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The Cottesloe School Ethos 

‘Prepare, Aspire, Succeed 
  

The School strongly believes that when student, parent and school work together,  

there is very little that cannot be achieved. 

We recognise that a child’s education should be enjoyable, challenging, creative and rewarding. 

For this to take place, each individual child must feel valued, supported and recognised. We all 

learn by making mistakes, which means the road to an individuals’ full potential will not be smooth. 

By each party accepting responsibility, sharing information, and aiding strategies, students can 

benefit from the enjoyable, supportive and successful education The Cottesloe School has to offer. 

 

At The Cottesloe School, the focus of ‘Prepare, Aspire, Succeed’ is to support all our students 

through their ‘Cottesloe Journey’, combining learning from and about, the world in which we live. 

The journey does not expect each student to follow the same path but empowers them to develop 

the knowledge, skills and aspirations to become an excellent version of themselves, whatever their 

ability or background. Students gain a sense of fulfilment and success through educational and 

personal achievement; they achieve their best through the opportunities we offer, as preparation to 

becoming informed, well-educated, active citizens  
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 Description Examples might 

include: 

 

Co-operation 

is the ability to work together 

with people either in teams or 

with the teacher. It is doing the 

right thing to allow learning to 

occur.  

leadership qualities, 

teamwork, turn taking, 

giving advice. 

 

Collaborative 

Skills 

are the behaviours that help 

two or more people to work 

together and function well in 

the process.   

conversation, asking 

questions or clarifying for 

others, negotiation, 

building upon the ideas  

of others.  

 

Critical 

Thinking 

is using specific dispositions 

and skills such as analysing 

arguments carefully, seeing 

other points of view, and 

reaching sound conclusions. 

problem solving, 

reasoning, analysis, 

synthesis, comparing 

concepts, interrogating 

evidence.  

 

Creative 

Thinking 

is using original and 

appropriate thinking. It is 

connecting, relating and 

comparing.  

being curious (asking 

questions), imagination, 

innovation.   

 

Coaching 
is teaching / showing / advising 

someone what to do to 

improve.  

giving advice using 

criteria, explaining how to 

do something better, 

supporting others to 

achieve, being a leader. 

 

Challenge 
is the ability to achieve beyond 

and keep going. It is having 

work that extends learning.  

resilience, achieving 

beyond. 

 

The 6 C’s are the learning habits that we are seeking to develop in all students in the school. This is both to 
make them successful learners during their time in school and as they take their place in the wider world. Students 
at Cottesloe are specifically rewarded for demonstrating these behaviours and lessons are structured to enable them 
to demonstrate and progress these learning attributes over time. 

 

The 6 C’s 
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Healthy Relationships | Achievement Points System 

Achievement Points System 

We endeavour to reward, recognise and celebrate positive behaviour through a variety of methods.  

 

In the  classroom, we award Achievement points for the following; 

 Challenge (showing resilience in class) 

 Cooperation 

 Collaboration 

 Creative thinking 

 Coaching 

 Critical thinking 

 

Additional awards are given for developing the following 

personal qualities; 

 Honesty 

 Excellence 

 Responsibility 

 Respect 

 Equality 

 Empathy 

 Opportunity 

 Democracy 

 Tolerance 

 

We also regularly acknowledge contributions to extra curricular activities/representing the school and 

regular school attendance.  

 

Weekly Celebration Breakfasts are held for each year group where a member of the Senior Leadership 

Team meets those students who have been recognised as making a positive contribution to the school. 

Each term, every year group  hosts a Celebration Assembly where we acknowledge the progress, atti-

tude to learning and attendance of our students.  

 

Healthy Relationships is where students and teachers work together effectively to increase their  

progress and engagement in learning. This partnership is underpinned by key values shared across the 

school. We encourage everyone to develop the personal qualities required for healthy relationships. 

These qualities will prove as valuable after and out of school, as much as during school. They are 

promoted by our pastoral team, teachers, in PSHCE lessons, via assembly and form time activities. 

They are integral to our school community 
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 One of the basic elements of education is self-discipline.  Students are expected to learn to control their own 

minds so that they do the things they should do, not the things they want to do.  A high standard of self-

discipline and behaviour is required from all students.  Students are expected to take responsibility for their 

own actions and to show courtesy and respect to staff, visitors and to one another. 

 

Attitude for Learning 

 

Expectations of all students within the School: 

 

1.  Move around the building sensibly, considering others. 

2. Be in the right place at the right time. 

3. Follow instructions from ALL staff straight away. 

4. Help to keep the School clean, tidy and contribute to making it a ‘greener’ place to learn. 

5.  Wear the correct uniform at all times. 

 

Lesson Rules: 

 

1. Arrive on time. 

2. Bring the correct books and equipment to all lessons. 

3. Be quiet and orderly when entering or leaving the classroom. 

4. Gain the attention of the teacher appropriately. 

5. Show respect for all persons and property. 

6. Respect the right of others to listen, work and learn. 

 

 

Additional Rules 

 

 Students are not allowed out of School at lunchtime unless they live in Wing and have the Headteacher’s 

permission to go home for lunch.  Students must carry a pass which will be provided by the School. 

 

 Make sure that all personal items, including clothing, are clearly marked with the student’s name. 

 

 Mobile phones, MP3 players and other devices are not allowed to be seen, heard or used during school.  

 

 If students need a mobile phone it must be switched off and out of sight at all times and handed in, along 

with valuables, during PE lessons.  Students misusing mobile phones will have them confiscated and 

handed in to student office for safekeeping, where they will be available for collection at the end of the 

school day. 

 

 Chewing gum is not allowed in School. 

 

 Students misbehaving whilst travelling to and from School including on the buses or whilst representing the 

school will be dealt with under the School’s Behaviour for Learning policy. 

Code of Conduct for Students 
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The Student - I will: 
 

 Show respect and behave with care, courtesy and concern for other students, staff and visitors. 

 Abide by the School rules/systems and look after the School environment. 

 Wear the correct uniform and take pride in my appearance. 

 Arrive punctually to the lessons ensuring that I have the correct equipment with me. 

 Allow teachers to teach and students to learn. 

 Behave quietly and courteously at School, and on the way to and from School, in a way that 

enhances the reputation of the School. 

 Do my Independent Learning and work hard in lessons. 

 
 
 
Parent/Carer - I will: 
 

 Ensure that our child’s attendance is good and that they arrive punctually at School and properly 

equipped. 

 Support the School’s policies and guidelines. 

 Ensure my child to abides by the School’s behaviour and uniform policies. 

 Support and encourage my child to complete their Independent Learning on time and to the required 

standard. 

 Inform the School of any problems or concerns that may affect my child’s work, behaviour or uniform 

at School. 

 Attend parents’ meetings , key events and other discussions regarding my child. 

 Show an interest in my child’s life at School. 

 
 
 
The Cottesloe School - we will: 
 

 Create an environment in which students feel safe, secure and happy. 

 Create an environment that is conducive to learning. 

 Do our utmost to ensure that students make progress in line with their potential. 

 Treat all students with respect, considering their views and opinions. 

 Give students the opportunity to take part in extra-curricular activities. 

 Enable students to take responsibility for their own learning and personal development. 

 Contact parents if there is a problem with attendance, punctuality, uniform or equipment. 

 Lets parents know about any concerns or problems affecting their child’s welfare, work or behaviour. 

 Place the emphasis on rewards rather than sanctions to achieve high standards of behaviour. 

 Send home regular assessments and progress reports. 

 Arrange parent consultation meetings during which their child’s progress is discussed. 

 Keep parents informed about school activities through regular communications. 

 Enforce appropriate use of the internet as agreed in school policy. 

 
 
 
Please complete the appropriate section on the Parental Consent page of the accompanying  
School Admission Forms Booklet. 

Home-School Agreement 
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The internet, email, mobile technologies and online resources have become an important part of learning and life.  
We want all pupils to be safe and responsible when using any IT.  It is essential that pupils are aware of online risk, 
know how to stay safe and know where to go to report problems and access support. 
 
Students are expected to read and discuss this agreement with you and then to sign the appropriate section of the 
accompanying Admission Form Booklet and to follow the terms of the agreement.  Any concerns or explanation can 
be discussed with their form tutor in the first instance. 
 

 I will only use school IT equipment for school purposes. 

 I will not download or install software on school IT equipment. 

 I will only log on to the school network, other school systems and resources using my own school user name 

and password. 

