The Matthew Arnold School

Parent Guide 2021- 2022
We hope you will find this document useful. It does not replace policy, but
gives easy-to-access information on the daily life of the school.
Please go to the Table of Contents to navigate your way around the
document. Simply click on the title to access each section.
At the end of each section, a home button will take you back to this table.
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Assemblies
Assemblies are held in year groups in the main hall, which has tiered seating. Assemblies are led by
the head of year or a member of the leadership team, but may be delivered by an outside speaker,
another member of staff, or by students. Assemblies are an opportunity for:





Collective worship and SMSC
Celebration
PSHE including RSHE
Information-sharing
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Assessment
Teachers have access to learning data on their students and are required to plan to meet individual
needs. This includes prior learning, SEND information including EHCPs, reading ages and students’ onepage profiles. Teachers use assessment to provide intervention where needed or to find a more
appropriate set where appropriate.

Assessment for learning (AfL)
AfL, often referred to as formative assessment, takes place in all lessons, and over a series of lessons,
and is intended to inform the class teacher and head of department for future planning. A class teacher
is using AfL when he or she uses directed questioning, facilitates group or pair work or reviews
independent work completed in class or for homework. AfL is also used to help students identify their
own learning gaps.

Assessment of learning
AoL is a more formal means of establishing what a student has learnt - a test, mini-assessment, endof-year exam or public exam such as GCSEs. Most departments will set some kind of assessment at
least once per term, with subjects such as English, maths and science using half-termly assessments.
Students will be given clear notice of upcoming assessments and directed to appropriate revision
material. Results of end-of-year assessments are always shared with parents.

Attendance
Student attendance
Students must aim for 100% attendance. As we have seen, learning time in the classroom is
irreplaceable and all absence will have an impact on children’s attainment.
We will work with parents to support children in school if they are not feeling well, giving them the
clear message that the best place for them to be in school time is in school, in lessons.
We know there may well be times when your child has to take some time off school, and this will have
a minimal impact if his or her attendance record is otherwise good. Having said this, please try to
schedule all medical appointments outside school hours if at all possible.
Children may say they are feeling unwell to avoid going to school for other reasons, such as worry
about a friendship or about schoolwork. Please let the school know immediately if you think this might
be the case with your child. We can make an immediate appointment to see you and to sort out any
problems before they become overwhelming.
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Staff are asked to take electronic registers at the beginning of the day (tutor time or assembly) and at
the beginning of each lesson and will amend these to indicate if a student arrives late or leaves the
lesson.

Student absence
If your child is unable to come to school, you must let the school know as soon as possible, and at the
latest by 08.30 on the day of absence. The school absence line is 01784 429644. If children do not
arrive at school and we have had no contact with parents, we will send an absence text to parents.
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 only given for holidays taken in term time in
exceptional circumstances. Unauthorised absence may lead to prosecution through Surrey County
Council. For more information on attendance and absence from school, please refer to School
attendance and absence - Surrey County Council (surreycc.gov.uk).

Persistent absence
Attendance below 90% is classified as persistent absence (PA) and the Local Authority’s Inclusion
Officer will become involved. 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.

Staff absence
We have extremely good staff attendance - in a normal year it is usually around 98-99%. We do not
employ supply staff on an ad-hoc basis from agencies - we have one very experienced cover supervisor
and teachers cover for absent colleagues. Cover work must be planned and checked by a member of
the leadership team to assure its quality.

Behaviour
We are very proud of the way that our students behave and we all work hard to maintain a respectful
yet warm and approachable relationship while we are in school. The bottom line is that we like our
students, we enjoy working with them, and we want them to be happy and to succeed. A big part of
this is driven by the way staff behave to each other and in their interactions with children. Staff act as
role models and the onus is on them to model good behaviour.
We aim to keep the focus on good behaviour by being proactive. Staff are at the school gate and
student entrance every morning to greet children as they come into school and to help them sort out
any issues before the start the day. The leadership team is high profile during lessons - learning walks
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aim to visit every lesson, every day. Teaching staff are encouraged to use positive behaviour strategies:
praise, phone calls or emails to parents etc.
Our expectations for students are that:








They adhere to seating plans
They are well-mannered
They come equipped
They wear the correct uniform
They follow instructions
They are prompt and take responsibility for their behaviour for learning
They work hard throughout the lesson

Our behaviour system is known as the 4R system. It aims to reduce confrontation and diffuse
argument by providing a clear and familiar framework that applies to all:
1.
2.
3.
4.

Reminder - a student is reminded of expectations
Relocation - a student may be asked to move seats
Removal - a member of staff takes a student out of the classroom
Reconciliation - the student and teacher discuss the problem during a 45-minute detention

Where behaviour problems persist, the Head of Year will work with parents, students and staff to
address the issues and look for short- and long-term solutions.

Bicycles
Students are encouraged to cycle to school. Parents must ensure that bicycles are roadworthy and
that children are proficient and mature on the road. Helmets should be worn and bicycles fitted with
lights in the autumn and winter months. The school gives assemblies and regular updates on road
safety in conjunction with Surrey Police, but please note that the school cannot be held accountable
if children choose not to act in accordance with guidance.
The school has bicycle sheds which are kept locked during the day and covered by CCTV.

Bourne Education Trust
The Matthew Arnold School is one of the founding schools of the Bourne Education Trust (BET), a
multi-academy trust led by Alex Russell, OBE. Whilst the school retains its unique character as a focal
point of the community it serves, its ethos and core values are shared by all schools within the trust
(currently 21, of which 8 are secondaries).
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Bullying
Bullying in some shape or form occurs in all schools. It is a fact of life. What is important is how it is
dealt with at the time, and what support there is for both victim and perpetrator in the longer term.
It is also important that we recognise that the term bullying is not to be used for a one off incident, it
is a form of physical, verbal or emotional abuse that occurs consistently.
The pastoral system gives students a mechanism for raising any problems:
1.
2.
3.
4.
5.

