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Term Dates for 2021-2022 
 

Autumn Term 2021 
Wed 1st September INSET Day - School closed 

Thurs 2nd September First Day of Term for Years 7 and 12             

Fri 3rd September First Day of Term - All Years        

Fri 17th September INSET Day - School closed 

Mon 25th October- Fri 29th October Autumn Half Term 

Fri 17th December Last Day of Term  

  

Spring Term 2022 

Tues 4th January INSET Day - School closed 

Weds 5th January Term Starts for all 

Mon 14th - Fri 18th February Spring Half Term                                                                

Fri 1st April Last Day of Term - School closes at 1:30pm 

Mon 4th April- Mon 18th April Easter/Spring Holidays 

  

Summer Term 2022 

Tues 19th April First Day of Term 

Mon 2nd May May Day Bank Holiday                                                    

Mon 30th May - Fri 3rd June Summer Half Term                                                            

Wed 20th July Last Day of Term - School closes at 1:30pm 

 

Please check the website on a regular basis as dates may be subject to change. 
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School Hours  
 

Period 1 8.45 - 9.45 
Period 2 9.45 - 10.45 
Tutor / Break (Y8, 10, 11 & 13) 10.45 -11.10 / 11.10 – 11.30 
Tutor / Break (Y7, 9 & 12) 10.45 – 11.05 / 11.05 – 11.30 
Period 3 11.30 -12.30 
Period 4 12.30 – 13.30 
Lunch 13.30 – 14.15  
Period 5 14.15 - 15.15 
Twilight – Clubs/Catch Up 15.15 

 

A student is late if he/she is not present in the tutor room when the bell rings for the start of the 
session.  Punctuality checks are made on a regular basis and students arriving late will be 
detained for 20 minutes at lunchtime.  Parents are requested to impress on their children the 
importance of being at school on time.  Repeated lateness will result in a student being detained 
after school. 

 

If you arrive late you need sign in at reception before heading to your next lesson. This is for 
students who come in late at any time of the day.  If you are leaving early for an approved 
appointment or for Home Study then you will need to sign out.  Every attempt should be made 
to arrange appointments outside of school hours where possible. 
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Attendance / Absence  
Regular attendance is an important factor in the progress of students and the co-operation of 
every parent is requested in this matter. 
 
Unplanned absence 
Parents must notify the school on the first day of an unplanned absence – for example, if their 
child is unable to attend due to ill health – by 8.45 or as soon as practically possible  
To notify the school of unplanned absence a call (01279 6031300 or email 
(sixthformabsence@leventhorpe.net) must be made to Ms. Bartlett, Sixth Form Support Officer, 
who will mark the register accordingly.  
Calls can only be made by a Parent/Carer on behalf of their child. A student is not permitted to 
call in to report absence themselves even if they are 18 or over. If it is suspected that a student 
has self-authorised then further clarification will be sought from a Parent/Carer.  
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 or if illness is causing absence in excess of 5 days 
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 absence 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. 
However, we encourage parents to make medical and dental appointments out of timetabled 
lesson times where possible. Within the sixth form students have study periods and it is 
expected that any appointments would be made during these times if an appointment cannot 
be made out of school hours 
Where this is not possible, the student should be out of school for the minimum amount of time 
necessary. All students are expected to inform their teachers of any absence and request the 
class notes.  
As with absence owing to illness, notification of all pre-planned dental or medical appointments 
must be given to Ms. Bartlett.  
 
Unauthorised absence 
Absence will not be authorised unless parents have provided a satisfactory explanation and 
that it has been accepted as such by the Director of Sixth Form 
Examples of unsatisfactory explanations include: 

• A student’s/family member’s birthday  
• Closure of a sibling’s school for INSET or other purposes 
• “Couldn’t get up” 
• Illness where the child is considered well enough to attend school 
• Family holidays 
• Paid work/job 
• Driving lessons  

mailto:sixthformabsence@leventhorpe.net
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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 Head of Year (HoY) will analyse attendance data fortnightly. 
 
Students who consistently fall below 90% attendance shall be placed onto an attendance report 
and will need to report to their HoY daily. The HoY shall make the decision relating to which 
students should be placed onto an attendance report and shall inform Parents/Carers.  
Whilst on attendance report students are not permitted to have access to Home Study 
arrangements and will need to spend all non-timetabled sessions in supervised study.  
 