 I will not reveal my passwords to anyone other than a parent/carer.  

 I will not use my personal email address or other personal accounts on school IT equipment.  

 I will make sure that all my electronic communications are responsible and sensible. 

 I understand that everything I search for, access, post or receive online can be traced now and in the future. 

My activity can be monitored and logged and if necessary shared with teachers, parents/carers and the police 

if necessary.  I know it is essential that I build a good online reputation.    

 I will not browse, download, upload or forward material that could be considered offensive or illegal.   If I acci-

dentally come across any such material I will report it immediately, to a member of staff if I am in school or 

parent/carer if I am not in school. 

 I will not give out my own or others’ personal information, including: name, phone number, home address, in-

terests, schools or clubs or any personal image.  I will report immediately any request for personal information, 

to a member of staff if I am in school or parent/carer if I am not in school. 

 I should never post photographs, videos or livestream without the permission of all parties involved.  

 I will not upload any images, videos, sounds or words that could upset, now or in the future, any member of the 

school community, as this is cyberbullying. 

 I will be respectful to everyone online; I will treat everyone the way that I want to be treated. I will ensure that 

all my online activity, both in and outside school, will not cause distress to anyone in the school community or 

bring the school into disrepute. 

 I will not respond to hurtful behaviour online but will report it.  I have the right to block and will say no to any 

inappropriate or upsetting request.  

 I will respect the privacy and ownership of others’ work on-line and will adhere to copyright at all times. 

 I will not attempt to bypass the internet filtering system in school. 

 I will not assume that new technologies can be brought into school and will check with staff before bringing in 

any device. 

 I will not lie about my age in order to sign up for age inappropriate games, apps or social networks. 

 I understand that not everything I see or hear online is true, accurate or genuine. I also know that some people 

on the internet are not who they say they are and may have ulterior motives for assuming another identity that 

will put me at risk.  I will gain permission from parents/carers before arranging to meet someone I only know on 

the internet.  

 

I understand that these rules are designed to keep me safe now and in the future. If I break the rules, teachers will 
investigate, I may be disciplined and my parents/carers may be contacted.  If I break the law the police may be in-
formed. 

Please complete the appropriate section of the accompanying School Admission Forms. 

Online Safety Acceptable Use Agreement 
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Students who are happy and feel safe and secure in their 

school setting are more motivated and therefore make 

more progress. My role at The Cottesloe School is to 

ensure that every child makes good progress in each 

subject that they are studying. I regularly visit lessons in 

order to evaluate progress that is being made on a daily 

basis, as well as meeting with a range of students to 

discuss their academic progress and any further support 

that they feel would be appropriate. This is vital in 

empowering students to take responsibility for their own 

learning.  

 

In working closely with the Senior Leadership Team, SENDCo, Heads of Year, Heads of Department and 

parents. I regularly review the data on each cohort to identify the key issues in the school and to ensure that 

the right academic support and interventions are in place to give every student the right opportunities to 

excel. Additionally, each Head of Year audits the performance of their Year Group, as does each curriculum 

area, to identify those individual students that are underperforming. We then intervene as necessary to 

ensure that students remain on track to achieve their expected levels of progress and beyond. 

 

We carefully track and monitor the performance of our students with special educational needs, those who 

receive the pupil premium and our more able students. We have comprehensive academic mentoring 

system to support students through their school journey and we have created a range of bespoke literacy, 

numeracy and other programmes to ensure that across all years we are supporting the right students with 

the right personalised curriculums. We have a wide range of additional support programmes in place which 

directly cater for the academic and pastoral needs of those students who require such personalised 

provision to be in place to effectively support them in the school environment. 

 

In order for you to be able to evaluate how your child is performing you will receive regular progress reports 

throughout the year, identifying their current levels, targets and attitude towards learning from teachers. 

Please contact me with any questions regarding progress in order that I can pass information to the right 

individuals who can respond quickly to any issues that might arise throughout the academic year. As well as 

this we welcome parents to meet with teachers and Heads of Year in order to discuss any progress 

concerns that there might be so that we can respond with appropriate support for each child.  

  

With such a wide range of strategies in place we hope that each child will feel secure that they have the best 

possible teaching and support so that they are performing in order to reach their goals and aspirations. 

 

A booklet explaining the reporting system will be issued at the Welcome Evening on Wednesday 8th July 

2020 for parents and carers of new Year 7 students. 

 

 

R Peel 

Assistant Headteacher - Progress and Attainment 

 
 

 

Student Progress 
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Special Educational Needs 

The Learning Support Department is a hard-working, friendly and supportive team, headed by SENDCo Ms 

Hibbert, with Assistant SENDCo Mrs Lansley, and a number of Teaching Assistants who together provide 

extra support to students in their studies.  Students with Education Health Care Plans or who are on the 

special needs register receive additional support, allocated according to need. Teaching is usually within peer 

groups.  

 

When dealing with students with special educational needs, and especially physical disabilities, close links 

with a whole range of people are vital.  Before admission we talk to parents, feeder schools and outside 

agencies to establish the support needed and how we can provide it.  There is close liaison with a very wide 

range of outside agencies.  Parents continue to be involved through reports, interviews, meetings and 

reviews. 

 

Literacy and Numeracy are key skills that underpin progress in all subjects.  Facilities include: 

 Tutor time reading and maths clubs 

 Maths and literacy booster groups 

 Involvement in the whole School literacy initiative 

 

Special programmes are arranged when possible, in conjunction with TEAM Hub if necessary, where we 

believe these can help individuals or groups of our students.  These might include: 

 Social Skills workshops 

 Dyslexia support workshops 

 Special induction for those returning to School after a period of absence 

 A 'Retracking Programme' that aims to keep students included in School 

 In some complex cases a personalised learning programme to meet students’ needs 

 Autism Advocates individual mentoring and group work 

 ELSA (Emotional literacy) individual mentoring 

 

The installation of the lift, several ramps and toilet facilities enables the School to accommodate pupils with 

disabilities.  Disabled pupils can access their timetabled lessons and if necessary, are accompanied by a 

Teaching  Assistant. 

 

Pastoral Support Programmes (PSPs) are being put in place, in line with County recommendations.  Personal 

Education Plans have been put in place for children in the care of the Local Authority.  Other programmes are 

also supported by the Learning Support Department for the School as a whole. One page profiles which 

outline students’ additional learning needs are shared with staff.  

 

High standards are maintained through the effective monitoring of progress within the team and through the 

School's Pastoral Team and Governors’ Teaching, Learning and Assessment Committee.  A member of the 

Governing Body acts as a special educational needs link Governor.  Programmes and plans are actively 

supported with new facilities and technology wherever this is helpful and the Governors ensure that there is 

well-maintained access for all students throughout the School.  A copy of the School’s Special Educational 

Needs Policy is available on the School’s website.  Single paper copies will be provided free of charge. 

 

Parents of students with disabilities or with special educational needs who want to come to The Cottesloe 

School should discuss their child’s needs with Ms Hibbert to ensure that we can provide the necessary 

support.  They then follow the usual admissions procedure. 
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Child Protection | Team Hub 

 

At The Cottesloe, the health, safety and well-being of every student is our paramount concern.  We actively 

listen to our students and take seriously what they say to us.  Our aim is that students will enjoy their time in 

this School.   

 

We want to work in partnership with you to help your child to achieve their full potential and make a positive 

contribution. 

 

To promote a safe environment for students, our selection and recruitment policy includes all checks on 

staff and regular volunteers’ suitability, including Disclosure & Barring Service checks, as recommended by 

Buckinghamshire County Council in accordance with current legislation. 

 

We have a dedicated Safeguarding Team which is led by our Assistant Headteacher and Designated 
Safeguarding Lead for Child Protection, Mrs Hankin.  All members of the team have received appropriate 
training for this role and any member can be called upon to support students and families. As a school, we 
ensure that all staff that have contact with students receive safeguarding training every year.  
 

On rare occasions, our concern for a student’s well-being may mean that we have to consult other agencies 

before contacting you.  The School has a Child Protection Policy that follows the procedures laid down by 

the Buckinghamshire Safeguarding Children Partnership and which is reviewed by Governors on an annual 

basis.  The current Policy is available on the School’s website.   

 

The school also has an E-Safety Policy that has been agreed by the Full Governing Body and is also 
available to view on the School’s website. Policies can be requested in paper format and will be provided 
free of charge.   
 