Form tutor
Head of year
Assistant headteacher
Deputy headteacher
Headteacher

That said, every member of staff is available for any student who wishes to report an incident of
bullying.
In addition, we have an extremely experienced student relational counsellor working with us. If an
issue becomes a safeguarding concern, students may contact the Designated Safeguarding Lead via
email (masdsl@matthew-arnold.surrey.sch.uk) or in person with Mrs Sheedy, Mr Lawrence or Mrs
Gould.
Where it is apparent that a student has deliberately caused another harm, whether verbally,
physically, online or other means, we will always impose a sanction. This will depend on the severity,
cause or length of time it has gone on and any similar previous incidents. Once a sanction has been
completed, some form of restorative meeting is encouraged if all parties are willing. This is facilitated
by an experienced member of staff.
We recognise that much more can be done by addressing the problem proactively, and bullying, its
causes and its impact are addressed regularly and frequently in all year groups as part of the Wellbeing
programme.

Buses
Two London buses, the 117 and the 290, running between Staines and Ashford and Staines and
Twickenham respectively, serve the school. They run approximately every 20 minutes, the nearest bus
stops to the main school gate being Petersfield Avenue and Fenton Avenue. Students travel free, but
need a Zip Oyster photo card for the correct age group.
A Cardinal bus runs every morning and afternoon in term time between Stanwell Moor and the school,
dropping students at 08.30 at Edinburgh Drive and picking them up at 15.15. Child fares apply to all
students and tickets can be purchased on the bus.
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Careers
Careers education is not a bolt on during students’ final year; it is a holistic and cohesive part of the
curriculum, planned and delivered over 5 years so that all 8 of the Gatsby Benchmarks are met.
Students have the chance to:






Attend careers’ fairs
Work with local businesses, higher and further education providers and universities
Explore the world of work through annual careers weeks
Undertake work experience
Work one to one with Innervate, our independent careers advisers

Catering
Catering at school is provided by Catering Academy, part of the Atalian Servest company. Students
may purchase food before school (08.00-08.30), during morning break and during the lunch break.
There is a range of hot and cold food and cold drinks available at both breaks. Please note that
chocolate and fizzy energy drinks are not sold. A hot meal is served at lunchtime only. The company
operates a three-week menu, which is published on the website.
The payment system is cashless - students may use a biometric fingerprint recognition system or be
given a code to use. Parents can set spending limits and monitor what their children are purchasing.
Students’ accounts may be debited online or in school at the cash machine.
Food purchased may be eaten in the Café dining area or at one of numerous outdoor picnic tables.
Food should not be eaten elsewhere in the school building.
Students may drink water at any point during the school day. There are several drinking fountains at
various points in the school building. For hygiene purposes, these are only for container fill use.
Students should bring a clear container to school with them.

Code of conduct
Staff must sign (annually) and abide by the BET Code of Conduct. It sets out the standards of conduct
expected of all staff and is designed to protect the integrity and safety of all members of the school
community.
Students are also expected to adhere to a code of conduct. This does not need to be signed acceptance of a place at school indicates agreement on the part of parents and students to uphold its
terms.





They aim for 100% attendance
They are punctual
They adhere to seating plans
They are well-mannered
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They come equipped
They wear the correct uniform
They follow instructions and school rules
They are prompt and take responsibility for their behaviour for learning
They work hard throughout the lesson

Complaints
We know that there are times when parents and school will disagree. If there is something you are
not happy about, we urge you to contact the school, either to make an appointment to come in, or by
phone or email. Covid notwithstanding, do come in if you possibly can - it is usually much easier to
sort out issues face to face. We hope that most complaints can be dealt with swiftly before they reach
a formal stage.
If you feel that your complaint has not been taken seriously, or the nature of your complaint is
sufficiently concerning, please refer to the school website for the complaints policy and accompanying
flowchart and form.

Communications
Communication, by which we mean good and effective communication, is at the heart of what we do.
You entrust your children to us; we want to keep you as informed as possible of what we do and why
we do it, in the short and the longer term. Most of our communication is now done electronically,
using the school website, social media, emails and texts. It is very important that you keep us up to
date with your most recent contact detail so that communication does not go astray.
1.
2.
3.
4.
5.

Emails - group and individual communication
Face-to-face - meetings at school by appointment
Phone calls - individual communication
Post - for families without access to the internet
Social media - the school has Facebook and Twitter accounts, which are used as alerts to
website updates and to share news of interest to the community
6. Texts - group and individual communication
7. Website - school info and updates
a. Announcements
b. Calendar
c. Letters to parents
d. News
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Confiscations
The school is pretty strict on confiscations! It is never pleasant to have something which belongs to
you taken, even if it is only temporary. The reason we do this is so that the message is clear for all don’t bring in items which are not part of school life. We appreciate that many items brought into
school belong to someone else (often parents), but this will not impact on our decision to confiscate.
All items confiscated are held for 5 days (or longer if the confiscation period falls over a weekend).
Smaller items are held in the school safe; all items are kept securely and locked away. Items include:





Mobile phones (if seen or heard, or there is clear evidence that a student has used it on the
school site)
All jewellery beyond one simple stud in each ear
Hoodies
Trainers if brought if worn instead of shoes (on a non-PE day)

Occasionally there is a need to search a student if there is reason to believe he or she has brought an
illegal item into school. Searching, screening and confiscation is all carried out according to law.