If a student is placed onto an attendance report for a second time and/or a report shows no 
impact on improving rates of attendance then the Director of Sixth Form shall be informed and 
a meeting arranged with Parents/Carers to agree next steps.  
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Study Periods / Use of phones 

 

Students will have study periods throughout the week whereby they are not in 
timetabled lessons. During this time it is expected that students are able to work 
independently to make the best use of their time. Phones are only allowed to be 
accessed whilst in the common room. They have the option of where they work: 

 

 

 
 
 
The mezzanine area of the LRC and adjoining 
computers are available for silent study at any time 
of the day. Students are permitted to work on their 
own personal laptops if they wish.  
Phones are not permitted within the LRC 

 
 
 
 
 
 
 
The common room is available for students to 
study in throughout the school day. The Sixth Form 
café is situated within the common room and 
students are welcome to purchase food and drink 
at any point. The café accepts contactless 
payments alongside the student Vericool 
accounts. This area is for study that is more 
‘informal’ whereby it may be necessary to talk to 
other students. Whilst students are allowed to 
access their phones whilst in the common room, 
they may only be used for work reasons. If a 
student is found using their phone to access any 
form of social media / Netflix etc. then their phone 
will be confiscated and not returned for 24 hours.  

 
 
 
 
 
All students will have a minimum of 2 hours a week of supervised study. During these 
sessions it is expected that students are responsible for the work that they bring to get 

on with. There will not necessarily be access to computers during these periods and 
therefore the appropriate resources such as note taking / reading etc. must be 

organised by the student. 
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Independent Study 
 
Alongside lessons, it is expected that students will spend a significant amount of time in  
Independent study. This is often the most challenging part of the transition to Post 16 study 
and therefore expectations need to be clearly communicated right from the start.  
 
A general guideline of time is usually expressed as 4 hours per subject per week of 
independent study. The tasks completed during this time needs to be managed by the student 
but could consist of: 
 
Homework tasks set by the teacher 
Reading 
Creating revision notes 
Summary of a lesson taken that day 
Research 
Practice papers / questions 
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How Can I Support My Child’s Learning?  
No-one cares more about the learning of a child than his or her parent or carer, but as a school 
we know it can be hard to know how to help your child get the best from their educational 
opportunities.  Below we have tried to give you a few ideas about what you might do and say 
to support your child as they learn with us at Leventhorpe.  
The first thing to note is that we are trying to develop young adults who are self-reliant and so 
parents can best help their child by encouraging self-reliance.  Here are a few ideas that you 
might be able to use:                                                                           
 
1. Always express the view that it is how hard your child works that really matters.  Any child 

will become complacent if you tell them they are clever without having to work hard at it.  
Learning is like exercise, it has to be a bit strenuous if it is going to be effective. 
 

2. Remind your child that going to an outstanding school creates a good environment for 
learning but that he or she is the person who actually does the learning.  They will not 
progress as fast as they could if they are not working hard. 
 

3. Always express the view that your child is responsible for their learning and in control of 
it.  Ofsted have told us that Leventhorpe is “outstanding” but that does not mean 
everything is perfect.  If your child blames others or circumstances if things do not go so 
well, then they will drift into habits of not taking responsibility. 
 

4. Be conscious that the transition to Sixth Form can be challenging.   Your child will need 
some help at first with managing their time and forming good study habits. 
   

5. Encourage your child to catch up on work missed if they have been away.  Because 
teachers are teaching and preparing lessons for classes, they do not always have time to 
send work home to an individual child if they are away (the exception would be a serious 
illness or hospitalisation).  For this reason please encourage your child to try to catch up 
by asking friends what they have missed. 
 

6. There is a clear statistical connection between good attendance at school and academic 
and career success.  For this reason, do not take your child out of school unless it is 
unavoidable.  Also, be confident and send your child to school if they just seem to be “off 
colour”; we have trained staff who can manage sickness and let you know later in the day 
if things get worse, so, if in doubt, please do send your child to school. 
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Dining Facilities at Leventhorpe 
We pride ourselves in offering our students an extensive variety of food and drink at 
Leventhorpe. We manage our offer alongside the Government regulations for school food and 
we ensure our food is of the highest quality. We have our own standards which we maintain 
across all our services too; fresh eggs used are free range, seasonal fruit and vegetables are 
sourced from the UK and where possible locally, and with the exception of lamb (sourced mainly 
from New Zealand) our fresh meat is also sourced from the UK.  Parents are asked to support 
the school in encouraging students to eat a hot, healthy and balanced lunch each day and our 
HOT DEAL still remains the best value for money.   