 

 

At one time or another we all need help to succeed.  To ensure that our students are supported through 

their time at The Cottesloe, the HUB is designed to guide students through various issues, whether they be 

home or school related.  There are many reasons why students may need to visit the HUB but the intended 

outcome of their time in the HUB is always the same: to enhance welfare and bring out the best of students 

in terms of attitudes, achievement and wellbeing. A range of supportive interventions are offered, one of 

which is school counselling. We may offer students confidential counselling - exceptionally, this may be 

done without the knowledge of parents or carers but our aim is to ensure that students enjoy their 

experience at The Cottesloe School. 

  

Team HUB has its own area within the School where students are able to work with staff in privacy in a 

relaxed and calm environment.  

 

The School also benefits from the use of ‘Teddy’ our school wellbeing dog. Teddy provides an alternative 

source of support for students and staff and is in school several days a week.  

TEAM Hub 

Child Protection 
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Student Medical Issues 

Long term care plan  There is a long term care plan form for recording a medical condition.  A copy is 

included in the accompanying School Admission Forms Booklet and additional copies can be obtained from 

the Medical Office and the School website, and must be completed and signed by the parent/carer.   
 

Please note the following for students requiring medication: 
 

Severe allergic reactions  For those students who suffer from severe allergies and carry an Epipen it is 

strongly advised that parents supply the School with a spare adrenaline pen, in its original packaging, and 

to ensure that their child carries one or two at all times.  Consent forms can be obtained from the Medical 

Office. 
 

Asthma  Students would normally be responsible for their own inhalers.  Parents can parents/carers supply 

a spare inhaler, in its original packaging, to be kept at School.   
 

Diabetes  If your child has diabetes, it is advisable to organise a hypo kit to be kept in School containing: a 

spare acutest device, one spare insulin pen (empty), pen needles, lancets, a Glucogel tube (or a bottle), a 

sugary drink, a sugary snack as well as a carbohydrate snack.  It is also advisable to keep spare insulin, 

boxed and labelled with your child’s name, in the refrigerator by the Medical Room. Students with diabetes 

are advised not to keep needles with the insulin pen they carry around in case these are mislaid. Please 

make sure that your child does not arrive in School with a needle already in their pen. Parents and carers 

are advised to provide their child with a water bottle and a packet of dextrose tablets AT ALL TIMES.  

Please speak to the Senior First Aider should you have any queries. 
 

Administering medicines in school  Students needing to take medications on a temporary basis should take 

the prescribed dose before or after School.  However, in some cases, medicine can be brought in School 

providing a consent form has been completed and signed by the parent/carer.  A consent form be obtained 

from the Medical Office or the School’s website and must be returned to the Senior First Aider.  The School 

can only accept medications as prescribed by a doctor in their original packaging with a label showing the 

student’s name, the medicine’s name, the dose, frequency of intake and a completed prescribed medication 

administration form. It is the responsibility  of parents to collect any medication going out of date and to 

bring in new medication required into school. We do not provide medication for hayfever, please ensure that 

it is administered before coming to school. 

  

The School abides by County Policies that regulate the above, according to which the School can only take 

responsibility to administer to students under the age of 16 medicines that have been prescribed by their 

GP and not purchased over the counter. However, if occasional pain relief is required, the School can 

provide Paracetamol or paracetamol suspension in doses agreed by County’s healthcare professionals 

once a completed consent form (copy in Forms Booklet and on the school website) is received.  

  

Please inform the School immediately of any changes to existing or new medical conditions.  Any medical 

information concerning your child, including changes to medication or medical conditions, must be put in 

writing (for rare conditions a GP’s or Specialist’s letter is required). If you would like to discuss any medical 

concerns you may have regarding your child, please contact me on 01296 688264.   

 

MRS E PARKINS 
Senior First Aider 
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Years 7 and 8 Mondays and 
Wednesdays 

Years 9 and 10 Tuesdays and 
Thursdays 

Year 11 Fridays  
(other times on request) 

Years 12 and 13   All week 

 All students may borrow up to two books for two weeks.  

 Computers are available for school work: research, homework, printing, etc. 

 Curriculum support and advice available to all students. 

 

 

MRS T FARMER 
School Librarian 

Car parking system 

The school operates a system for parents dropping off and collecting students by car during peak 
times.  We ask all staff and Sixth Form students to not leave the site until after 3.10pm and then only via 
the rear of the school (coach park gate) in order to reduce congestion.  In order to remove the need for 
parents to park at the front of the school we have implemented the following procedure and ask all par-
ents to abide by the guidelines set out below. 
 
 
Morning – dropping off students:  This will be done at the rear of the school, coming off the rounda-
bout on the A418.  School buses use this entrance but drop off on the far side of the coach park in the 
bays.  Cars should take the same route in as the buses and drop students near the bus shelter outside 
the Sports Hall.  It is a busy area and buses will need to reverse so speed will be restricted to 
10mph.  Please be patient and only drop students off in the designated area.  This is not an area 
for parents to park and then come into the school. 
  
Afternoon – collecting students:  There will be no access to the coach park until after 3.10pm due to 
the number of buses leaving the site.  There is no parking by the roundabout and buses swing wide at 
the gate so please plan to arrive after 3.10pm so that congestion is kept to a minimum.  After 
3.10pm you will be able to drive in and collect your child(ren) from the bus shelter outside the Sports 
Hall.  Once again, we would be grateful if cars do not travel at more than 10mph as students may be 
making their way to sports practice on the field. 
  
Staff will supervise students whilst they are being dropped off and collected. 
  
The coach park gates are locked during the school day and therefore parents collecting students or at-
tending for meetings during the school day should use the front school gate and use the intercom sys-
tem to gain  
access. 
 
Parents are requested not to park in or near to Carey Lodge or to pull up onto the pavement in the im-
mediate surrounding areas as this causes severe congestion and is potentially dangerous. 

Library | Car Parking Permit       
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The Buckinghamshire Council website allows for you to check which school is your nearest secondary 

school, and view a map of the route used to make that decision. The nearest appropriate secondary school 

must exceed the minimum distance, however, there are some exceptions to this.  In some areas the checker 

will return two schools, the measurement will be to the closest of these schools. This is due to some policy 

decisions affecting two areas, one served by The Cottesloe School and Tring School, and the other served 

by Chalfonts Community College and Burnham Park Academy. Please contact the Admissions Team at 

Buckinghamshire Council by completing a contact form on the Buckinghamshire Council website for more 

details. 

 

All entitled students will be sent a transport form by Buckinghamshire Council.  If you know you are not 

entitled to free transport you can make an application for discretionary fare paying transport at 

www.buckinghamshire.gov.uk/schoolbuspass. Please note that paid for transport seats are limited. You 

should contact Buckinghamshire Council Passenger Transport on 01296 387439 if you have any queries 

about transport for September 2020; information will also be available to view on Buckinghamshire Council’s 

website (www.buckinghamshire.gov.uk). Bus passes for all students entitled to free travel or paying for travel 

are sent out by Passenger Transport during the summer holidays, along with pick-up points and times, and 

you should contact them directly if you do not receive this before September. 

 

Winslow  From September 2005 Buckinghamshire County Council ceased to provide free transport from this 

area for any new students admitted to the School. Please telephone Passenger Transport on 01296 387439 

if you would like to discuss this matter. 

 

For students living in Aylesbury and Bierton  Coach transport is provided from these areas, however, you will 

have to pay for this in advance on a half-termly, termly or annual basis. A dedicated bus service (number 

650) is provided to the School’s coach park; please contact Customer Services at Red Rose travel on 01296 

747926 or visit the website https://www.redrosetravel.com to enquire about the application process. Please 

note: this transport has been negotiated with Red rose travel and is subject to demand. 

 

More information is available on the Buckinghamshire Council website. 

 

Free school transport - nearest school checker (information taken from Buckinghamshire Council website) 

Transport Provision September 2020 - July 2021 
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A Guide to the Coaches and Frequently Asked Questions 

Bus Pass  Students must carry their bus pass at all times.  A photograph is needed for the bus pass. 

 

Lost Pass  Replacement bus passes are currently £13 (in and out of catchment).  Please contact Passenger 

Transport on 01296 387439 or apply online on the Buckinghamshire Council website to re order.  

 

Late coach - Morning  Students are expected to wait for their coach for at least half an hour before calling 

Passenger Transport (01296 387439) for advice. 