Contacting school
Parents are welcome to come to school, although it is usually best to make an appointment so that
the member(s) of staff you need to speak to are available.
The main reception is open between 08.00 and 16.00 Mondays to Fridays.
The school number is 01784 457275.
Not all staff have their own phones, and voicemail messages for teachers in particular are not always
picked up. If the member of staff you wish to speak to is not available, it is best to email them.
If you need to get a message to your child during the school day, please do so through the school
office. If you call your child’s mobile phone, they will not be able to answer it, and you run the risk of
it being confiscated if they have forgotten to switch it off.
Department

Number

Email

Main office

01784 457275

info@matthew-arnold.surrey.sch.uk

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

Head’s PA

01784 429621

pa@matthew-arnold.surrey.sch.uk

Finance/ParentPay

01784 457275

info@matthew-arnold.surrey.sch.uk

Student absence

01784 429644

attendance@matthew-arnold.surrey.sch.uk
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COVID-19
At the time of writing (July 2021), many restrictions related to Covid-19 are being lifted, and we very
much hope that these will not need to be re-imposed in September. From the beginning of term, a
new Covid-19 risk assessment will be in place (an updated version of the RA that has been with us
since March 2020).
Measures taken to date:








Bubbles and zones (likely to be abolished)
Enhanced cleaning regime (likely to be scaled back)
Face coverings (currently obligatory for staff and voluntary for students)
Social distancing
Self-isolation
Twice-weekly LFD testing
Seating plans (for tracing purposes)

Curriculum
We are committed to providing a broad and balanced curriculum that enables students to develop
essential skills and knowledge and build the foundation for them to make correct decisions about their
GCSE courses.
In years 7 and 8 students study topics within the national curriculum including English, mathematics,
science, art, computing, drama, geography, history, modern foreign languages (French and Spanish),
music, PE, religious studies and technology.
At the start of year 9, the student curriculum is focused towards GCSE courses. All students study a
core curriculum of GCSE English language and literature, mathematics, science (double award),
religious studies and an option in health (GCSE PE, NCFE hospitality and catering, or BTEC health and
social care).
Students then choose a further four GCSEs from art, business studies, computer science, drama,
French, geography, history, music, religious studies, resistant materials, separate sciences, Spanish
and textiles. There is an expectation that students will select either history or geography as one of
these options and within the option system can choose both if desired.
This curriculum offers students the opportunity to be eligible for the English Baccalaureate (EBacc),
although this is not compulsory, and Progress 8 government performance measures which will be used
in all schools.
We encourage students to study a range of subjects which will enable them to access a variety of post16 education depending on their ambitions.
Alongside these subjects, all students in The Matthew Arnold School study wellbeing as a discrete
subject. Not only does this provide students with the opportunity to consider social and moral issues
in the world around us but it also provides time for students to reflect on how they can keep
themselves healthy and safe in modern society.
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Data
A school inevitably collects, records and a lot of personal data about the students on roll and their
families. In addition, the school may receive attainment data, safeguarding, SEND and other
information from outside agencies that is relevant. Where children transfer from schools within
England and Wales, a student’s school file comes across with them.
We add to the data we hold on children - attainment and progress data, examination data,
photographic records, biometric fingerprint, involvement with outside agencies - throughout their
time with us.
For your rights on what data may be held, what you have access to as parents, and how and how long
it is stored, please refer to the following BET policies:
Data protection
Data retention

Duke of Edinburgh (DofE)
Students are informed about DofE during year 8 and can begin their bronze awards in year 9,
continuing through to the silver award during their time at school. The benefits of achieving a DofE
award at any level include giving children skills such as communication, commitment, leadership and
teamwork. The DofE award is a fantastic way to demonstrate and evidence these skills in practice as
well as giving confidence and an edge over others when they apply for college, university or a job.

Duties
The leadership team is on duty before school, at both breaks and after school. In addition, there is a
full rota of staff on duty at morning break and at lunchtime. This is checked every morning and any
absence is covered by a colleague.
Expectations for staff on duty are high: they are there to interact with students in an active, friendly
and inclusive manner, and to ensure safeguarding and wellbeing during break times. There are no
hidden or ‘no go’ areas of the school and a member of staff is on duty next to each set of toilets.

Educational provision
Students follow a 6 x 50-minute period day. This is generally held onsite, whether in a classroom, IT
suite, laboratory, drama or music room, sports centre or outside. Educational provision can also take
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the form of local, national or international trips and visits, which can take place during the school day,
after school, at weekends and during school holidays.
There are times when education can be provided elsewhere. This can be for a number of reasons and
may include:






Home
Work experience
Another educational provider - school, college or specialist provision
o Temporary alternative provision (TAP)
o Managed move
o Short stay
A combination of school and one of the above

In most cases, alternative provision is for a fixed and monitored period and is arranged by the school
in agreement with parents.

Emails
All staff and students have school email accounts. These should be used for all school-based
communication.
Students are given their accounts at the beginning of year 7 and shown how to login to these and
other accessible areas of the school network. Their address is (usually) made up of:





The year of entry to year 7
Their surname
The initial of their first name
@matthew-arnold.surrey.sch.uk

Hence a student called Alex Morgan joining year 7 in September 2021 would have the username
21MorganJ@matthew-arnold.surrey.sch.uk. Once they have been assigned their email address,
students need to choose a password that is secure but easy for them to remember.
A list of staff email addresses can be found on the school website.
Staff have a ‘7 to 7’ rule - they should not send emails between 7 in the evening and 7 in the morning.
Depending on their work patterns, staff may or may not answer emails outside work hours, but should
reply to emails within 24-48 hours. If you do not get an answer to an email within this time, please
contact The Headteacher.
Staff, parents and students should be aware that emails can be retrieved, and should be reminded to
keep content factual and inoffensive.
Please also refer to the BET IT policy.
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Equality, Diversity and Inclusion (EDI)
The concept of EDI is not a new one. It sits firmly within all our policies, but particularly safeguarding,
anti-bullying, SEND, race equality and equality information and objectives. The renewed focus reminds
us, rightly, of its absolute importance at the heart of any organisation, and recent experience has
shown us how quickly we can all revert to less broad-minded views when society comes under
pressure.
The current drive is being by Alex Russell, CEO of BET, and has the full agreement and participation of
all the Headteachers within the trust. The graphic below presents six core beliefs that schools with a
strong consideration of EDI should display:

What this will mean in practice:








A wider range of voices contributing to discussions, leading to better decision-making.
More frequent opportunities for Student Voice to feed back, through surveys, conferences,
attendance at leadership team meetings
More frequent opportunities for staff and students to learn how to hold honest debate in a
constructive and productive environment.
Challenging the idea that ‘banter’ equals humour or fun
Challenging all actions that lead to offence being taken, whether intended or not
Auditing and reviewing our recruitment and promotional procedures so that we reach
prospective colleagues and students from more diverse backgrounds
Enable those with protected characteristics to have an equal opportunity to progress in their
studies and careers.
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Equipment
Students should bring the following with them to school every day:





A school bag, ideally of the rucksack type, large enough to hold A4 books plus all equipment
for the day
A pencil case containing
o Blue or black pens
o Pencil
o Ruler
o Rubber
o Green pen for improving work (optional)
o Colouring pencils (optional)
o Glue stick (optional)
o Highlighters (optional)
Casio fx-83gt plus calculator (optional)

Practical subjects (technology, art etc) will write to parents outlining requirements for equipment.

E-safety
We acknowledge that the world of information technology continues to grow rapidly, bringing exciting
opportunities and transforming the way we work and learn. However, we also understand the
absolute necessity for caution. All staff and students are given e-safety information and training when
they join the school and regular updates thereafter.

Examinations
End-of-year exams and all public exams (usually GCSEs) are held in the sports hall and main hall unless
specialist rooms are required (eg art). Students are given plenty of notice of exams and revision
material and useful links are published on the website.
Students are assigned a desk according to a published seating plan and all equipment is provided. A
schedule for the marking and moderation of exam scripts and publication of results to students and
parents is drawn up for each exam period.
Access Arrangements allow candidates/learners with special educational needs, disabilities or
temporary injuries to access the assessment without changing the demands of the assessment, for
example, extra time, rest breaks, use of a laptop, readers, scribes and Braille question papers. Access
arrangements are in place for all examinations but vary according to age and individual need.
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Exclusion
A student may be excluded from school for a fixed term because of a serious incident or because of
ongoing poor behaviour. 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.
Alternatives to exclusion may be sought via provision elsewhere:







Temporary alternative provision (TAP) - students spend a period of time (usually two weeks)
at another school. They do not attend lessons or mix with students there, but are given work
to complete. Students return to MA once this is completed
Managed move - students move to another school for a trial period (approximately a term)
and are fully integrated into that school. They are on roll at both schools until the trial is
complete. The expectation is that the student remains at the new school, but will return to
MA if the placement breaks down
Short stay or outreach at NESSSS - students spend time with staff from the North East Surrey
Short Stay School, either at school or on their site
College - in some cases, college placements can be found for students who are in danger of
permanent exclusion

Extended curriculum
Extended curriculum is unique to The Matthew Arnold School, and honours our commitment to
broadening students’ experience without the requirement of an exam at the end (although this may
happen). All students attend EC classes once a week, usually in their form groups, and very often
delivered by their form tutor. There is a full programme for these sessions, although it can be
extremely flexible if an unexpected opportunity comes up, such as boxing, cheerleading etc.
The EC session allows students to build on ideas introduced in assemblies and tutor times.

Extra-curricular
As well as the DofE award scheme, we encourage students to explore a raft of other activities during
their time at school, including at lunchtimes, after school and at weekends. Clubs include sports, both
at team level and recreational, drama, music, art, technology, creative writing, debating, cookery,
science and more. Details are published on the website at the beginning of the year.

Facilities
The facilities are exceptional and include:
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Spacious classrooms equipped with smartboards
3 IT suites
A learning resources centre (LRC)
6 science laboratories
3 art/textiles workrooms
2 technology work rooms
A catering room
A music room with separate practice rooms and recording facilities
A hall with tiered seating
A drama studio
A dance studio
A fitness studio
A sports hall
Indoor and outdoor café-style eating areas
3 multi-use games areas
Landscaped recreational area including a large field

Finance
We operate a cashless system using ParentPay. This deals with payments for:





Café
Trips and visits
Revision guides
Some school uniform items (ties)

You may be entitled to financial support with some or all of the above items. Please see the sections
on Free School Meals and Pupil Premium.
Most financial matters are dealt with initially by the office.

Free school meals
Students may be entitled to free school meals depending on the income of parents and carers. If you
think this applies to your household, please download this form and return it to the main office.

GCSE and Level 2 qualifications
Students in year 11 are entered for examinations in most if not all subjects they are studying. The
standard they are aiming for is known as level 2. Please follow this link to find out more about level 2
qualifications.
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Most students will take a level 2 exam or other form of public assessment in:







English language
English literature
Maths
Science (worth 2 GCSEs)
Health and social care, PE or catering
4 further option subjects

General Data Protection Regulation (GDPR)
We follow all BET procedures with regards to GDPR. Please refer to the school website for our data
protection and data retention policies.

Gifted & Talented (G&T)
Gifted learners are those who have particular academic abilities; talented learners are those who have
particular abilities in the creative arts (such as music, art and design, drama, dance) or PE. The G&T
programme runs as part of the extended curriculum and is known as the SuperCurriculum. If you feel
your child is either gifted or talented and has not been identified by the curriculum team, please
contact your child’s head of year.