 
Catering Services 

From our main Dining Room and the external FOOD CUBE, ‘DOUBLE DECKER DINER’ and 
newly established ‘HUB’ we offer three services during the school day. Breakfast service 
remains popular with all our ‘early birds’ and anyone who has missed their breakfast will enjoy 
an extensive array of items, offered during our mid-morning service. 
 
Whether you have time for a plated hot lunch in our Dining Room (HOT DEAL) or simply prefer 
a ‘Grab & Go’ lunch from the FOOD CUBE, HUB or DOUBLE DECKER DINER (D-D Diner), 
we know there will be something for everyone.  
 

Cashless Catering 

At Leventhorpe we operate a “fingertip cashless catering service” which enables parents to pay 
for food in advance online via ParentPay. Once enrolled and accounts have been set up, 
students will place their enrolled finger on a fingertip scanner at each till point to make a 
payment for their food.  

 

In the Sixth Form café students will also have the option to use contactless payment. 

 
 

6th Form Café Open from 8.00 – 14.30 daily 
Serving Fresh Coffee, Hot & Cold Snack & Lunch items plus much more …. 

 

 
 

 
 
 
 



 10 

Transport to School 
Public Transport 
Arriva in Herts and Essex, Harlow to Stansted Airport via Old Harlow, Sawbridgeworth and 
Bishop’s Stortford. Routes 508, 509 & 510. Please visit the following website for details of  
stops:www.arrivabus.co.uk/herts/essex  
 
Transport from Church Langley, North Weald and Epping is provided on payment by 
Trekkers on 07778 211281 or 01279 416880.  This arrangement is between parents and the 
company, not the school. 
 
Transport from Essex – Essex Local Authority provides transport from Hatfield Heath, Hatfield 
Broad Oak, The Hallingburys, Sheering and The Rodings.  Contact Passenger Transport Team 
on 0345 603 2200 / email Passenger.Transport@essex.gov.uk or visit the following website for 
more information: https://www.essex.gov.uk/Education-Schools/Travel-
School/Pages/Mainstream-Secondary-School.aspx 
 
Transport within Hertfordshire – Very few children residing in Hertfordshire are able to get 
free school transport. Please visit https://www.hertfordshire.gov.uk/services/schools-and-
education/school-admissions/home-to-school-transport/home-to-school-transport.aspx for 
more information. 
 
There are several saver schemes running: The spare seats scheme is available for 
Hertfordshire students who are eligible for free home to school transport. Alternatively, the 
Hertfordshire Saver card entitles the holder to half price fares any time on all local bus services 
within Hertfordshire. Full details and information on how to apply are detailed on the above 
website. 
 
Driving 
If students have access to their own car they will need to find public parking in Sawbridgeworth. 
Permits for parking on school site for exceptional circumstances can be discussed with the 
school.    Any car not displaying a permit that is parked on school site (this includes the 
swimming pool car park) will be asked to move and parents contacted.  
If parking on residential streets such as School Lane, students must be mindful and considerate 
of any residents by ensuring they are parked legally and safely.  
 
Bicycles – Students who wish to travel by bicycle may do so providing they wear a safety 
helmet and cycle with care and consideration for other road users. Accommodation for bicycles 
is provided, although we cannot accept responsibility in cases of damage or theft.  Periodic 
checks of cycles are made by the police.  A cycle rack is available by the main students’ path 
into school and there is covered accommodation behind the pool. 
 
