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Assemblies 
Students attend an assembly once a week according to a rota.  Assemblies are usually in the main hall and 

will be taken by a member of the senior leadership team or the head of year. The assembly may address a 

spiritual, moral, social or cultural issue, it may be celebrating achievement or it may be to give out 

information. 

Assessment 
Students are assessed in a number of ways: in lessons teachers use assessment for learning (AfL) to build 

up a picture of students’ understanding; students may be set learning tasks and tested on what they have 

learnt; homework will be marked and used as assessment; regular module tests will be used, particularly 

in the core subjects of English, maths and science, to assess students’ progress and adjust setting 

procedures where necessary.  At the end of the school year, all students will sit formal school exams or 

tests. Students will receive notice of all exams and tests and will be given revision lists and techniques. 

Attendance 
The best place for your child to be in term time is in school, in lessons.   We ask that your child maintains 

100% attendance. Many schools set a target of 95%, and while this sounds a very high figure, it is in fact 

the equivalent to a day off a month.  It is inevitable in a school that coughs and colds will be passed on, but 

please do encourage your child to be at school if at all possible.  Keeping your child at home to minimise 

the risk of passing an illness on has very little, if any, benefit. Good attendance is rewarded on a termly 

basis, with individual students and form groups able to receive certificates and prizes. 

If a student’s attendance falls below 90%, they are deemed to be persistent absentees. We will always 

intervene in such cases to try to work with home to understand the cause of absence and support parents 

in getting the child back into school. 

Applications for time off during the school term should be made in writing to the Headteacher. Each case 

will be judged on its merits, but permission is rarely given for holidays taken in term time. Unauthorised 

absence may lead to prosecution through Surrey County Council.  For more information on attendance 

and absence from school, please refer to the Surrey website www.surreycc.gov.uk/schools-and-

learning/schools/at-school/attendance-and-absence . 

Bicycles 
Students who cycle to school should be properly equipped.  This includes a roadworthy machine with front 

and back brakes, a helmet, lights and high visibility clothing for poor weather.  There are bicycle sheds on 

site which are locked during the day and all bicycles must be left here.  Students should be aware of the 

Highway Code and should not cycle on pavements or otherwise present a hazard to pedestrians or traffic.  

They should not cycle while using a mobile phone.  It is an offence for students to carry another passenger 

on their bicycle.  Students who do not adhere to these rules will not be allowed to bring their bicycles onto 

the school site. 

Breakfast  
The café is open for breakfast every day from 8.00 am - 8.35 am. Please also see Cashless catering and 

Pupil premium. 

http://www.surreycc.gov.uk/schools-and-learning/schools/at-school/attendance-and-absence
http://www.surreycc.gov.uk/schools-and-learning/schools/at-school/attendance-and-absence


5  

Bullying 
We take allegations of bullying very seriously and have an excellent track record of dealing with it 

proactively.  If you feel your child is being bullied, or knows someone who is bullying or being bullied, 

please contact his or her form tutor as a matter of urgency.  Bullying includes actions such as making 

threats, spreading rumours, attacking someone physically or verbally and excluding someone from a group 

on purpose.   Examples of cyber-bullying include upsetting text messages or emails, rumours sent by email 

or posted on social networking sites, and embarrassing pictures and videos. Please also refer to our anti-

bullying policy on the school’s website. 

Learning resource centre  
The LRC is a whole-school ICT-resourced facility and is open (and supervised) before school, at breaks and 

after school for quiet study or reading. From 3.00 pm to 4.00 pm we offer a homework club with help from 

Teaching Assistants. 

Cashless catering 
All financial transactions are now handled through ParentPay.  Payment for school meals can be made 

online (preferable) or by bringing cash into school and using the pay point outside the café.  For details of 

setting up a ParentPay account and for making online payments, please refer to Parent pay below.  

