything in to school that is not needed for their 
work in lessons.  

Helenswood School do not accept responsibility if personal items like mobile 
phones, Walkmans, MP3 players & Ipods etc. are stolen or broken.   

If parents wish their daughter to carry a mobile phone for reasons of safety, this is only 
allowed if it is kept in her bag and turned off during the school day.  Urgent calls must be 
made via the academy office, not by mobile phone.
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The Libraries at Helenswood

Read More, Learn More, Be More

Research has shown that children who read for pleasure, regardless of socio-economic 
background, perform better at school. 
  
The main focus of the libraries at Helenswood is to promote reading for pleasure and to 
encourage the students to use all the resources in the libraries. It is hoped that through their 
contact with the libraries during their time at Helenswood, students knowledge, skills and 
attitude to learning will develop and mature, preparing them for either further education or 
for the workplace.

There is a library on both the Lower and Upper School sites. Both libraries have computer 
access and a range of fiction and non-fiction books, reference books and magazines. The 
library catalogue is computerised and girls can access this and their account from any 
computer in the school.  Girls can take books out for one to two weeks and a fine system 
is in place for late books.  Reminders are sent to girls in school and to parents at home.  If 
books are damaged or lost, it would be appreciated if parents supported the school by 
replacing the cost of the book.

Inductions are given to Year 7.  Girls in Year 8, train to be Student Librarians and play a large 
part in running the library at the lower school during break and lunchtimes.

The Libraries take part in the Southern Schools Book Award, the 1066 Schools Book Award, 
the Amazing Book Award and shadow the Carnegie Book Award throughout the school year.  
There is a Reading Club on both sites and events such as Spelling, Bees, Author visits and 
reading based events are also organised.  

From September 2014 Homework clubs will take place in both libraries from 3.30 - 4.30 pm 
on school days.

Please support your daughter in reading at home as much as possible and to return school 
library books on time. 

“So please, oh please, we beg, we pray, go throw your TV set away.  And in its place you can 
install, a lovely bookshelf on the wall.” 

(extract from ‘Charlie and the Chocolate Factory by Roald Dahl’)
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 Making a complaint at Helenswood Academy 

What happens if it all goes wrong? 

We all hope that we will get it right most of the time, but sometimes things do go wrong and 
if they do we want to know about it, so that we can work together to put it right.

There is a Complaints Policy at Helenswood Academy, just like any other school.  It starts 
with picking up the telephone and speaking to your daughter’s form tutor.  They are there 
to be able to listen and support both you and your daughter.  They may not be able to solve 
your problem – but they will discuss the nature of your complaint with the person most 
appropriate to deal with it.  If your complaint is of a serious nature, the Principal will be told 
immediately.  Your complaint will be responded to and preferably resolved, within three days.  
If the timetable has to be longer, you will be told why.

You will be told the result of your complaint, but you will not be given names of students or 
staff, or details of any sanctions imposed on other parents’/carers’ children.  All complaints 
will be recorded by us in writing.  We do this so that we can monitor the overall picture of 
complaints and put staff training in place if we deem it to be necessary.  If the complaint is 
about a member of staff, that person has a right to know about the complaint.  We may 
however, decide he or she is not the best person for you to speak to.

If you approach a Governor he/she may decide it is appropriate to offer to accompany you to 
a discussion at school.  If you remain dissatisfied, write to the Principal who will 
investigate your complaint.  Usually, the best way of resolving matters is to have a meeting 
with the Principal.  You will receive an invitation to such a meeting within 5 school days and 
the meeting (or written result of the investigation) will be within 15 school days.

For a full copy of the school Complaints Policy please visit the academy’s website: 
www.helenswoodacademy.org
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Medical Care of Students

Please note that within the agreement we require some vital information from you:

 There are Parental Consent Forms that MUST be completed before we hold any      
 medication for your daughter’s use.  This applies to drugs purchased over the counter,  
 i.e. paracetamol as well as drugs supplied by your doctor.  Likewise, there is also   
 a form to complete if your daughter carries her own medication, i.e. if your daughter is  
 diabetic.
 If your daughter has an ongoing medical diagnosis or condition that we need to be  
 aware of, i.e. heart murmur or epilepsy, a Health Care Plan should also be completed.
 An Emergency Contact Number where we can contact you at all times should your  
 daughter have an accident.