Governance
School governance has changed considerably over the past few years with the rise of multi-academy
trusts. The BET board is responsible for all of the academies in the Trust. It exercises this responsibility
by delegating functions to the Local Governing Committee of each academy through its scheme of
delegation. The local governing committee (LGC) is thus responsible for:




Ensuring clarity of vision, ethos and strategic direction for the school
Holding the Headteacher to account for the educational performance of the school and its
students
Overseeing the financial performance of the school and making sure its money is well spent

Our LGC is small (7 governors) and extremely proactive. If you wish to find out more about the
governing body, are interested in joining them or would like to make contact with them, please visit
the website, email clerk@matthew-arnold.surrey.sch.uk or write to the Chair of the Governors care
of the school.
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Hair
Hair should be appropriate for school. Extreme colours or styles are not acceptable. If this occurs the
student will be sent home or isolated until the hair is suitable. 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.

Health and safety (H&S)
The LGC and Headteacher, in conjunction with the Trust’s operations director, policy, provide
procedures, arrangements and supervision sufficient to ensure compliance with all relevant health
and safety legislation and will, so far as is reasonably practicable, ensure:









The premises (buildings within the boundary) are maintained in a safe condition
Safe access to and egress from the premises is maintained
All plant and equipment is safe to use
Appropriate safe systems of work exist and are maintained
Sufficient information, instruction, training and supervision is available and provided
Arrangements exist for the safe use, handling and storage of articles and substances at work
Arrangements exist to prevent accidents and cases of work-related ill health
A healthy working environment is maintained including adequate welfare facilities

Staff and students are given instructions on how to evacuate the building in case of fire or another
emergency and regular fire drills are held. We also have lockdown procedures in place in case of an
external threat to the school and its occupants.
The only vehicular and pedestrian access is through the main gates on the Kingston Road, which have
an electronic entry system during school hours (08.40 - 15.10).

Homework
Homework, or independent work, is an essential part of the school curriculum, and we expect all
students to complete tasks to the best of their ability and by the date required. Homework tasks can
take different forms and may include:







Research
Learning
Extended writing
Consolidation or extension of classwork
Projects
Practical tasks

Homework is set using Satchel One (Show My Homework), a web-based app which allows teachers to
give details of the task, upload helpful resources and links and set a due date. Students and parents
are given login details which means parents can oversee their children’s homework. Homework may
also be set on Microsoft Teams.
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Homework is set according to a published timetable. It is expected that tasks take between 30 minutes
and an hour depending on the age of the student. Tasks should be challenging yet differentiated to
ensure that all students can access them.

House system
Students are sorted into one of four houses, all taken from the Matthew Arnold crest, when they
join the school:





Crowns
Oaks
Swans
Swords

Students gain points for participating in extra-curricular activities, for representing the school in a club
or team, receiving positive pars and through their attendance to school. All points are then collated
together in a drive to become House Champion and to collect the prestigious Matthew Arnold House
Trophy.

IT
The school has three discrete computer suites as well as iPads which can be booked for class use. All
students take computing as a subject from Year 7. They are given a school account which gives them
access to certain parts of the school and trust networks. Students are also given a school email
account.
Students must follow school guidelines on the correct use of IT. Any attempts to bypass school-set
restrictions, deliberate abuse or careless use of IT equipment and protocol will be sanctioned,
potentially leading to access being removed.
Students must not bring their own IT devices into school. This includes peripherals such as hard drives.

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.
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Key dates
Please see the school calendar for key dates throughout the year. For term dates, please go to the
term dates section.

Learning walks
Learning walks are carried out every lesson, every day according to a timetable. The default focus is
teaching and learning (T&L). A member of staff (usually a member of the leadership team) aims to visit
all lessons happening during any one period. He or she talks to students and staff about the learning
and feeds back to the head of T&L the same day. We are able to consistently reflect on teaching and
learning within the school and refine, adapt and develop on a regular basis.
Staff on learning walks also pick up and deal with any issues that they come across and challenge any
students they see out of lesson.

Make-up
Make-up is not allowed in the lower school (years 7&8). Students in the upper school may wear subtle
make-up. Please note that this does not include fake tan, false nails or nail varnish. Students who come
into school wearing inappropriate make-up will be asked to remove it or sent home to rectify the
problem.

Marking
Many students (and parents) find the transition from primary to secondary unsettling in terms of
immediacy of feedback. Children who have been used to seeing their work marked on a daily basis
have to get used to their books being marked as infrequently as once every three weeks.
When a student’s book is marked, it should be clear from that marking what progress has been made
and what a student now needs to do to progress further. DIRT (dedicated improvement and reflection
time) may often be given once books have been returned from marking. Each subject has its own
creative way of using DIRT within department areas.
Between marking, a teacher may use a variety of ways to give feedback:





Verbal
‘Live’ marking - writing comments/advice in students’ books during the lesson
Stamps to show work/progress has been seen
Student marking (pair or individual)

Red pen is used for marking; green pen is used for DIRT.
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Medical
We have a dedicated medical room next to the main office. If a student feels ill whilst at school, they
must speak to their class teacher or a member of staff on duty. They may be given permission to go
(or be escorted) to the main office, where a trained member of staff will assess them. We have a fulltime 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.
Students 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.
Students who are injured whilst on the school site will be assessed by the medical officer or a first-aid
trained member of staff. Contact will be made with parents as soon as possible, but the first priority
will be getting appropriate medical help for the child.

Microsoft Office
All students have access to Office 365 (O365) and can download it onto a maximum of four devices.
All instructions are on the website, and students are given training on how to use the apps.