Café 
At the start of the summer term our new catering provider, Catering Academy, started their three-year 

contract with us. They are able to provide expertise from within the catering industry ensuring that we 

provide a wide variety of nutritional meals at reasonable prices.  The Café is open for breakfast from 

8.00am; there is a daily selection of breakfast items offered.  In addition, free porridge is available to all 

students to encourage them to start the day with a healthy breakfast.  During morning break, students can 

purchase a variety of hot and cold items and a selection of toasted items.  The main meal value is £2.40 

and consists of a main meal, dessert and small drink.  A selection of hot snacks, sandwiches and alternatives 

dessert options are also available.   

Chewing gum 
Chewing gum is not allowed anywhere on the school site.  Please support the school by ensuring your child 

does not bring chewing gum to school. 

Communication 
It is very important that parents are able to contact the school quickly and effectively.  If you are phoning 

to speak to your child’s class teacher, please bear in mind that he or she will probably be teaching during 

school hours.  If the person you wish to speak to cannot take your call, he or she will be emailed with a 

message to contact you.  We aim to respond to all phone calls or emails within 24 hours.  If this does not 

happen, please contact the head’s PA on 01784 429621 or pa@matthew-arnold.surrey.sch.uk.   

Contacting the school 
Main office 01784 457275 info@matthew-arnold.surrey.sch.uk 

http://www.matthew-arnold.surrey.sch.uk/303/policies-and-guidance
mailto:pa@matthew-arnold.surrey.sch.uk
mailto:info@matthew-arnold.surrey.sch.uk
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Admissions 01784 429618 info@matthew-arnold.surrey.sch.uk 

Business manager 01784 429663 sbm@matthew-arnold.surrey.sch.uk  

Examinations 01784 429671 exams@matthew-arnold.surrey.sch.uk  

Headteacher’s PA 01784 429621 pa@matthew-arnold.surrey.sch.uk  

Finance/ParentPay 01784 429651 finance@matthew-arnold.surrey.sch.uk 

Student absence 01784 429644 attendance@matthew-arnold.surrey.sch.uk      

   

To contact individual members of staff, please use the main office number. Alternatively, all staff emails 

are formed by using the first initial of the first name followed by the surname and @matthew-

arnold.surrey.sch.uk. A full staff list can be found on the website. 

Curriculum 
In the lower school, all students follow the same curriculum.  They study English, maths, science, French, 

technology, PE, RS, history, geography, art, dance, drama, and ICT/computing.  At the end of key stage 3 

(Year 8) they choose their option subjects for GCSE study.  All students continue to study English, maths, 

science, history or geography, a health option (PE, Sport BTEC, Health and Social Care or Health and 

Nutrition) and RS in the core curriculum. In addition they pick option subjects from the list below: 

 Art 

 Business studies 

 Catering 

 Computing 

 Drama 

 French 

 Geography 

 History 

 Resistant materials 

 Textiles 

PSHE is delivered in tutor time and by external agencies in organised sessions. 

Driving onsite 
The school site is secured by electronic gates at the main and only vehicular entrance. To gain access to 

the school, please draw up outside the gates and press the bell on the left-hand side. Please do not drive 

onto the school site to drop off or pick up your child unless there are exceptional circumstances which 

have been agreed with the school.  The church opposite is happy for parents to use their car park and there 

is a traffic-controlled pedestrian crossing just next to this.  If you do need to park onsite, please drive very 

slowly and remember that pedestrians have right of way at all times.  There is limited visitor parking 

available, including designated disabled parking, but if you are disabled and there is no space available, 

please let the office know and we will accommodate you as quickly as possible.  

Duke of Edinburgh 
The school actively promotes the Duke of Edinburgh’s Award scheme.  It is offered to students in years 9 

and 10, with the information given out at the beginning of year 9. 

mailto:info@matthew-arnold.surrey.sch.uk
mailto:sbm@matthew-arnold.surrey.sch.uk
mailto:exams@matthew-arnold.surrey.sch.uk
mailto:pa@matthew-arnold.surrey.sch.uk
mailto:finance@matthew-arnold.surrey.sch.uk
mailto:attendance@matthew-arnold.surrey.sch.uk
http://www.matthew-arnold.surrey.sch.uk/180/staff-information
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Equipment 
Students must be properly equipped for school and have a sensible bag big enough to hold everything. 