 

Missed coach - Morning  Parents are responsible for getting their child to and from the pick-up points and 

remain responsible for them until they are accepted onto the vehicle.  Students should arrive at least 

five minutes before the vehicle is due.  Ultimately, it is a parental duty to ensure your child attends School.  

Please discuss with your child what they should do if they miss their coach in the morning. 

 

Coach Home  The coaches leave between 3.05pm and 3.25pm from the School coach park.  Please note 

that since September 2013 Buckinghamshire Council no longer provide occasional user tickets for students 

to go home on a different coach.   

 

Missed coach - Afternoon  If a student misses their coach home they must come back into School where 

arrangements will be made with parents/carers to get them home.  Please advise them to go straight to 

Reception. 

 

What happens during bad weather?  In the event of extreme weather circumstances you should listen to 

your local radio station or look on The Cottesloe School or Buckinghamshire Council websites, which will 

give details of any school closures. Home to school transport will run where possible.  

 

What if my child has a Statement of Special Educational Needs?  The criteria for entitlement to free transport 

also applies to children with Statements of Special Educational Needs, but children with physical difficulties 

may require specialist transport. Each child's needs are considered individually. Any enquiries specifically 

relating to children with Statements should be made to the Special Educational Needs Team on 01296 

382269. 

 

What if my child leaves something on the vehicle?  Please ask your child to ensure they have all their 

belongings (clearly labelled with their name) with them when they leave the transport, but if they do leave 

something behind please contact the company concerned and ask for their lost property department. If you 

are not sure of their telephone number please contact Passenger Transport. 

 

Please note: Buckinghamshire Council Passenger Transport are responsible for providing coach travel for 

your child and all queries and any problems with the coaches should be referred to them. 

 

Telephone number:  01296 387439 (open from 8am term time and 9am during holiday periods) 

Email:                        Ameytrans@buckscc.gov.uk 
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School Policies and Procedures 

The Freedom of Information Act 

 

In accordance with the Freedom of Information Act 2000, all parents and carers can request currently or recently 

published information, including policies relating to students, the curriculum and the School in general. 

 

Governors regularly agree and review a wide range of policies and procedures relating to students and the School 

curriculum and to the School in general.  These include: 

 

 Accessibility and Audit Plan( SEND) 

 Admissions Policy 

 Anti-Bullying Policy 

 Attendance Policy for Students - copy reproduced in this Booklet 

 Behaviour for Learning Policy 

 Careers Guidance Policy 

 CCTV Policy 

 Child Protection Policy 

 Collective Worship Policy 

 Complaints and Resolutions Policy and Procedure 

 Computer Resources Policy for Students - copy reproduced in this Booklet 

 Confidentiality Policy 

 Controlled Assessments Policy 

 Counselling Policy 

 Curriculum Policy 

 Data Protection Policy and Procedure 

 Drug Education and Incident Management Policy 

 Duke of Edinburgh Expeditions 

 Educational Visits Policy 

 Equality, Diversity and Community Cohesion Policy 

 E-Safety Policy 

 Examination Policies 

 Freedom of Information Publication Scheme 

 Home - School Agreement 

 Homework Policy 

 Keeping Children Safe in Education 

 Looked After Children Guidelines 

 Marking and Feedback Policy 

 Peripatetic Music Tuition Policy 

 Preventing extremism and radicalisation Policy 

 Provider Access Policy 

 PSHCE Policy 

 Pupil Premium Policy 

 Safer Recruitment 

 School Uniform Policy 

 Sex and Relationships Education Policy 

 Special Educational Needs and Disabilities Policy 

 Supporting Students with Medical Conditions Policy 

 Target Setting Policy 

 Teaching for Learning Policy 

 

 

These policies are available to view on the School’s website.  Single paper copies will be provided free of charge, 

or PDF copies can be emailed without charge; please contact the Clerk to the Governors at the School. 



 17                   The Cottesloe School  |  Admission Welcome Booklet  |  September 2020- July 2021 

 

Attendance Policy  

Aims 

 
The Cottesloe School aims to meet its obligations with regards to school attendance by: 

 Promoting good attendance and reducing absence, including persistent absence 

 Ensuring every pupil has access to full-time education to which they are entitled 

 Acting early to address patterns of absence 

 

We will also support parents to perform their legal duty to ensure their children of compulsory school age at-

tend regularly, and will promote and support punctuality in attending lessons. 

Regular school attendance is essential if students are to achieve their full potential.  

The Cottesloe School believes that regular school attendance is the key to enabling students to maximise the 
educational opportunities available to them and become resilient, confident and competent adults who are able 

to realise their full potential and make a positive contribution to their community. The Cottesloe School values 

all students and we will work with families to identify the reasons for unsatisfactory attendance and try to re-

solve any difficulties.  

Our Attendance Policy should not be viewed in isolation;  it is a strand that runs through all aspects of school 

improvement, supported by our policies on safeguarding, bullying, behaviour and SEN.   

   

Legislation and guidance 
This policy meets the requirements of the school attendance guidance from the Department for Education 

(DfE), and refers to the DfE’s statutory guidance on school attendance parental responsibility measures. The 

documents are drawn from the legislation setting out the legal powers and duties that govern school attend-

ance. They can all be viewed via the electronic version of this policy on the school website.  

 

 

School procedures 
 

Attendance register 
By law, all schools  are required to keep an attendance register, and all pupils must be placed on this register. 

The attendance register will be taken during registration at the start of each school day and once at the start of 

Period 5. It will mark whether every pupil is: 

 Present 

 Attending an approved off-site educational activity 

 Absent 

 Unable to attend due to exceptional circumstances 

 

Any amendment to the attendance register will include: 

 The original entry 

 The amended entry 

 The reason for the amendment 

 The date on which the amendment was made 

 The name and position of the person who made the amendment 

 
Appendix 1 of the DfE attendance codes are available in the attendance policy on the school website.  

 

Every entry in the attendance register will be preserved for 3 years after the date on which the entry was 

made.  

 

Pupils must arrive in school by 8:40am on each school day. The register for the first session will be taken at 

8:40am. The register for the second session will be taken at 2pm. 

 

Unplanned absence 
Parents must notify the school on each day of any unplanned absence – by 9 a.m or as soon as practically 

possible. We ask all parents to preferably call the absence line on 01296 689720 or if this is not possible email 

studentabsence@cottesloe.bucks.sch.uk 

 

mailto:studentabsence@cottesloe.bucks.sch.uk
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Absence due to illness will be authorised unless the school has a genuine concern about the authenticity of the 

illness. If the authenticity of the illness is in doubt, the school may ask parents to provide medical evidence, 

such as a doctor’s note, prescription, appointment card or other appropriate form of evidence. We will not ask 

for medical evidence unnecessarily. If the school is not satisfied about the authenticity of the illness, the ab-

sence will be recorded as unauthorised and parents will be notified of this in advance. 
  

Medical or dental appointments 

Missing registration for a medical or dental appointment is counted as an authorised absence; advance notice 

is required for authorising these absences through the Leave of Absence request procedure available on the 

Contact Us section of the school website at least one week before the planned absence. However, we encour-

age parents to make medical and dental appointments out of school hours where possible. Where this is not 

possible, the pupil should be out of school for the minimum amount of time necessary. If a full days absence is 
expected at a clinic or hospital appointment then The Cottesloe School will require a copy of the appointment 

letter. Applications for other types of absence in term time must also be made in advance. Information relating 

to whether the school can authorise such absences can be found in the section Authorised and unauthorised 

absences. 

  

Lateness and punctuality 
A pupil who arrives late but before the register has closed will be marked as late, using the appropriate code. A 

pupil who arrives after the register has closed will be marked as absent, using the appropriate code. 

 

Following up absence 
The school will follow up any absences to ascertain the reason, ensure proper safeguarding action is taken 

where necessary, identify whether the absence is approved or not and identify the correct attendance code to 
use. The school will contact parents daily via phone and/or email to ascertain any unexplained absences. In 

cases where we are concerned about student welfare and safeguarding we will make unannounced home vis-

its. 

 

Reporting to parents 
Attendance is reported to parents alongside academic progress 4 times a year. Attendance forms part of the 
reporting system. 

 
Authorised and unauthorised absence 
 
Granting approval for term-time absence 
Headteachers may not grant any leave of absence to pupils during term time unless they consider there to 

be 'exceptional circumstances'. 