Pedestrians – Pedestrians are requested to use the pelican crossing when approaching the 
school via the east side of the A1184, and should keep to the pavements when accessing 
school buildings, not walk on roadways.  For their own safety students should not walk in 
through the main car park entrance – this is intended for car/coach/lorry use.  

http://www.arrivabus.co.uk/herts/essex
mailto:Passenger.Transport@essex.gov.uk
https://www.essex.gov.uk/Education-Schools/Travel-School/Pages/Mainstream-Secondary-School.aspx
https://www.essex.gov.uk/Education-Schools/Travel-School/Pages/Mainstream-Secondary-School.aspx
https://www.hertfordshire.gov.uk/services/schools-and-education/school-admissions/home-to-school-transport/home-to-school-transport.aspx
https://www.hertfordshire.gov.uk/services/schools-and-education/school-admissions/home-to-school-transport/home-to-school-transport.aspx
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Emergency School Closure 

On rare occasions (e.g.severe weather conditions) the school may have to close. Once the 
decision to close the school has been made, a message is placed on our school answer phone 
system (01279 836633) and information is placed on the Leventhorpe website. The school will 
also use Schoolcomms to send text messages to parents. Where public examinations are 
affected, exceptional arrangements may be made so that, if possible, these can still take 
place.  If in doubt please presume that we are open. 
 

School Premises and Grounds 
The school owns the entire site on which it is situated, including the extensive pitches and fields.  
These areas are not available to the public at any time, other than the Leisure Centre, the 
swimming pool and the associated car parks when the Leisure Centre and pool are open to the 
community.  However, we always welcome those who wish to support official school matches 
or events.  We seek parental co-operation in this matter to help the school maintain the security 
of its site and facilities for the benefit and safety of our students.  If you do visit the school please 
enter via the main reception so that you can be given a visitor ID badge. 
 

Parking at Leventhorpe 
 
Car parking at Leventhorpe can be a problem. We urge all parents to help us ensure student 
safety and the smooth running of the school by adhering to the following: 
 

• Please try to drop off or pick up your child at some distance from the school – they 
will benefit from a 5 or 10 minute walk at the beginning and the end of the day and 
this will alleviate congestion. 
 

• If on occasions you do need to use the school car park in front of the Swimming Pool, 
please only use the designated parking bays, particularly at the end of the school 
day. 
 

• Please do not use the school’s site as a short-stay car parking area whilst waiting to 
deliver a younger child to primary school – this causes problems for our staff who 
need to park there. 
 

• Please do not use the staff car park, the Leisure Centre car park or the bus 
circle in front of the school at the end of the school day.  If you need to pick up 
your child from the front car park because of a disability then please write to the 
Headteacher to request a parking permit. 
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End of the School Day – Car Pick Up 
Arrangements 
 
As part of our ongoing effort to minimise disruption to traffic and our neighbours in School 
Lane at the end of the school day we have created two lanes at the main driveway of the 
school.   
 
We open the gate that connects the swimming pool to the main car park at approximately 
3.45pm each day. Parents travelling towards Bishop’s Stortford may drive through this gate 
into the main school car park. This enables traffic travelling in the direction of Bishop’s 
Stortford to use the lane system to turn left more easily.  Sawbridgeworth and Harlow bound 
traffic should continue to use the swimming pool car park. 
  
Whilst we appreciate that space in the car park can be limited please do ensure that you park 
within highway regulations and be mindful of our neighbours who reside in School Lane.  In 
particular please refrain from parking across driveways or on double yellow lines and please 
do not block the swimming pool gate.  
 
At parent consultation meetings and on other occasions when you come into school to meet 
your children (from extra-curricular activities for example), please park in the marked spaces 
and do not block the bus or coach areas - particularly important if groups have been out by 
coach. 
 
Do not park on the grass areas.  On those exceptional occasions when we may have to use the 
grass, signs will indicate this and stewards will be available to help you park appropriately.  We 
like to keep our grounds and surroundings as pleasant as possible for the benefit of the whole 
community.  

 
Student Car Parking 
 
We appreciate that students within the Sixth form may wish to drive their own cars to school. 
However, parking for students is extremely limited and we cannot guarantee any parking for 
students on the school site or within the swimming pool car park. Whilst there continues to be 
construction work on the school grounds, parking is more limited than normal and so priority 
is given to staff. Upon completion of the construction works the situation will be reviewed.  
 