Essential equipment includes: 

 Blue or black pens 

 Pencils 

 Rubber 

 Student planner 

 Exercise and text books for the day’s lessons 

 Subject-specific equipment eg maths kit, technology apron, PE kit etc 

Useful equipment includes highlighter pens and a small number of colouring pencils. 

E-safety 
The Matthew Arnold School encourages students, staff and the community to use its computers, network 

services and the internet safely.  All activity in school must be in support of education.  Users who access 

the internet from the school site are responsible for everything that takes place on their computers and 

should be aware that all internet activity is logged. Before using computer or the network system (whether 

from school or remotely), all users must read the school’s e-safety policy.  Parents and students will be 

asked to sign a form agreeing to follow the rules for responsible computer use. Full training will be given. 

Students are taught about e-safety in ICT/computing lessons and during tutor time and assemblies. For 

more information regarding your child and e-safety, please refer to the e-safety policy on the website. 

Exclusion 
A student may be excluded from school for a fixed term because of a serious incident or because of ongoing 

poor behaviour.  This may take the form of supervised isolation in school or we may ask you to keep your 

child at home for the period of the exclusion.  In extreme circumstances we may seek permanent exclusion 

from the school.   In all cases you will be informed in advance and given information on how to appeal 

against the exclusion if you wish to do so.  For more information, please refer to the exclusions policy on 

the website. 

Extra-curricular activities 
There is a wide range of clubs and groups available to students in all year groups.  The list is published on 

the website in September and updated throughout the year.  Activities may be held before school, during 

breaks or after school.  Students are encouraged to try something new and get involved in a broad selection 

of activities. We currently offer sport, drama, creative writing, science club and textiles. Students should 

remember that the mobile phone ban will apply even if they are at school early or stay behind at the end 

of the day.  

Governors 
The Governing Body has the responsibility for working with the Head of School to ensure that we are 

delivering a good quality education. The Governors agree the school’s aims, policies and strategic direction.  

There must be a parent representation on the Governing Body and you will be contacted when vacancies 

arise. The Chair of the Governors can be contacted by email at gb@matthew-arnold.surrey.sch.uk or by 

http://www.matthew-arnold.surrey.sch.uk/126/document-zone/?dcid=79
http://www.matthew-arnold.surrey.sch.uk/126/document-zone/?dcid=79
http://www.matthew-arnold.surrey.sch.uk/uploads/asset_file/Extra-Curricular_Clubs_2017-18.pdf
mailto:gb@matthew-arnold.surrey.sch.uk
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contacting the Head’s PA at school.  

Hair 
Hair should be appropriate for school. Extreme colours or styles are not acceptable. Please do not hesitate 

to contact the school if you are unsure about what this includes. Long hair must be tied back for all practical 

subjects.  

Homework 
Students in the lower school will be set homework according to a published timetable.  Students in core 

subjects and top sets may receive homework twice a week per subject.  In the upper school, students will 

receive homework for most subjects twice a week.  Homework may take a variety of forms, but all work 

set will be assessed within two to three weeks.  Learning homework tasks must be taken seriously and will 

be assessed in the following lesson.    Long-term unstructured projects will not be set although a ‘themed’ 

series of tasks may be.  These will be set and assessed as outlined above.  If you have any concerns about 

the quantity or quality of work being set, please contact your child’s form tutor and head of year. 

All details of homework tasks, deadlines and resources can be found on Show My Homework, a portal 

which staff, students and parents can access. Homework must also be fully recorded in the student planner 

with the date for completion added. Students should aim to complete all homework tasks on the night set, 

even if the completion date is not the next day. To access the portal, visit the website. 

Illness and accident 
If your child feels unwell during the school day, he or she should get a note in their planner from their class 

teacher and then go to the school office. We have a full-time medical officer who works in the front office, 

and a further 18 first-aid trained colleagues. We also have 2 defibrillators on the school site, with staff 

trained to operate them. For medication, please see below. 

Jewellery 
One simple wristwatch and one small pair of metal studs worn in the earlobes only are the only items of 

jewellery allowed in school.  All other jewellery should be left at home.  Items of jewellery which are 

inappropriate for school may be confiscated. 