We define ‘exceptional circumstances’ as 

 If a parent is service personnel and is returning from a tour of duty abroad where it is evidenced the individ-

ual will not be in receipt of any near future that coincides with school holidays. 

 Where absence is recommended by a health professional as part of a parent or child’s rehabilitation from a 

medical or emotional issue. 

 The death or terminal illness of a close relative, if  the school is satisfied that the circumstances are truly 

exceptional. 

 To attend a funeral of a close relative. 

 Out of school programmes such as music, arts or sport operating at a high standard of achievement. Docu-

mentary evidence will be required. 

 

The school considers each application for term-time absence individually, taking into account the specific facts, 

circumstances and relevant context behind the request. A leave of absence is granted entirely at the 

Headteacher’s discretion. 

  

Valid reasons for authorised absence include: 

 Illness and medical/dental appointments  

 Religious observance – where the day is exclusively set apart for religious observance by the religious body 

to which the pupil’s parents belong.  If necessary, the school will seek advice from the parents’ religious  

Attendance Policy continued 
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 body to confirm whether the day is set apart. A maximum of two days per academic year can be authorised 

for this. 

 Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh Gypsies, 

Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational 

boat dwellers) and New Travellers. Absence may be authorised only when a Traveller family is known to 

be travelling for occupational purposes and has agreed this with the school but it is not known whether 

the pupil is attending educational provision 
 

Requests that do not meet any of the above criteria will not be deemed as an exceptional circumstance. 

  

Legal sanctions 
Schools can fine parents for the unauthorised absence of their child from school, where the child is of 

compulsory school age. If issued with a penalty notice, parents must pay £60 within 21 days or £120 within 
28 days. The payment must be made directly to the local authority. 

https://www.buckscc.gov.uk/services/education/education-support/attendance/ 

The decision on whether or not to issue a penalty notice ultimately rests with the Headteacher, following the 

local authority’s code of conduct for issuing penalty notices. This may take into account: 

 A number of unauthorised absences occurring within a rolling academic year 

 One-off instances of irregular attendance, such as holidays taken in term time without permission 

 Where an excluded pupil is found in a public place during school hours without a justifiable reason 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute the 

parent or withdraw the notice. 

  

Strategies for promoting attendance 
The school promotes the positive impact that attendance has on academic achievement. (See Attendance 

Matters poster). 

100% attendance is rewarded at the end of every term in each Celebration Assembly. Students with 100% 

attendance or those that have met attendance targets are invited to Achievement Breakfast as and when 

required. Letters and postcards are also sent to specific students who meet attendance targets set by Head 

of Year or Attendance Officer. 
 

Attendance monitoring 
The attendance officer monitors pupil absence on a daily, weekly, monthly and historic basis. 

We will contact parents if attendance falls below our expectations. The persistent absence threshold is 10%. 

If a pupil's individual overall absence rate is greater than or equal to 10%, the pupil will be classified as a 

persistent absentee. Warning letters are sent to all parents when attendance levels fall below 90%. If no 

improvement is seen in 5 weeks parents are invited into a Parent Contract Meeting (PCM). The Cottesloe 
School uses this as a supportive measure to improve attendance. 

 

Pupil-level absence data is collected each term and published at national and local authority level through 

the DfE's school absence national statistics releases. The underlying school-level absence data is published 

alongside the national statistics. We compare our attendance data to the national average, and share this 

with governors. 

 

Links with other policies 

This policy is linked to our safeguarding, bullying, behaviour management and SEN policies, all of which are 

available on the school website. The full attendance policy can also be found on the school website:  

http://www.cottesloe.bucks.sch.uk/our-school/policies/school-policies 

 

 

Attendance Policy continued 

https://www.buckscc.gov.uk/services/education/education-support/attendance/
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 The Cottesloe school collects a lot of data and information about our pupils so we can run effectively as a school. 
This privacy notice explains how and why we collect pupil’s data what we do with it and what rights parents and 
pupils have. 
 
The Cottesloe School is a local authority maintained secondary school. The schools Data Protection officer is Nico-
la Cook at Bucks County Council. The school’s data protection lead is Nicola Hulland the Business Manager 
 
For the purposes of the Data protection act 1998 and the General Data Protection Regulations(GDPR) 2018 The 

Cottesloe school is a Data controller and processor of personal information and we must notify you that we collect 

and process information and data about students, parents and staff at this school. 

 
The categories of pupil information that we process include:  
 
 personal identifiers and contacts (such as name, unique pupil number, contact details and address) 

 characteristics (such as ethnicity, language, and free school meal eligibility) 

 safeguarding information (such as court orders and professional involvement) 

 special educational needs (including the needs and ranking) 

 medical and administration (such as doctors information, child health, dental health, allergies, medication 

and dietary requirements) 

 attendance (such as sessions attended, number of absences, absence reasons and any previous schools 

attended) 

 assessment and attainment (such as key stage 1 and phonics results, post 16 courses enrolled for and any 

relevant results) 

 behavioural information (such as exclusions and any relevant alternative provision put in place) 

 Information about school trips and extracurricular visits (such as where and when the visit took place) 

 Biometric information to access the school catering facility 

 Images of pupils on CCTV 

 
This list is not exhaustive, 

Why we collect and use pupil information 
 

We collect and use pupil information, for the following purposes: 
a) to support pupil learning  

b) to monitor and report on pupil attainment progress  

c) to provide appropriate pastoral care  

d) to assess the quality of our services 

e) to keep children safe (food allergies, or emergency contact details)  

f) to meet the statutory duties placed upon us for DfE data collections 

 
Under the General Data Protection Regulation (GDPR), the lawful bases we rely on for processing pupil infor-
mation are: 
We collect and use pupil information under the following lawful bases: 
 

a. where we have the consent of the data subject (Article 6 (a)); 

b. where it is necessary for compliance with a legal obligation (Article 6 (c)); 

c. where processing is necessary to protect the vital interests of the data subject or another person (Article 6

(d)); 

d. where it is necessary for the performance of a task carried out in the public interest or in the exercise of offi-
cial authority vested in the controller (Article 6 (e)). 

Data Protection Act 1998 and GDPR 
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Where the personal data we collect about pupils is sensitive personal data, we will only process it where: 

 
a. we have explicit consent;  

b. processing is necessary to protect the vital interests of the data subject or of another natural person where the 
data subject is physically or legally incapable of giving consent; and / or 

c. processing is necessary for reasons of substantial public interest, on the basis of Union or Member State law 
which shall be proportionate to the aim pursued, respect the essence of the right to data protection and pro-
vide for suitable and specific measures to safeguard the fundamental rights and the interests of the data sub-
ject. 

 

Please see our Data protection policy for a definition of sensitive personal data. 
 
We use the pupil data to support our statutory functions of running a school, in particular: 
 

 to decide who to admit to the school; 

 [to maintain a waiting list]; 

 to support pupil learning; 

 to monitor and report on pupil progress; 

 to provide appropriate pastoral care; 

 to assess the quality of our services; 

 to comply with the law regarding data sharing; 

 for the protection and welfare of pupils and others in the school; 

 for the safe and orderly running of the school; 

 to promote the school; 

 to communicate with parents / carers. 

 

We also collect data as part of our responsibilities under the Education act 1996 to complete and return censuses to 
the DfE 

 

How we collect pupil information 
 

We collect pupil information via: 

 Application forms as part of the admissions process 

 CTF (Common Transfer Forms) electronic files from the pupil’s previous school with information about attain-
ment, school history, UPN numbers, attendance information and pastoral information including behaviour and 
exclusion information. 

 Parent Pay  

 Curriculum resources 

 Safeguarding software-used to record and share sensitive information about pupils to keep them safe. 

 

Pupil data is essential for the schools’ operational use. Whilst the majority of pupil information you provide to us is 
mandatory, some of it requested on a voluntary basis. In order to comply with the data protection legislation, we will 
inform you at the point of collection, whether you are required to provide certain pupil information to us or if you have 
a choice in this.  
 