If a student has no other alternative other than to drive themselves to school, they are 
responsible for finding safe and legal parking within Sawbridgeworth. Parking on School Lane 
is also not advised owing to residents needing access during the day.  
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Sixth Form Dress Code  
 
At Leventhorpe we have a sixth form dress code, rather than a uniform.  We do this because 
we believe our young people need to develop good judgement about the way they dress for 
life and work.  The look of the Leventhorpe Sixth Form is “smart business” with our 
expectation for the Sixth Form to set a good example to the lower school. We expect our 
students to dress within the guidance below: 
 

• Formal trousers 
• Suit jacket 
• Formal shirt 
• Tie 
• Formal dark shoes (heavy boots and trainers are not appropriate) 
• Formal business style dress, skirt suit or trouser suit.  Skirts or dresses should be 

professional and appropriate in terms of fit and length  
• Suit jacket 
• Formal blouse / top which must cover the shoulders (see through fabrics should have 

vest or slip beneath, t-shirts and thin strapped vests alone are not appropriate)  

 
All Sixth form students must wear their Leventhorpe lanyard at all times. Any student not 
wearing a lanyard will be asked to go home to collect it or to get a parent/carer to bring it into 
school. 
Hair colours should be natural and cuts not extreme. 
Piercings are limited to two in each ear and should be small hoops or studs. A single small 
nose stud is allowed. Enlarged piercings are not appropriate.   
Hair covering for the purpose of religious observance is welcomed. 
 

 

 
The final arbiters of what constitutes acceptable dress are the Senior Leadership 

Team.  We reserve the right if an individual makes repeated poor choices of dress, to 
send them home to change. 
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Higher Education and Futures 
University Application - Supporting Documents 
All of our students applying to university will need to produce a strong personal statement. To 
support with this process all students are given the opportunity to attend a Personal Statement 
writing workshop as well as travel to the UCAS conference in June. Students will be signing up 
for their UCAS accounts in school. We shall also be hosting a Parents Information Evening 
whereby we shall provide step by step instructions to Parents in how to help their child with the 
UCAS process. 

 
Careers Advice 
Mrs Blair-Park is our in school Careers advisor. She is able to provide unbiased advice to all 
sixth form students, providing them with information on the many pathways open to them post 
18.  

 
Work Experience 

All Yr 12 students will undertake a week of work experience during the second term. Work 
experience is an opportunity for young people to learn and practise some of the skills they need 
to succeed in the business world. It supports their personal growth by: 

• Developing social skills, increasing confidence and promoting a sense of responsibility 
and independence; 

• Providing valuable and realistic insight into the world of work and up to date practices; 

• Providing information to help inform their decision-making about the future career plans 
and may in some cases lead to offers of part-time employment. 

 

Apprenticeship support  

Increasingly more and more students are 
choosing to look into apprenticeships as 
well as or instead of university. We have 
developed a programme of talks from 
different apprenticeship providers that 
runs throughout the year. This will ensure 
that all students are fully informed of all 
potential opportunities available.  
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Support for students applying to Oxbridge / 
Leading Universities 
 
 

Tailored and specific support is provided for those students who are aiming to secure places at 
Leading Universities: 

 - Trip to an Oxbridge college within the first term of year 12 

- Identification of students through Yr 12 performance by Easter 

- Oxbridge mentor to support with the application process 

- ‘Leading university’ Seminar in the summer term of Year 12 

- Teaching and Learning activities provided specifically targeting A/A* responses 

- Mock Oxbridge interviews conducted to support in the preparation for interviews.  
 

Useful links 
FutureLearn: https://www.futurelearn.com 
Allows students to undertake independent study beyond their A-Levels, to help their university 
applications stand out. 

 
Unifrog: https://www.unifrog.org/ 
All students will set up a Unifrog account. This service is invaluable and provides a diverse 
range of ways of searching and ranking courses at universities and colleges across the UK, 
and also an apprenticeship search tool. 
 

https://www.futurelearn.com/
https://www.unifrog.org/
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The Prefect System 
 
The Prefect Team at Leventhorpe is an excellent way for students to develop their skills and 
give something back to the school community. It is a wonderful experience and helps to provide 
tangible opportunities at showing leadership and team work.  
 
The structure allows for 2 Head students with 4 Deputies. The rest of the senior prefects are 
then responsible for specific committees. These senior roles are allocated towards the end of 
Year 12 following on from the departure of Year 13. There will also be the opportunity for year 
12 to support each of the committees from October.  
 
 

Mental Health in our Sixth Form   

 
Having a conversation about our mental health is a normal and useful thing to do. It is estimated 
by the charity Mind that around 1 in 4 people will experience a mental health problem during 
the course of a year, and for 1 in 6 people they experience a common mental health problem 
in any given week. It is also important to recognise that we are a community of teachers, 
students and support staff, and a strong community is one that communicates well with one 
another.  
 