Local bus services 
 117 - A London Bus service running every 20 minutes between Staines and the West Middlesex 

Hospital 

 290 - A London Bus service running every 20 minutes between Staines and Twickenham 

 667 - A Cardinal Bus school service running between Stanwell Moor and school. It arrives at 8.30 

am and leaves from Edinburgh Drive at 3.15 pm. 

Lockers 
Lockers are available to rent from The Matthew Arnold School. Each child is provided with a combination 

padlock which he or she must take responsibility for.   All lockers are kept outside classrooms to ensure 

they can be accessed before and after school and during breaks. If students would like a locker, they should 

https://thematthewarnold.showmyhomework.co.uk/school/homeworks/calendar
http://www.londonbusroutes.net/times/117.htm
http://www.londonbusroutes.net/times/290.htm
https://cardinalbuses.co.uk/bus-routes/667-bus/
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speak to the receptionist during the first two weeks of term. Form tutors will oversee this process.   

Lost property 
If students lose items they should go to the main office to see if they have been handed in.  Items not 

claimed are displayed outside the café once per half term.  Please help us to return items to the appropriate 

student by ensuring that all items are clearly named. 

Make-up 
Make-up is not allowed in the lower school.  Students in the upper school may wear subtle make-up. Please 

note that this does not include fake tan, false nails or nail varnish. 

Medication 
Student may not bring medication into school to take unsupervised.   Any prescription medication needs 

to be brought into school by the parent/carer and left with the medical officer with full instructions for 

dispensing it. 

Mobile phones / electronic equipment 
There is increasing concern amongst head teachers about the extent to which mobile phones and other 

electronic equipment disrupt learning. Children are increasingly socially reliant on their phones, and issues 

caused by texting and messaging during school hours are impacting significantly on learning time. 

The Matthew Arnold School does not permit the use of mobile phones or other electronic equipment 

anywhere within the school grounds. This is a 24-hour rule, and also applies on school trips and visits, 

including sporting fixtures.  If a mobile phone is seen or heard it will be confiscated for 5 days and locked 

in the school safe. If a weekend falls in this period, the phone will be returned on a Friday afternoon and 

collected back in on the following Monday. Please refer to the school’s policy on mobile phones and 

electronic devices on the website. 

ParentPay 
The Matthew Arnold School uses ParentPay, a cashless payment system which minimises the need for cash 

of cheques to be brought into school and allows parents to track what their children are buying. The 

preferred method of payment for food, trips, locker rental and school activities is online.  New parents are 

given login details on joining the school. 

Parent-staff relations 
We encourage parents to get to know the school and to maintain communication with their child’s form 

tutor and subject teachers.  We do ask, however, that all issues are dealt with in a calm, professional 

manner.  It is important that your child feels that home and school are working together.  Differences of 

opinion should be resolved away from the child.  If you feel that a matter is not being dealt with to your 

satisfaction, please do not hesitate to contact a member of the senior leadership team. 

http://www.matthew-arnold.surrey.sch.uk/303/policies-and-guidance
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Parents’ evenings 
These may be information evenings, teacher consultations or a mix of both.  We ask parents to clear their 

diaries so that they are able to be at these evenings.  At parent-teacher consultation evenings, 

appointments of 5 minutes should be made in advance, online. Evenings normally run from 4.30 - 7.30 pm.  

All dates are published at the beginning of the year on the school website.  

Planners 
All students are issued with an educational planner for their use throughout the year.  The planners remain 

the property of The Matthew Arnold School and should be carefully maintained.  They will be monitored 

on a frequent basis by your child’s form tutor and head of year as well as by the senior leadership team.  

The purpose of the planners is to provide essential information, to record homework tasks and to provide 

a quick means of communication between home and school. 

Policies 
All statutory policies are published on the school’s website.  Parents may request a copy of any school 

policy by contacting the school office.  

Punctuality 
The school day begins at 8.40 am with the first lesson and students should be in the classroom at this time.  