The categories of pupil information that we collect, hold and share include: 
 
 Personal information (such as name, unique pupil number and address); 

 Characteristics (such as ethnicity, language, medical conditions, nationality, country of birth and free school 
meal eligibility); 

 Attendance information (such as sessions attended, number of absences and absence reasons) 

 From time to time and in certain circumstances, we might also process personal data about pupils, some of 
which might be sensitive personal data, including information about criminal proceedings / convictions,  

Data Protection Act 1998 and GDPR continued 
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        information about sex life and sexual orientation, child protection / safeguarding.  This information 
is not routinely collected about pupils and is only likely to be processed by the school in specific 
circumstances relating to particular pupils, for example, if a child protection issue arises or if a pupil is 
involved in a criminal matter.  Where appropriate, such information may be shared with external agencies 
such as the child protection team at the Local Authority, the Local Authority Designated Officer and / or the 
Police.  Such information will only be processed to the extent that it is lawful to do so and appropriate 
measures will be taken to keep the data secure. 

 
 We collect information about pupils when they join the school and update it during their time on the roll as 

and when new information is acquired. 
 

 As the school has a cashless catering system, we also process biometric data about pupils.  Please see 
our Data Protection Policy for more details about how we process biometric data. 

 
How we store pupil data 
We hold pupil data securely for the set amount of time shown in our data retention schedule. For more infor-
mation on our data retention schedule and how we keep your data safe, please visit: www. irms.org.uk/page/
Schools Toolkit   and read our information retention policy 
 
Who we share pupil information with 
We routinely share pupil information with: 
 
 schools that the pupils attend after leaving us 
 our local authority including Pupil referral units 
 youth support services (pupils aged 13+) 
 the Department for Education (DfE) 
 Examination Boards 
 The school Nursing service(NHS) 
 AIP our catering provider 

Why we regularly share pupil information 

We do not share information about our pupils with anyone without consent unless the law and our policies allow 
us to do so. 
 
We share pupils’ data with the Department for Education (DfE) on a statutory basis. This data sharing underpins 

school funding and educational attainment policy and monitoring. This information is shared from the school 

census and is transferred by a secure electronic portal – Anycoms or COLLECT. 

 

We are required to share information about our pupils with our local authority (LA) Bucks County Council and 

the Department for Education (DfE) under section 3 of The Education (Information About Individual Pupils) 

(England) Regulations 2013. This information may include sensitive category information about SEN free school 

meal eligibility or any information regarding safeguarding pupils at school. This information is always shared 

using a secure portal Anycoms or encrypted emails such as Egress. 

Youth support services 

Pupils aged 13+  
Once our pupils reach the age of 13, we also pass pupil information to our local authority and / or provider of 
youth support services as they have responsibilities in relation to the education or training of 13-19 year olds 
under section 507B of the Education Act 1996.  
This enables them to provide services as follows: 
 
 youth support services 

 careers advisers 

 

The information shared is limited to the child’s name, address and date of birth. However where a parent or 
guardian provides their consent, other information relevant to the provision of youth support services will be 
shared. This right is transferred to the child / pupil once they reach the age 16. 

 

Privacy Notice  -  Data Protection Act 1998 and GDPR continued 
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Data is securely transferred to the youth support service by email and telephone and is stored in a secure 
area on the school network or in locked filing cabinets or encrypted on a secure external server(safeguard). 
It is retained in line with the schools retention policy. 
 
Pupils aged 16+  
We will also share certain information about pupils aged 16+ with our local authority and / or provider of 
youth support services as they have responsibilities in relation to the education or training of 13-19 year olds 
under section 507B of the Education Act 1996. 
 
This enables them to provide services as follows:  
 
 post-16 education and training providers 
 youth support services 

 careers advisers 

 Data is securely transferred to the youth support service by email and telephone and is stored in a 
secure area on the school network or in locked filing cabinets or encrypted on a secure external server
(safeguard). It is retained in line with the schools  retention policy 

For more information about services for young people, please visit our local authority website.  
 
Department for Education 
 
The Department for Education (DfE) collects personal data from educational settings and local authorities via 
various statutory data collections. We are required to share information about our pupils with the Department 
for Education (DfE) either directly or via our local authority for the purpose of those data collections, un-
der:section 3 of The Education (Information About Individual Pupils) (England) Regulations 2013. 
 
All data is transferred securely and held by DfE under a combination of software and hardware controls, 
which meet the current government security policy framework.  
 
For more information, please see ‘How Government uses your data’ section. 

Requesting access to your personal data 

Under data protection legislation, parents and pupils have the right to request access to information about 
them that we hold. To make a request for your personal information, or be given access to your child’s edu-
cational record, contact: 
 

office@cottesloe.bucks.sch.uk 
 

You also have the right to: 
 object to processing of personal data that is likely to cause, or is causing, damage or distress 

 prevent processing for the purpose of direct marketing 
 object to decisions being taken by automated means 

 in certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed; and 

 a right to seek redress, either through the ICO, or through the courts 
 

If you have a concern or complaint about the way we are collecting or using your personal data, you should 
raise your concern with us in the first instance or directly to the Information Commissioner’s Office at https://
ico.org.uk/concerns/ 

Contact 

If you would like to discuss anything in this privacy notice, please contact: The Headteacher or the schools 
Data protection lead using : office@cottesloe.bucks.sch.uk email address 

How Government uses your data 

The pupil data that we lawfully share with the DfE through data collections: 
 underpins school funding, which is calculated based upon the numbers of children and their character-

istics in each school. 
 

Data Protection Act 1998 and GDPR continued 

https://www.gov.uk/government/publications/security-policy-framework
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 informs ‘short term’ education policy monitoring and school accountability and intervention (for ex-

ample, school GCSE results or Pupil Progress measures). 
 supports ‘longer term’ research and monitoring of educational policy (for example how certain sub-

ject choices go on to affect education or earnings beyond school) 

Data collection requirements 

To find out more about the data collection requirements placed on us by the Department for Education (for 
example; via the school census) go to https://www.gov.uk/education/data-collection-and-censuses-for-
schools  

The National Pupil Database (NPD) 

Much of the data about pupils in England goes on to be held in the National Pupil Database (NPD). 
The NPD is owned and managed by the Department for Education and contains information about pupils 
in schools in England. It provides invaluable evidence on educational performance to inform independent 
research, as well as studies commissioned by the Department.  
It is held in electronic format for statistical purposes. This information is securely collected from a range of 
sources including schools, local authorities and awarding bodies.  
To find out more about the NPD, go to https://www.gov.uk/government/publications/national-pupil-
database-user-guide-and-supporting-information 
 

Sharing by the Department 
 
The law allows the Department to share pupils’ personal data with certain third parties, including: 
 
 schools 
 local authorities 

 researchers 

 organisations connected with promoting the education or wellbeing of children in England 
 other government departments and agencies 

 organisations fighting or identifying crime 
 
For more information about the Department’s NPD data sharing process, please visit:  
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data  
 
Organisations fighting or identifying crime may use their legal powers to contact DfE to request access to 
individual level information relevant to detecting that crime. Whilst numbers fluctuate slightly over time, 
DfE typically supplies data on around 600 pupils per year to the Home Office and roughly 1 per year to the 
Police. 
For information about which organisations the Department has provided pupil information, (and for which 
project) or to access a monthly breakdown of data share volumes with Home Office and the Police please 
visit the following website: https://www.gov.uk/government/publications/dfe-external-data-shares 

 
To contact DfE: https://www.gov.uk/contact-dfe  

Data Protection Act 1998 and GDPR continued 
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Dear Parents and Carers 

 

The School has its own shop where we have tried hard to make the purchases of school uniform as straight 

forward as possible. We stock all the essential and optional items at very reasonable  prices.  

 

We recognise that for many parents and carers, school transfer is an expensive undertaking but for some it 

can cause real financial hardship. In such cases please contact the school to discuss the situation.  

 

As a school we take very seriously the issue of students arriving in the correct uniform and with the 

appropriate equipment.  Please help us maintain high standards in these areas. 

 

There will be the opportunity to buy the correct school uniform and equipment. Details on how to order will 

follow.  

 

 

Thank you in advance for your support. 

 
 
 
Mr S Jones 
Headteacher 

School Uniform 
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School Uniform 

Students demonstrate that they belong to The Cottesloe School community through the uniform that they 

wear.  It is important that students wear the correct uniform at all times and that they take pride in their 

appearance.  We firmly believe that whilst students are wearing the uniform they are representing the 

School.  The School’s dress code will be strictly enforced and no alternatives will be allowed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

* A proper plain topcoat (full or half length) which is designed to go over the blazer.  Ideally the topcoat will 

be black, grey or blue and free of all but the most discreet logos.  Hoodies and leisure tops are not 

acceptable as a top coat; duffle coats with hoods are acceptable. 