At Leventhorpe we value the Mental Health of all students and staff and work together to 
support positive self-worth and mental wellbeing.  
 
Within the Sixth form we are continually striving to support all aspects of our students’ growth 
into adulthood. Below are some tips to help support students if they are feeling low.  
 
1)  Personal Resilience 
One of the first things to recognise is that even if you are feeling overwhelmed by your workload 
or by personal issues; there are plenty of times that you will have demonstrated resilience and 
coped with adverse situations. Reminding yourself and rewarding yourself for your own 
resilience is one way to manage the regular difficulties of your life. You have shown that you 
can cope in a range of situations, and in fact you can be your own best helper at the first stage. 
Have a read through the following two articles on resilience training for students: 
https://www.theguardian.com/teacher-network/2016/jan/12/science-resilience-how-to-teach-
students-persevere 
http://www.wholechildeducation.org/podcast/is-resilience-the-secret-to-student-success 
 

https://www.theguardian.com/teacher-network/2016/jan/12/science-resilience-how-to-teach-students-persevere
https://www.theguardian.com/teacher-network/2016/jan/12/science-resilience-how-to-teach-students-persevere
http://www.wholechildeducation.org/podcast/is-resilience-the-secret-to-student-success
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2)  Understanding Mental Health and Finding Help 
If you believe that your own mental health needs have gone beyond 
self-management, reading self-help and so on, you can 
seek some more specialist advice 
through https://youngminds.org.uk/find-help/ or via the 
‘Booklets for young people’ or ‘Useful contacts’ sections 
at https://www.mind.org.uk/information-support/guides-to-
support-and services/children-and-young-people/ 

 
Understanding mental health also means understanding when something has gone beyond a 
normal or typical experience. As an example, understanding anxiety is something most people 
can relate to. It is important to realise that anxiety is a normal physiological response to certain 
situations – a looming deadline or an overdue piece of work, an upcoming exam or driving test 
for example. In some situations this can even be helpful, getting you to focus and work hard. 
However, an anxiety disorder is when you get anxious for a wide variety of reasons that are not 
typical for other people, or your stress-response becomes overwhelming (hyperventilating, 
crying, scratching yourself etc.). It is if you recognise elements from these more serious types 
of signs that you should look to find further help. 
 
 
3)  Approaching your teachers, peers or parents  
Whilst a common trait with mental health issues is to bury or hide it inside, it is much healthier 
to have a conversation with a peer, friend, parent or a teacher. The hardest part is getting the 
conversation started. 
You will frequently find that the response of the other person will remind you that there are 
those who care about and are interested in you, and will help you to see your way to managing 
the issues more clearly. It can help to start with some more general terms such as: 
“I’ve been having a bit of difficulty with…”  
or  
“I’m feeling quite low”. 
It may be useful to specify you would benefit from 5 minutes to have a quiet chat, when they 
are likely not to be distracted by other people or in a busy place. Once this is out in the open 
the conversation will become a two-way street and you will find it progresses more 
easily.  Some useful resources and guidance on how to talk about mental health can be found 
at  
https://www.time-to-change.org.uk/talk-about-mental-health/telling-someone-about-your-
mental-health-problem 
 
4)  Normalise the conversation  
Remember that the more we talk about Mental Health in general and the more familiar we all 
become with the issues, the easier those conversations will be. Normalising discussion of 
mental health rather than treating it as taboo, or embarrassing, is of benefit to us all.  If, in the 
future, it happens to be you facing such challenges, the means of dealing with the problems 
and finding the right help should be more apparent and the conversations with others of more 
benefit. 
 

https://youngminds.org.uk/find-help/
https://www.mind.org.uk/information-support/guides-to-support-and%20services/children-and-young-people/
https://www.mind.org.uk/information-support/guides-to-support-and%20services/children-and-young-people/
https://www.time-to-change.org.uk/talk-about-mental-health/telling-someone-about-your-mental-health-problem
https://www.time-to-change.org.uk/talk-about-mental-health/telling-someone-about-your-mental-health-problem
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5)  Healthy Relationships 
If you are concerned about your relationship or that of a friend, and suspect that, it may be 
having a negative impact on emotional wellbeing, or even reach the extent of including 
emotional abuse, then explore the information, found at https://www.safe-
services.org.uk/tender and talk to someone to express your concerns and feel less alone in 
confronting the problem. 
 