Microsoft Teams
Teams has been used extensively during lockdowns. We have found many of the facilities it offers
extremely useful, and we have incorporated many of these into our daily practice. Students are given
training in how to use Teams; as with the school email, it is vital that students are confident and
familiar in using this app. The main benefits are:








Remote meetings
Remote teaching if a member of staff is away (optional)
Setting, completing and uploading assignments
Immediate marking and feedback options
Calendar and organisation
Resource base
Communication with teachers and students

Mobile phones and electronic devices
Please see the school policy on mobile phones and electronic devices. The school operates a very strict
policy on the use of all devices which have access to the internet, partly to avoid disruption to learning,
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but mostly because of the inherent dangers of devices over which we have no control. The main points
are:







Students may have electronic devices with them, but they must be switched off and kept
securely out of sight
We operate a gate-to-gate rule. This means that mobile phones and electronic devices must
not be seen, heard or used anywhere on the school site, at any time of day. Where exceptions
are made to this rule, students will be given clear instructions
We will confiscate all electronic items if they are seen, heard or we have evidence that they
have been used, for five days
Our confiscation procedure is legal and all devices are locked in the school safe until they are
released
We offer a replacement pay-as-you-go phone which allows calls and texts only if parents and
students are concerned about health and safety

If a student refuses to hand in their device they will remain in isolation until we receive that device. If
the student chooses to do this, then the device will be kept for the amount of days that we have
waited to receive the correct device. The device will be checked that it is the correct device, in working
order and has the sim card inside it.
Smart watches or similar may be worn, but should be restricted to non-communication use. Alarms
and alerts must be set to silent. If a smart watch is used inappropriately, it will be confiscated.
Most parents are reassured that their children are not able to access social media during the school
day, and online bullying happening during school hours is almost non-existent. The only way we can
maintain this is if all parents ‘buy in’ to our rules. Students must be responsible for anything they bring
into school, and we suggest that this does not include expensive equipment.

Options for GCSE
We have a two-year key stage three, which means that students start their options process early
during year 8. A full programme is published and parents are involved from the start.

Other qualifications
Students may receive other qualifications during the course of their time with us. These include:







ABRSM music exams (from peripatetic instrumental lessons)
Duke of Edinburgh Awards
First Aid
Industrial Cadets
Maths challenge
Science CREST
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Parents’ evenings
Parents’ evenings are held once per year using SchoolCloud software. Parents are given advance
notice of the dates and are shown how to book appointments using the software.

ParentPay
ParentPay is the school cashless online payment system that lets you make secure online payments
by credit and debit card. This deals with payments for:





Café
Trips and visits
Revision guides
Some school uniform items (ties)

ParentPay account activation codes are confirmed once your child is actually on roll at the school and
you will be notified of these as soon as they become available; please do not hesitate to contact the
school office, info@matthew-arnold.surrey.sch.uk , if you have any queries with ParentPay.

Parent Portal
The Insight Parent Portal is a secure online system which provides you with access to view information
about your child including his/her timetable, progress reports, behaviour record and attendance. You
will be sent a user name and password when your child joins the school. There is a quick link to Parent
Portal on the school website.

Parent voice
We want to know what you think! We take the views of the parent body very seriously and are
fortunate to have such responsive and articulate members of the community.






We ask parents for their time on a regular basis (we try to make it no more than 15 minutes)
with surveys looking for feedback and suggestions for improvement. We will then publish
findings and an action plan based on the results
Parents may also look to parent governors on the Local Governing Committee to represent
their views in a more formal setting
Parents are invited to online parents’ evenings once a year
We try to resolve any complaints parents have as swiftly and as transparently as possible, but
where parents feel issues have not been handled correctly, we have a formal complaints and
grievance procedure
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Parents are very welcome at school - face-to-face meetings, where possible, are always the
best way to resolve problems. If this is not possible, please contact the school office.
Alternatively, all staff have school email addresses. Please refer to the staff list or to the
section on contacting the school

Parking
We ask parents not to drive into the school site if they are dropping off or collecting children unless
they have made individual arrangements with the school. The church opposite the school has a small
parking area that they are happy for parents to use. We ask parents to be considerate of our residents
and road users at all times.
If you have an appointment to come into school or need to call in, please buzz the office from the
main electronic gates. There is designated visitor parking as well as ample accessible parking. Please
drive slowly at all times (5 mph) on the site, and follow signage.

Policies
Please refer to the school website for all policies. You may request a hard copy of any policy by
contacting the office on 01784 457275 or at info@matthew-arnold.surrey.sch.uk.

Punctuality
As students reach secondary age, they need to take responsibility for their punctuality, both to school
in the morning and then to lessons throughout the day. Students who are late lose valuable learning
time and disrupt the learning of others. ‘Late minutes’ will be made up in an after-school detention
(minimum 15 minutes).

Pupil Premium
Pupil Premium is additional funding given to schools for pupils who have been registered as being
entitled to Free School Meals (FSM) at any point in the last 6 years. Schools receive this funding to
support their eligible pupils and narrow the attainment gap between them and their peers. Further
information about how the school spends its Pupil Premium can be found on the school website.
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Reports
Reports are sent via the parent portal at the end of each term - three times a year for students in Y7Y10, and twice for students in Y11. Data is entered through SIMS and teachers will be required to state
whether a student is on track to meet his or her end-of-year 11 target level. The final report of the
year will give the level achieved.
Teachers will also be asked to give learning profile codes, which reflect the attitude a student displays
towards his or her learning.
For each subject, learning profiles based upon three categories:




Focus
Classwork
Resilience

Additionally, students are awarded a learning profile by the tutor:




Relationships
Community
Uniform

The reports give information that will indicate whether a student is below, meeting or exceeding
expectations in relation to their target grade, along with information regarding attendance.

Rewards and Awards
Rewards are an important part of daily school life. Students can be rewarded by means of praise,
phone calls or emails and positive PARS (our student information management system). We hold
regular rewards assemblies and trips throughout the year.
Students are rewarded for:





Attendance
Academic progress and achievement
Contribution to the school community
Extra-curricular activities

At the end of the academic year, we hold awards assemblies. Students receive subject, tutor, Head
of Year and Headteacher awards, as well as house-based awards and cups.