If your daughter feels ill at school, she should tell the teacher in lesson time or go directly to 
the office at break or lunch time.  She must not ring you herself. She is in our care and we 
will ring you as necessary.

All medical information supplied on your admissions form is recorded electronically and is 
available for staff.  It is essential that we are told of any medical issues your daughter might 
have or that may arise during her time with us.
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Pastoral Care - (Overview of Tutor system)

The new year group is organised into five mixed ability tutor groups containing on average, 
26 students.  Your daughter’s tutor has the prime responsibility in school for her care and 
guidance.  He or she will see her daily for tutorial time and may teach her Life Skills.

The leading and monitoring of the tutor system at the Lower School is the responsibility of 
the Pastoral Managers.

Wherever possible, your daughter’s tutor stays with her throughout the Lower School, 
working closely with her Pastoral Manager, to ensure she is supported in her efforts to 
achieve her targets across the curriculum.
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Severe Weather Conditions/Emergency

In the event of severe weather conditions that necessitate a school closure, the following will 
apply:

Opening the School:

Below is the procedure we will follow in the event of the Principal deciding it would be unsafe 
to open the school to students.  
The information to state there will be a closure will be put on our website www.
helenswoodacademy.org and given out as early as possible via the following radio sta-
tions:

 Southern FM; BBC Southern Counties Radio local stations such as Arrow FM

This information is delivered to the stations in a particular and confidential manner so that 
everyone will know it is accurate.

A closure during the working day:

If severe weather or an emergency occurs during the day when students are already at 
school, we will use the methods above and School Comms to broadcast the news.  
In addition, we will consult the information you have completed on the signature form 
regarding the arrangements you have made for your daughter to get home in an emergency. 
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Student Voice at Helenswood Academy

Student’s opinions are valued at Helenswood and they are encouraged to be involved in all 
aspects of life at school. Some of the routes used to develop Student Voice are:

• Head Girl Team
• Student Council/Learning Partners
• Reading Buddies
• Arts Ambassadors
• Community fundraising 
• The House Team

Students learn about the democratic process through an annual campaign and elections for 
the new Head Girl and her team and voting for Student Council representatives.
The key aim is to build a strong sense of community and responsibility for ones own actions.  
It offers the opportunity to have a say in important matters in school.  It will also help 
develop:

o skills in listening and speaking;
o boosts confidence;
o makes them feel recognised and valued;
o positive relationships with the staff.

House System

We operate a  house system at Helenswood Academy.  All forms are allocated a house and 
each house has two forms (when possible) from each year.  Various Inter-house activities are 
carried out throughout the year from fundraising to sporting events.

The houses are:   
   Austen Curie  Nightingale  Pankhurst
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Student Acceptable use of Computer Systems

The aim of this Acceptable Use Policy [AUP] is to ensure that students will benefit from 
learning opportunities offered by the academy’s internet resources in a safe and effective 
manner.  Internet use and access is considered an academy resource and privilege.  
Therefore, if the academy AUP is not adhered to, this privilege will be withdrawn and 
appropriate sanctions – as outlined in the AUP – will be imposed.  The academy employs a 
number of strategies in order to maximise learning opportunities and reduce risks associated 
with the Internet.  

These strategies are as follows:

General

• Internet sessions will be supervised by a teacher.
• Filtering software and/or equivalent systems will be used in order to minimise the risk  
 of exposure to inappropriate material.
• The academy will regularly monitor students’ Internet usage.
• The academy will regularly monitor students’ electronic files and folders.
• Students and teachers will be provided with training in the area of Internet safety.
• Uploading and downloading of non-approved software will not be permitted.
• Virus protection software will be used and updated on a regular basis.
• Students will treat others with respect at all times and will not undertake any actions  
 that may bring the academy into disrepute.
• Students must not damage any computing equipment, including hardware, systems  
 software or other stored information.
• Students must ensure their work is saved to the network space allocated.  Any work  
 saved anywhere else may be lost, for which the academy will not be held responsible.