 
 
6)  Getting professional help 
If you have a feeling that you need urgent help or that you feel so low, angry or upset that you 
have considered harming yourself, then the best way to get help quickly is by going to your GP 
and asking if they can refer you for psychiatric support. 
 
 
Support within school: 
 
Pastoral Team 
Within the Sixth form team there are a number of members of staff who are trained to support 
all students in whatever way is necessary. The key members for Year 12 will be your form tutor, 
Mrs Bartlett, Head of Year 12 Mrs Gower and Mrs Crosby, the Director Sixth Form 
 
PSHE (Personal Social Health Education) 
The PSHE curriculum has been designed to offer worthwhile and useful life lessons. These will 
include specific sessions on strategies to support the maintenance of positive mental health 
and how to cope when life seems challenging.  
 
School Counsellor 
Sometimes there is a need to seek more professional help and this is when we may be able to 
refer a student to our in school counsellor.  
 
Enrichment 
Sessions will be provided for the whole year group that will explore issues on mental health, 
drugs and alcohol education from visiting speakers and other professionals.  
 
Exam Access arrangements 
If you have received exam access arrangements during Year 11 you will be able to apply for 
consideration of similar arrangements during Years 12 and 13. You will be provided with more 
details at the start of term and should apply directly to the SENCO. 
 

 

 

https://www.safe-services.org.uk/tender
https://www.safe-services.org.uk/tender
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ICT Code of Conduct for Students 
ICT Code of Conduct for Students 

Use of the Leventhorpe School computer system is covered by the Computer Misuse Act 
(1990). This means that any unauthorised or inappropriate use of the computer system is a 
criminal offence and so any violation of this code of conduct will be treated appropriately.  

All items connected to the computer system of the school, even temporarily, become part of 
the computer system of the school and so are subject to the same restrictions.  
Students at Leventhorpe are expected to follow the code below when making use of the ICT 
facilities provided by the school. 

Use of Computer Systems 

I will only use ICT systems in school, including the internet, e-mail, educational games, digital 
video, and mobile technologies for school purposes  

• I will not download, install or adjust system configurations or software on school 
technologies  

• I will not bring in, access or download through any means (removable media, online 
storage, email or any other means) code / programs / scripts that are not first 
checked by the IT department 

• I will only log on to the school network, other systems and resources with my own 
user name and password and will not reveal my passwords to anyone else  

• I will not tamper with a computer being used by another user at any time  
• I will respect the schools ICT equipment and its environment at all times.  Eating and 

drinking is prohibited in ICT Classrooms. 
• I will make sure that all ICT based communications with other students, teachers or 

others is appropriate and transparent. 
• I will only access, or attempt to access, shared areas and resources I have been 

given permission to use  
• I will not connect electronic equipment to the school network unless consent is given 

from the network manager.  ICT Equipment has to be regularly tested to comply with 
the Health and Safety at Work Act  

• I will not give out any personal information such as name, phone number or address 
through ICT based communication.  I will not arrange to meet someone unless this is 
part of a school project approved by my teacher  

• Images of other students and / or staff will not be taken, stored or used without 
explicit consent from your subject teacher and head of department  

• I will not store inappropriate material on the school’s ICT computer systems  
• I will report any misuse of technology and unpleasant, unsuitable or offensive material 

sent to me  
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Use of the Internet 

• I will be responsible for my behaviour when using the Internet.  This includes 
resources I access and the language I use  

• I will not access or attempt to access any service or software that could be used to 
bypass school security or filtering systems 

• I will not attempt to use encryption and or message embedding software to hide my 
communication with other users/students 

• I will not use the internet or access e-mail during lessons unless permission is given 
by my teacher  

• I will not deliberately browse, download, upload or forward material that could be 
considered offensive or illegal.   If I accidentally come across any such material I will 
report it immediately to my teacher  

• I will ensure that my online activity, both in school and outside school, will not cause 
my school, the staff, students or others distress or bring the school into disrepute  

• I will support the school approach to online safety and not deliberately upload or add 
any images, video, sounds or text that could upset any member of the school 
community  

• I will respect the privacy and ownership of others’ work on-line at all times  
• I will not attempt to bypass the internet filtering system  
• I understand that all my use of the Internet and other related technologies are 

monitored and logged and can be made available to my teachers  

Finally… 

• I understand that the code of conduct above are designed to keep me safe and that if 
they are not followed, school sanctions will be applied and my parent / carer may be 
contacted.  