Safeguarding
The school has an outstanding record on safeguarding. Everyone who comes to The Matthew Arnold
School has the right to be safe. All staff are enhanced DBS-checked and receive full safeguarding
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training when they join the school. This training is updated on a regular basis on always following any
potential or actual breach.
Safeguarding covers physical, emotional and mental welfare, health and safety. It aims to protect
children from maltreatment at home, at school and in the wider world. The Headteacher has overall
responsibility for safeguarding. In addition, there is a designated safeguarding lead and deputy
safeguarding officer on the staff (masdsl@matthew-arnold.surrey.sch.uk). 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
Sanctions are put in place when a student has not been able to meet expectations despite reminders
or if he or she is late to school/lessons. These are usually in the form of after-school detentions but
may also include loss of social time, isolation or exclusion.
Detentions are set if students are removed from lessons as part of the 4R system. This will be for 45
minutes, during which teachers will hold a reconciliation meeting with students to discuss moving
forward.
Notice of after-school detentions which are longer than 15 minutes is texted to parents.
In-school isolation is a more serious sanction and will be agreed with parents (usually with the head
of year). Students are accommodated away from other students (including break times) and given
work to complete. They remain in school until 16.30. All mobiles phones/electronic devices must be
handed in to the school office on arrival. They will be returned at the end of the day.
For information on fixed-term and permanent exclusion from school, please refer to the exclusions
section.

Satchel One (SMHW)
Satchel One (previously known as Show My Homework) is our portal for setting, completing, uploading
and marking homework. When students join the school, parents and students are given login details,
so that parents can monitor the homework that is being set. If you lose or forget login details, please
contact the office on 01784 457275 or at info@matthew-arnold.surrey.sch.uk.
Satchel One can be uploaded onto multiple devices.

School office
: 01784 457275 : info@matthew-arnold.surrey.sch.uk
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The school office is the main reception to school. The staff who work here can help with:















Admissions
Appointments with staff
Attendance/absence and punctuality
Data and reports
Examinations
Finance
Governance
Heads of year
Lockers
Medical
Parent Pay
Parent Portal
Satchel One
Trips and visits

School Strategic and Development Plans
The governors review and agree the strategic aims of the school of an annual basis with the
Headteacher, who then draws up a development plan to inform the operational life of the school.
School plans can be viewed and download at any point on the school website.

Social media
The school has Facebook and Twitter accounts. We use these accounts to:




Celebrate achievements
Keep parents and students informed
Publicise the school

If you have items that you would like posted on our school accounts, please contact the school office:
info@matthew-arnold.surrey.sch.uk
We are aware that members of the school community use social media to comment on aspects of the
school, and we are extremely grateful to the support our community shows us. Please be advised,
however, that we will challenge any defamatory or incorrect posts.
For safeguarding purposes, it is never acceptable for students or parents to be in communication with
staff through private social media accounts.
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Special Educational Needs and Disabilities (SEND)
In understanding that every student comes with a unique history and unique needs, we are committed
to equality of opportunity and to ensuring that all students can thrive at The Matthew Arnold School.
Teaching is carefully planned for with differentiated opportunities for learning as well as scaffolding
for students who need more support to access those opportunities.
Some students (roughly one in five) have needs that require more formal recognition, however, and
these students form part of the SEND register. This is a dynamic document, and students may join it
or leave it according to need.
We have a designated SENDCo, a SENDCo designate, an assistant to the SENDCo and a team of trained
teaching assistants who work across the school and in a bespoke base in the centre of the school. We
adhere to our published SEND policy and aim to ensure the highest levels of communication between
school and families.
We further understand that SEND may extend to all aspects of life. We are proud to be a
comprehensive school, and our aim is to include all students in all opportunities, both curricular and
extra-curricular.
All areas of the school are accessible, including toilets. There is a lift to the upper floors and refuge
points in case of fire or other emergencies.
If you have concerns about any aspect of SEND, please do not hesitate to contact our SENDCo at
kmoore@matthew-arnold.surrey.sch.uk.

Staff list
Please see the school website.

Student voice







Every year, students in all years are invited to stand for Student Voice, a group which meets
regularly to discuss a range of issues, from EDI to the environment, and to represent the
student body at leadership level.
At the end of year 10, students are invited to apply for positions on the student leadership
team, which then works with the Student Voice group.
In addition we offer students the chance to feed back and make suggestions by using the
Forms or Polly features of Microsoft Teams. Students are regularly offered the opportunity to
take part in trust surveys such as the EDI audit.
Please also refer to the section on EDI.
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Student welfare
All members of staff are responsible for student welfare while they are in school. If students have
immediate problems, they should find the nearest member of staff, who will be able to find the most
appropriate help.
We have a large and experienced student welfare team. This includes:








Form tutors
Heads of year
The office team (including medical)
Designated safeguarding team
The SEND team
Student relational counsellor (East to West)
Mental health practitioners

We work closely with a number of outside agencies including Children’s Services.

Targets
When students join the school, they are given a unique set of targets using Fischer Family Trust. These
are aspirational targets for the end of year 11 which are calculated from KS2 results and value-added
scores of students similar to them. Similar students are identified by their prior attainment (their
previous key stage assessments), gender and month of birth.