 

Cottesloe School Uniform - Dress Code 

 Shirt must be tucked into trousers/skirt. 

 Trousers should be black school type and not ‘skinny’, tight fitting, jeans or fashion type.  Leggings 

are not permitted. 

 Skirts should be black, and either pleated or straight and must be knee length with no buttons or 

splits. Skirts made from stretchy, lycra or T-Shirt type material are not permitted. 

 Trainers are only to be worn in PE lessons.  If shoes cannot be worn for medical reasons a letter 

from the family doctor will be required.   

 Shoes must be leather. Trainers and branded, casual wear are not acceptable. 

 For health and safety reasons, the heels on girls’ shoes should not exceed 4cm. 

 No jewellery, except watches, may be worn by any student - rings, bracelets, bangles, necklaces, 

etc.  If these items are worn in School they will be confiscated and parents/carers may be required 

to collect the prohibited item(s). A single set of plain studs is allowed in the ears. No cartilage 

piercings, of any type, are allowed. 

 Extreme haircuts/styles/colours will not be permitted. 

 If makeup is worn it must be minimal. 

 

All clothing must be marked with the student’s name.   

School uniform is available from the School Shop (see page 29 for opening times). 

 

Please refer to the uniform policy on the school website for images of acceptable school uniform  or contact 

the school directly.  

 

https://www.cottesloe.bucks.sch.uk/policies/1570456825.pdf  

 

 

 

 

 

 

 

Girls 

 

 

Boys 

Topcoat* 

Black blazer with School badge 

White shirt 

Clip-on School tie 

Black V-necked jumper (optional) 

Black leather shoes - no boots or trainers 

 

Black skirt or trousers 

Grey / Black / White socks or tights 

 

Black trousers 

Grey / Black socks 

https://www.cottesloe.bucks.sch.uk/policies/1570456825.pdf
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Compulsory Items 

Blazer with School Badge 
(in stock from 26” up to size 48”) 

Black £36.00 

Tie  £6.00 

Games Shirt - long sleeved Black & Gold £27.00 

Matt Shorts Black  £7.00 

PE Polo Shirt White with Black Trim £15.00 

Football / Hockey Socks Black / Gold Hoops £7.00 

Gum Shield  £3.00 

Shin Pads  £7.00 

Optional Items 

Topcoat Black £30.00 

Jumper V-Necked (up to size 40”) Black £17.00 

Micro-fleece  Black £20.00 

PE Bag  £7.00 

Drama T-shirt Black £7.00 

School Badge  £6.00 

PE Pack £50.00 

Games Shirt - long sleeved  

PE Polo Shirt  

Matt Black Shorts  

Football / Hockey Socks  

Drama 

In the interests of health and safety,  

a student’s Drama kit should not be 

their PE kit.  They can wear jogging 

bottoms, leggings or shorts, plus a t-

shirt – all preferably in dark colours.   

T-shirts with the School’s Drama logo 

are available from the School Shop. 

 

Due to the specialised flooring in the 

Drama Studios students will be 

expected to go barefoot during 

Drama. 

PE - Girls and Boys  

Compulsory Optional 

School games shirt Spiked running shoes - summer 

Black shorts Black baseball cap 

Black long socks Black tracksuit bottoms (outdoor winter wear only - black shorts 
must be worn underneath) 

White short socks Black tracksuit top / black micro-fleece 

Shin pads Black rugby cotton shorts  

Football boots Black training top 

School polo shirt Black cycle shorts (to be worn underneath shorts) 

Running shoes Black knitted hat (for exceptionally cold weather) 

Trainers (not plimsolls) Black knitted gloves (for cross country) 

Gum-shield (boys)  

School Uniform - Prices 
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The School Shop  -  Equipment | Opening Times 

Stationery Kit  £10.00 

Rough book 60p 

30cm Ruler 30p 

Eraser 15p 

Pencil sharpener (metal) 40p 

Clear plastic pencil case  £1.75 

Glue stick (40g) £1.00 

Berol handwriting pen (black) 50p 

HB pencil 30p 

Berol felt tip pens £4.00 

Roller ball pen (black) £1.00 

Stapler £1.50 

Staples £1.00 

  

Maths  

Casio FX85GTX Calculator £12.00 

Compass and 180° protractor £1.50 

Modern Foreign Languages  

Collins French dictionary (rrp £4.99) £4.50 

Echo 1 German Homework book £5.00 

   

Art Kit  £15.00 

Black fine liner pen £1.00 

2B pencil 30p 

Size 10 round brush £3.00 

Size 8 flat oil brush £2.00 

Size 6 white brush £1.50 

Coloured pencils (12 pack) £3.00 

Black ballpoint pen 20p 

Poly-holdalls A4  £2.00 

Watercolour set £3.00 

Oil pastels £2.00 

  

Collins English dictionary and  
thesaurus 

£4.50 

Please satisfy yourself that all  
garments are of the correct size 

before naming them. 

 

Details on how to order for year 7 September 2020 will follow.  

 

 

Payment by ParentPay, credit/debit card or cash please. 

 

All items are available as a kit or separately - prices as detailed above 

The School has its own shop where, in addition to school uniform, you can buy all of the above items.  We 

also stock a range of revision guides, workbooks and textbooks.  Please see our website and on-line shop 

for full details; you will find that our prices are very competitive. 

 

Open during term time: 

Monday to Friday 8.00am - 4.00pm 

All garments being returned for exchange 
or refund must be totally unmarked and 

unaltered so they can be resold.  
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ParentPay System | Electronic Communication with Parents/Carers 

The Dining Room uses a cashless catering system, which is being provided by Nationwide Retail 

Services, the leading supplier in the UK for such systems. It is a system that incorporates the latest 

technology and eliminates the need for students to carry cash. It is also biometric so there is no need to 

carry a payment card as the system will recognise the thumb of your child at the till.  Students with 

entitlement to free school meals will have their daily allowance automatically added to their account.   

 

The benefits of the system are wide ranging and apply to the School, parents/carers and students. 

Primarily, it will allow more students to use the Dining Room by reducing queuing times, but it will also 

eliminate the problems associated with students having to bring cash into school eg. loss, misuse or theft.  

Parents and carers will be able to see what their sons and daughters are eating and to be confident that 

those with allergies do not eat foods that may cause allergic reactions.      

 

The biometric system is based on fingerprint recognition technology and it works by taking measurements 

of the fingerprint, but it does not capture a complete image of the fingerprint, which means that the original 

fingerprint is not stored on the system and cannot be reconstructed from the data held. The School will not 

use this biometric information for any other reason than this system. The system will allow us to continue 

with the development of the school meal service, and will provide us with a more efficient, faster and 

ultimately better quality of service.   If you have any queries please contact Mrs Hosier in the Finance 

Office. 

 

The Protection of Freedoms Act 2012 requires schools to obtain the written consent of parents/carers 

before fingerprints or biometric information can be recorded from children under the age of 18 years.  We 

would therefore be grateful if you could please complete the consent form in the Admission Forms Booklet 

as appropriate.   

 

As part of the Induction Days in July your child will have the opportunity to have their thumb scanned.  

This will allow us to generate an account number and logging on details for ParentPay.  You will receive 

an ‘activation’ letter after this with your login details and you will then be able to access your account, via 

the School’s website.  If you refuse permission for biometric scanning, or do not return your Admission 

Forms before Induction Day, the School will not scan your child and will issue a PIN number, 

which can be used at the till to make payments.  We can arrange for your child to be scanned at a 

later date if you provide written consent. 

 

The School moved to an electronic system of communication using ParentPay in November 2011 for most 

paper correspondence and for circulating information and reminders; termly progress reports will continue 

to be posted home at the end of every term.  Please ensure that you add an up-to-date email address that 

you would like correspondence to be sent to.  Your child does not need to use the Dining Room facility or 

have money on their account in order for the information to be received.  We do hope that you will agree 

to participate in this service and that it will prove to be a faster and more efficient way to distribute 

information across the whole School Community. 

 

 

 

Mrs N Hulland 
Business Manager 
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ParentPay FAQs 

  When can I log in to my account? 

Once you have received your activation letter from school with your activation login details you’ll be able 

to activate your account and start making payments. This letter will be sent to you soon by your school. 

 

  Which cards can I use? 