Support Structures

The academy will inform students of key support structures and organisations that deal with 
illegal material or harmful use of the Internet.

Security and Privacy

Students should keep their password private and never use someone else’s logon name or 
password.

DO NOT ATTEMPT TO BYPASS OR ALTER SETTINGS ON THE SYSTEM.

33



Helenswood Academy

World Wide Web

• Students will not intentionally visit Internet sites that contain obscene, illegal, hateful  
 or otherwise objectionable materials.
• Students will use the internet for educational purposes only.
• Students will not copy information into assignments and fail to acknowledge the source  
 [plagiarism and copyright infringement].
• Students will never disclose or publicise personal information.
• Downloading materials or images not relevant to their studies, is in direct breach of the  
 academy’s acceptable use policy.
• Students will be aware that any usage, including distributing or receiving information,  
 academy-related or personal, may be monitored for unusual activity, security and/or  
 network management reasons.

Email and Messaging System

• Students will use approved class email accounts under supervision by or permission  
 from a teacher.
• Students will not send or receive any material that is illegal, obscene, defamatory, or  
 that is intended to annoy or intimidate another person.
• Students will not reveal their own or other people’s personal details, such as addresses  
 or telephone numbers or pictures.
• Students will note that sending and receiving email attachments is subject to           
 permission from their teacher.
• Students will only have access to chat rooms, discussion forums, messaging or other  
 electronic communication forums that have been approved by the academy.
• Chat rooms, discussion forums and other electronic communication forums will only be  
 used for educational purposes and will always be supervised.

Misuse of the Internet or the AUP may result in disciplinary action, including written 
warnings, withdrawal of access privileges and in extreme cases, suspension or expulsion.  
The academy also reserves the right to report any illegal activities to the appropriate 
authorities.
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Uniform 

Navy Blue Blazer with jade green trim and logo – mandatory
[Blazer sleeves not to be rolled up or turned back]              
Navy Blue V-neck Jumper with jade green trim and logo – mandatory
[To be worn outside of skirt/trouser and not to be tucked in]     
White long or short sleeved revere blouse – no logo – Winter,    Terms 1 to 4 - mandatory 
Jade Green Polo shirt with logo – Summer        Terms 5 & 6 - mandatory      
Navy Blue Drop-pleated Skirt with logo – mandatory
[Not to be rolled over at the waist band]   
or  
Navy Blue Trousers with logo 

PE Kit 
 
Navy Blue Round-neck Sweatshirt with logo  [*Can be initialled on the front]  
White Polo Shirt with blue logo        [*Can be initialled on the front]  
Navy Blue Track Suit Trousers or                   
Jogging Bottoms with logo                                [* “Superstitch” orders only]
                       
Suitable low-heeled black school shoes (no trainers/plimsolls/, canvas shoes, sandals or 
boots).
Plain navy, black or white ankle/knee length socks or navy, black or skin-coloured tights.  
Leggings are not permitted.

A suitable waterproof school bag must be brought to school each day.   The bag must be 
large enough to hold A4 paper without folding.

All uniform must be named

ALL HELENSWOOD ITEMS CARRY THE ACADEMY LOGO

EQUIPMENT – Essential
School Planner [supplied by the Academy]
Selection of coloured Pens, 
i.e. Black, Blue, Green & Red
Pencils, Coloured Pencils
Ruler, Rubber, Pencil Sharpener
Calculator [Any scientific calculator]
Maths Set, i.e. Protractor, Compasses
Clear Pencil Case for Exam Purposes

EQUIPMENT – Non-Essential
Computer Memory Sticks
KS3 Science Revision Manual
Black Fine Liner Pen [For D&T]
Upper School – A4 Poly Pockets
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Notes