Teaching and Learning
T&L is at the heart of everything we do. Lessons at The Matthew Arnold School ensure that all students
have the chance to experience a broad and in-depth curriculum, in all subject areas across the school.
We run a two-week timetable with six 50-minute lessons a day and the opportunity for double lessons
in practical subjects. Our aim is to ensure we have successful learners who are equipped to thrive in
life beyond school, who are aspirational and confident in the choices that they make.
It is important to us that our students experience learning opportunities inside and outside of the
classroom; extending our lunchtimes enables us to run a more inclusive timetable of activities for each
individual to experience.
T&L is on all meeting agendas; it is the core focus of all staff training and we are constantly looking for
ways to improve our educational provision. Lessons are visited every lesson, every day.
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Term dates 2021-2022
Autumn term
First day of term

6th Sep 2021

Half term

25th Oct 2021 - 5th Nov 2021

Last day of term

15th Dec 2021

Winter holidays

16th Dec 2021 - 3rd Jan 2022

Further information





Staff inset days 2nd & 3rd September
Students return to school Monday 8th November after half term
Bank holiday 22nd October tbc

Spring term
First day of term

4th Jan 2022

Half term

14th Feb 2022 - 18th Feb 2022

Last day of term

1st Apr 2022

Spring holidays

4th Apr 2022 - 18th Apr 2022

Further information

Students return to school Monday 21st February after half term

Summer term
First day of term

19th Apr 2022

Half term

30th May 2022 - 3rd Jun 2022

Last day of term

19th Jul 2022

Further information

Students return to school Monday 6th June after half term

Times of the school day
08.00 - 08.30

Breakfast

08.40 - 09.00

Tutor time or assembly

09.00 - 09.50

Period 1

09.50 - 10.40

Period 2

10.40 - 11.00

Break

Page | 32

11.00 - 11.50

Period 3

11.50 - 12.40

Period 4

12.40 - 13.30

Lunch

13.30 - 14.20

Period 5

14.20 - 15.10

Period 6

After school

Clubs and extra-curricular

Toilets
There are five suites of toilets over three floors. All toilets are cubicles, with floor to ceiling partitions.
Each suite of toilets includes one accessible toilet, and there are further single accessible toilets
throughout the school.
There is a key stage 3 suite and a key stage 4 suite on each floor.
The suites themselves are gender neutral, although there are female or male signs on each cubicle
door. Hygiene and cleaning are scrupulously maintained, and staff are on active duty alongside each
suite at break and lunch.
In general, we discourage students from going to the toilet during lesson time, although we rarely
refuse permission. We do understand that this might be very difficult for some students, and we are
happy to issue a toilet pass, either on a temporary or permanent basis. Please speak to your child’s
head of year in the first instance.

Trips and visits
Trips and visits play a vital part in a well-rounded curriculum, whether they are clearly educational, or
whether they simply offer an opportunity for students to enjoy themselves! They can range from local
trips where students walk to a nearby amenity to residential trips abroad. Examples are:








Theatre
Sports (local matches to sports tours and ski trips)
Museums
Student conferences
Careers and enterprise
Rewards trips
College taster days

We are aware of the financial implications of all trips and visits. We aim to give as much notice to
parents as possible, so that they can be selective. Parents whose children qualify for free school meals
are often entitled to financial support with trips and visits.
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Please also see the school’s Education Visits Policy, Safeguarding and Child Protection Policy, Special
Educational Needs and Disability Policy, Race Equality Policy and Supporting Pupils with Medical
Conditions Policy. These are all available to read and download on the website.

Tutor groups
Students are placed in tutor groups of about 28 when they join the school. Students meet their tutor
in their tutor base every morning for 20 minutes (08.40-09.00). At this time, the students will carry
out interventions, an assembly once a week and a programme of oracy, literacy and numeracy
activities. Their form tutor will stay with them as they go through the school unless they leave or take
on a different role within the school. A form tutor will get to know students in his or her tutor group
better than anyone in the school and is therefore the most important contact for students and their
families.
The tutor programme is as important a part of school life as any other and attendance to and
participation in tutor sessions is taken very seriously.

Uniform
We take great pride in the way our students wear their uniform and are highly proactive in praising
them for their appearance or reminding them to make adjustments. All school uniform items can be
purchased or ordered from School Uniform Direct (SUD). If the word ‘school’ is mentioned, it must
be purchased from SUD. The uniform is:












A school blazer
A school tie
A white shirt which buttons to the neck (long or short sleeves)
Black tailored trousers
Black tailored shorts
A school skirt
Black socks (knee high or ankle - no adornments)
Black tights (not leggings)
Black leather shoes (no trainers)
A school jumper (optional)
An outdoor coat (optional - this must not be a hoodie or expensive sports hooded top)

Shirts must be tucked in and buttoned to the collar, and the tie worn without a gap, clearly showing
the school crest.
If skirts are worn, they may not be rolled at the waistband at all - we always ask students to unroll
them if they are.
Students may wear tailored shorts which must be at least mid-calf in length.


PE uniform (to be worn all day, but students must wear a blazer to and from school):
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o
o
o
o
o
o

School PE shorts
A school PE shirt
A school PE top (optional)
School PE bottoms or school PE leggings
School PE socks
Trainers

If students come to school in incorrect PE kit, they will be given clean kit to wear by the school or
sent home to change.

Visitors
Visitors to school are welcome and are a valuable addition to our curricular and extra-curricular
provision. All visitors have an enhanced DBS check carried out by the school; where this is not
practicable, visitors are escorted at all times by a member of staff.
If you would like to visit the school, it is always best to make an appointment. Please refer to the
Contacting School section.

Walking to school
Students are encouraged to walk to school where possible. It is beneficial to their health,
independence, interaction with friends and, crucially, it is environmentally friendly.
Parents should consider the following points:





Contact - do you need to know where your child is between home and school? Have you made
clear arrangements with him or her?
Safety - does your child know how to use pedestrian crossings correctly and have basic road
and pavement sense?
Coats - do you want your child to be visible?
School bag - this should ideally be of a rucksack type, and big enough to fit books and
equipment in comfortably

Please contact your child’s form tutor if you have any requirements we can help with.

Website
The school website is increasingly your go-to place for all information about the school, both long- and
short-term. It contains information about who we are and what we believe in, all the way to
celebrating students’ work and the details of the football match next week.
If you do not find what you need, or you find confusing or misinformation, please contact the school
on info@matthew-arnold.surrey.sch.uk.
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