ParentPay accepts MasterCard and Visa credit cards, and Maestro, Switch, Delta, Electron, Solo and 

Visa debit cards.  Some schools may limit the use of credit cards for some transactions; you will be 

informed by the school directly of any such restrictions. 

 

  Is it safe to make payments on the internet? 

Yes.  ParentPay uses leading technology to process your card transactions securely.  All communication 

with the bank is encrypted and neither ParentPay nor the school have access to your card details. 

 

 When do payments reach the Nationwide Cashless Catering System and become available to 

spend? 

The ParentPay and Nationwide Cashless Catering systems pass information to each other throughout 

the day at roughly half-hourly intervals. Therefore payments can be made in the morning and be 

available on the same day. As a rule of thumb, we would expect any payments made by 10am to be 

available in time for lunch on that day.   

 

  How can I check that it is secure? 

Standard website addresses begin with http; the address for a secure site will always begin with https.  

You will also see a padlock at the bottom/top right of the screen on our login page and after you have 

logged into your account; never enter your card details or personal data on any web page whose 

address does not start https. 

 

  What about our personal information? 

ParentPay holds a very limited amount of information about you and your child solely for the purpose of 

administering your account; however ParentPay does not use your personal information other than for 

supporting the school. We do not share or give information to any other organisations.  We operate 

under strict guidelines set out by the Data Protection Act 1998. 

 

ParentPay will NEVER contact you by phone, email or mail and ask you to divulge confidential 

information like passwords or card numbers. If you are ever contacted by someone claiming to be from 

ParentPay, please contact us immediately on 0845 257 5540. 

 

  I don’t have a home PC so how can I use ParentPay? 

Why not visit your local library, internet café or see if you can get access to a computer at work 

alternatively ask if you can use your school’s computers.  Many schools have computers available for 

parents and will be happy to show you how to use them.  It is not possible for purchases to be made in 

cash or cash handed in to School to be ‘added’ to accounts. 

 

 

For more information please visit www.parentpay.com 

or contact Mrs Hosier, School Finance Officer, on 01296 688264. 
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8.30am 

8.40 - 9.00 

9.00 - 10.00 

10.00 - 11.00 

11.00 - 11.20 

11.20 - 12.20 

12.20 - 1.20 

1.20 - 2.00 

2.00 - 3.00 

3pm 

School Opens 

Registration / Assembly 

Period 1 

Period 2 

Break 

Period 3 

Period 4 

Lunch 

Period 5 (Registration in lesson) 

School Closes 

The School Day | School Term & Inset Dates 2020-21 

Term Dates  

  Open on morning of: 3pm finish: 

Autumn Term 2020 Wednesday 2 September 
Monday 2 November 

Friday 23 October 
Friday 18 December 

Spring Term 2021 Tuesday 5 January 
Monday 22 February 

Friday 12 February 
Thursday 1 April 

Summer Term 2021 Monday 19 April 
Monday 7 June  

Friday 28 May 
Wednesday 21 July (1.30pm finish) 

Provisional Staff Training Days (Non Student Days) 

Tuesday 1st September 2020 

Monday 4th January 2021 

 

Three other dates to be decided by the school 
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The Dining Room at The Cottesloe School opened for business in 

February 2011 and has been a tremendous improvement to break and 

lunchtimes for students and staff alike.  Alliance in Partnership are the 

contractors who provide all our meals, which are nutritionally balanced and 

analysed to promote healthy eating.  The School uses a cashless payment 

system (ParentPay) to speed up the time at the tills; please see page 30 in 

this Booklet for further information about this.  We now have three points 

of sale in the school: the main Dining Room, The Grab and Go Fridge and  

the Cabin.  Recent monthly themed days have been Valentines and 

Mexican Days. 

 

Breakfast 8.15am - 8.40am   Bacon rolls, croissants, fresh fruit and drinks. 

 

Breaktime 11am - 11.20am   Choose from a selection including rolls, pan 

au chocolat, scrambled eggs, cheese on toast and croissants. 

 

Lunchtime 1.20pm - 2.00pm   Choose from a selection of snacks and hot 

meals run on a three week cycle with two choices (one vegetarian) served with seasonal locally sourced 

vegetables (example below).  Our snack range covers a selection of freshly-filled sandwiches, baguettes and 

wraps, a salad bar and jacket potatoes with various fillings.  Home-baked range of cakes and cookies, fresh 

fruit, desserts and drinks also available. 

 

The Menu is available on the school website by clicking the student tab and selecting canteen menu.  

 

 

 

 

 

 

 

 

 

 

 

The lunchtime meal will include a hot/cold meal or sandwich/panini/jacket potato, a dessert/yoghurt/piece of 

fruit and a drink.  

 

Our Pupil Premium funding is based on the number of students entitled to a free school meal and it is 

therefore important that all eligible children take up their entitlement.  As a cashless payment system is used 

at the tills students with entitlement to free school meals have their daily allowance automatically 

added to their account and this remains completely confidential. We would strongly urge you to please 

complete the Free School Meals Application Form in the accompanying School Admission Forms Booklet if 

applicable.  Please contact the Finance Office if you require any assistance.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                The Dining Room 

Free School Meals 

 
 
 
 
 
 

The Cabin 

Lunchtime Arrangements | Free School Meals 
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Peripatetic Music Tuition 

Instrumental music and singing lessons are available at The Cottesloe School during the school day and are 

provided by a range of private tutors. All peripatetic music tutors who come onto the site have enhanced DBS 

clearance organised by the School.  Prices differ dependent on the teachers, instrument taught and group/

individual lessons and range upwards from £35 per half term.   Students come out of their timetabled lessons 

to attend these lessons, which are all on a rotational timetable, ensuring students come out of a different 

lesson each week.  The following lessons will be available: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If your son or daughter would like to receive tuition in any of the instruments please contact the tutor directly 

on the above telephone numbers.  Arrangements must be made directly with them regarding payment and 

then students should see me in the Music Department in order to get a timetable for their lessons. Fees are 

paid directly to the peripatetic music teacher. If your son or daughter wishes to terminate their lessons, you 

are required to give half a term’s notice to the teacher in writing. You are expected to pay the cost of the 

lessons until the notice period expires.  

 

 

Extra-curricular music is a very important aspect of the Music Department and students who take up 

instrumental lessons are strongly encouraged to take part in the clubs that take place at lunch time within the 

Department.  We currently have an Orchestra, Choir, Ukulele Group and a keyboard club. 

 

 

If you have any queries please feel free to contact me at the School on 01296 688264. 

 
 
 
 
MISS J MAYHEW 
Head of Performing Arts Faculty             

Piano Mrs Elston 01525 792452/07999 822111 

Drums Mr Burgoyne liamburgoyne@hotmail.com 

Guitar (acoustic, electric and bass) Mr Manders www.guitarinschools.co.uk 

Singing Miss Brown 07976 530678 

Woodwind -Flute, Clarinet  Mrs Hindley paul.hindley1@sky.com 

Brass Ms Moisey 07976 299394 

Strings Mr Hart gha@bucksmusic.org 
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Contacting the School 

In order to improve the ease with which parents/carers are able to contact the School we have email 

contact forms for form tutors on the website. For general enquiries please email the school office. 

 

 

Student absence and attendance 

studentabsence@cottesloe.bucks.sch.uk 

Mrs Hardings, Attendance Officer 

 

 

General Enquiries 

office@cottesloe.bucks.sch.uk 

Mrs Woods, Headteachers PA 

 

School Uniform Shop 

shop@cottesloe.bucks.sch.uk 

 

HEADTEACHER 
Mr S Jones 

 
CHILD PROTECTION 

OFFICER 
Mrs C Hankin 

HEADTEACHER 
Mr S Jones 

Pastoral Issue 

FORM TUTOR 

HEAD OF YEAR 

ASSISTANT HEADTEACHER 
 

Child Protection 
Issue 

Subject Issue 

SUBJECT TUTOR 

HEAD OF DEPARTMENT 

First Point of 
Contact 

ASSISTANT HEADTEACHER 
WITH DEPARTMENT 

RESPONSIBILITY 



The Cottesloe School 

Aylesbury Road, Wing, Leighton Buzzard, LU7 0NY 

  

Headteacher: Mr S Jones 

  

Telephone: 01296 688264 

E-mail: office@cottesloe.bucks.sch.uk 

Web: www.cottesloe.bucks.sch.uk 

April 2020 

Prepare, Aspire, Succeed 