We expect secondary students to take responsibility for their punctuality to school and students who are 

late will be expected to make up the time at break or after school. Students who are between 1 and 15 

minutes late will be kept for 15 minutes; if students are later than this they will be kept for the number of 

minutes they are late. Parents will be notified of detentions for lateness, particularly where the detention 

is longer than 15 minutes. Students who arrive after 9.10 am will miss their mark for the morning session.  

Pupil premium 
The school receives additional funding for pupil premium students and is obliged to account for how it uses 

this funding to raise student progress. A statement is published annually on the school website. If we 

receive this premium for your child you may be entitled to support with the cost of school uniform, school 

meals and school trips and visits. Please contact the finance office for further advice and information. 

Registration 
There are two official sessions per day for registration.  The first registration will happen during period 1 

and the second will happen during period 4.  Class registers will be taken in all other lessons, in tutor time 

and in assemblies. Teachers are able to record minutes late to lessons, and this will be followed up by the 

senior team. 

Reporting 
Year 7 is a very important transition year during which we look carefully at all aspects of your child’s 

approach to learning across all subjects and set targets for GCSE. You will receive termly reports based on 

our assessment of your child’s learning profile and the final report will include his or her targets for GCSE, 

together with an idea of what expected progress will look like across the four years.  

http://www.matthew-arnold.surrey.sch.uk/303/policies-and-guidance
http://www.matthew-arnold.surrey.sch.uk/414/closing-the-gap
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Rewards 
The reward system at The Matthew Arnold School focuses on student attendance, effort and achievement.  

Students are rewarded for work or participation that demonstrates a high level of commitment or 

sustained effort. When a member of staff rewards a student beyond verbal praise, this is recorded and 

each student builds up a reward profile over the year.  Achievement is measured in a Rewards Ladder, 

which is published and celebrated in assemblies and by participation in special trips and events.  Each term 

a student is nominated by their head of year to receive a Headteacher Award.  

Safeguarding 
This covers physical, emotional and mental welfare, health and safety.  Everyone who comes to The 

Matthew Arnold School has the right to be safe.    All staff are DBS-checked and receive full safeguarding 

training when they join the school.  This training is updated on a regular basis.  It covers fire and other 

emergency procedures, maintaining the physical safety of the school environment and protecting children 

from maltreatment at home, at school and in the wider world.   There is a designated safeguarding lead 

and two deputy safeguarding officers on the staff and a number of staff who are first-aid trained.  Staff 

receive basic training on specific medical conditions such as allergic reactions or diabetes according to 

need.  It is essential that you let the school have all relevant information pertaining to your child, or if you 

feel your child or another child is unsafe. For further information on safeguarding, please refer to the 

Safeguarding section of the school website. Relevant policies can also be accessed here. 

Sanctions 
These usually take the form of after-school detentions and may be given by any member of staff if a student 

arrives late to the lesson, does not complete an acceptable amount of work or does not produce homework 

of an acceptable standard. Similarly students may be given detentions if their behaviour around the school 

is not of an acceptable standard.  Occasionally students will lose break times, but will always be allowed 

to have food.  A 15-minute detention may be given on the day; any longer than this requires 24 hours’ 

notice, which is normally given as a note in the student’s planner. It is a student’s responsibility to show 

this note to his or her parents. 

School day 
08.40 - 09.40 Period 1 

09.40 - 10.40 Period 2 

10.40 - 11.00 Tutor time / assembly 

11.00 - 11.20 Break 

11.20 - 12.20 Period 3 

12.20 - 13.20 Period 4 

13.20 - 14.00 Lunch 

14.00 - 15.00 Period 5 

15.00 Home / extended day (includes tutorials, clubs etc) 

 

SEND 
Children with special educational needs and disabilities are identified and supported through the SEND 

http://www.matthew-arnold.surrey.sch.uk/324/safeguarding
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department.  The focus at The Matthew Arnold School is on in-class support rather than withdrawal.  All 

teachers and TAs receive training on differentiating lessons and resources to cater for all learners.  If you 

have any concerns about the level of support your child receives, please contact your child’s form tutor 

and the SENDCo. 

Targets 
Your child will be set aspirational targets for each subject based on information from primary schools and 

other assessments. Targets are designed to show progress throughout the school towards GCSE grades.    

The end-of-term reports show progress towards these targets.  It is vital that you feel comfortable with 

these targets and what they mean for your child.  If you do not, please contact your child’s form tutor. 

Term dates 2019- 2020 (these are subject to change - please refer to the website) 

 

 
Autumn Term 2019  

Inset Day for Staff  Monday 2nd September  

Inset Day for Staff  Tuesday 3rd September  

All students begin at 8.40am  Wednesday 4th September  

Autumn half term starts (2 weeks)  Monday 21st October  

All students begin at 8.40am  Monday 4th November  

School closes at 3.00pm for Christmas 

holidays  

Friday 13th December  

 

 

Spring Term 2020  

All students begin at 8.40am  Monday 6th January  

Spring half term starts (1 week)  Monday 17th February  

All students begin at 8.40am  Monday 24th February  

School closes at 3.00pm for Spring 

holidays  

 

Friday 3rd April  

Summer Term 2020  

All students begin at 8.40am  Monday 20th April  

May Day Bank Holiday  Monday 4th May  

Summer half term starts (1 week)  Monday 25th May  

All students begin at 8.40am  Monday 1st June  

School closes at 3.00pm for Summer 

holidays  

Friday 17th July  

 

Trips and visits 
The Matthew Arnold School understands that a rich programme of educational trips and visits is of 

enormous benefit to students.  However, we recognise the negative impact of time out of lessons, plus the 

financial burden that trips place on parents.  We are a comprehensive school and believe firmly that if a 

trip is educationally worthwhile it should be available to all students.  Non-essential trips will be planned 

in the evenings, weekends and in school holidays.  We do our best to publish a list of all trips and visits for 

the year ahead as early as possible. On day trips and shorter events where children are representing the 

http://www.matthew-arnold.surrey.sch.uk/111/calendar


13  

school, the mobile phone ban remains in place. On residential trips, there may be a change to the policy 

for the duration of the trip. All changes will be made clear to students and parents in advance. 

Tutor time 
Tutor time is a valuable part of the school day.  It may be used for academic mentoring, small group work, 

PSHE activities or administrative purposes such as giving out notices.  In the upper school, students may 

attend focus groups with heads of department during tutor time. New parents and students may find it 

strange to have the tutor time after the start of the school day; on the first day of term there will be a tutor 

time at the beginning of the day so that students receive all the information they need in advance. 

Uniform 
At The Matthew Arnold School we set very high standards of presentation and are proud of the way our 

students look in school, to and from school and when they represent the school on trips, sports fixtures 

etc. 

Students should be in full school uniform every day.  Blazers should be worn at all times (including to and 

from school) unless permission is given for students to take them off.  Shirts should be tucked in, buttons 

done up to the top, and the school tie worn correctly so that the school crest is clearly visible below the 

knot.  Reminders are given in a cheerful and positive way, but students who fail to bring in items of uniform 

or who persistently wear uniform poorly will be given after-school detentions. 

 Skirts must be the regulation skirt, available from our supplier, School Uniform Direct (SUD) in 

Staines. It has the school crest which is clearly visible when the skirt is worn correctly. 

 Trousers must be tailored; fashion trousers, skinny or tight styles, leggings/jeggings, denim 

trousers etc will not be allowed.   The school or SUD will be able to advise you if you are unsure. 

 Blazers must be of the correct style and fit - again, please check if unsure - and display the school 

crest.  

 School shoes must be black and able to be polished.  Trainers (or footwear which is modelled on a 

trainer style), Vans (or similar brand shoes), plimsolls and boots are not acceptable. Clarks shoe 

shop in Staines has a range of styles which are suitable. 

We are aware of the cost implications of school uniform, and are able to offer financial support to families 

who qualify with the purchase of uniform items as follows: 

 Blazer and trousers or skirt 

 Shoes and trousers or skirt 

This support is offered per student on an annual basis.  If you would like to make use of this, please contact 

the school’s Finance Office on 01784 457275. 

Mary Gould 
Headteacher 
 

April 2019 
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