School sanctions for misuse of the internet (depending on severity) 

 Removal of internet access privileges for a fixed period of time  
 Permanent removal of internet access  
 Removal of computer accounts for a fixed period of time 
 Permanent removal of computer access.  

*** Permanent removal of access to school computers may affect the subjects you can study *** 

Students and their parents/carers are expected to agree to this code of conduct on entry to 
Leventhorpe School and to review it every year on the School website. 
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Parent/Carer ICT and Social Media Agreement 

I/We have discussed this agreement with my child and have highlighted the associated risks 
when accessing the internet, mobile and digital technologies and agree to support my child in 
full. 

I/We also agree not to share school related information or images online or to post material 
that may bring the school or any individual within it into disrepute, including on social media 
forums. 

The school may choose to set up social media sites, blogs or have some other online 
presence in its name.  Parents/carers however do not have the right to set up any site, page, 
chat group or any other online presence that uses the school’s name or logo in any form, or 
which undermines school staff. 

Rather than posting negative material online, any parent/carer who is concerned about any 
aspect of the school should make contact with the school so that the school can address their 
concerns. 

Parents/Carers are encouraged to report breaches of the above so that we can protect the 
reputation of the school, staff, students and parents. 
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Privacy Notice 

Leventhorpe School collects a lot of data and information about our students so that we can 
run effectively as a school. This privacy notice explains how and why we collect students’ 
data, what we do with it and what rights parents and students have. 
 
Leventhorpe School is a mixed comprehensive secondary school (11 – 18) situated in the 
town of Sawbridgeworth, Hertfordshire. It is operated by Rivers Multi Academy Trust. The 
Trust is the Data Controller for the school. 

Why do we collect and use student information? 
We collect and use student information under the following lawful bases: 
 

a. where we have the consent of the data subject 
b. where it is necessary for compliance with a legal obligation 
c. where processing is necessary to protect the vital interests of the data subject or 
another person 
d. where it is necessary for the performance of a task carried out in the public interest 
or in the exercise of official authority vested in the controller 

 
Where the personal data we collect about students 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 provide for suitable and specific 
measures to safeguard the fundamental rights and the interests of the data subject. 

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

a. to decide who to admit to the school 
b. to maintain a waiting list 
c. to support student learning 
d. to monitor and report on student progress 
e. to provide appropriate pastoral care 
f. to assess the quality of our services 
g. to comply with the law regarding data sharing 
h. for the protection and welfare of students and others in the school 
i. for the safe and orderly running of the school 
j. to promote the school 
k. to communicate with parents / carers. 
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The categories of student information that we collect, hold and share include: 
 

a. Personal information (such as name, unique student number and address); 
b. Characteristics (such as ethnicity, language, medical conditions, nationality, 
country of birth and free school meal eligibility); 
c. Attendance information (such as sessions attended, number of absences and 
absence reasons) 
d. Assessment information 
e. relevant medical / child protection / safeguarding information 
f. special educational needs information, 
g. exclusions 
h. behavioural information 
i. information about criminal proceedings 
j. post 16 learning information 
k. careers / work experience information 

 
From time to time and in certain circumstances, we might also process personal data about 
students, some of which might be sensitive personal data, including information about criminal 
proceedings / convictions, information about sex life and sexual orientation, child protection / 
safeguarding. This information is not routinely collected about students and is only likely to be 
processed by the school in specific circumstances relating to particular students, for example, 
if a child protection issue arises or if a student 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 students 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 students. 

Collecting Student Information 

Whilst the majority of student information you provide to us is mandatory, some of it is provided 
to us on a voluntary basis. In order to comply with the General Data Protection Regulation, we 
will inform you whether you are required to provide certain student information to us or if you 
have a choice in this. Where appropriate, we will ask parents and/or students for consent to 
process personal data where there is no other lawful basis for processing it. Parents / students 
may withdraw consent at any time. 
When students are deemed to be old enough to make their own decisions in relation to their 
personal data, we will also ask the student for their consent in these circumstances. This will 
usually be around the age of 13. Although parental consent is unlikely to be needed, we wish 
to take a collaborative approach so we will keep parents informed when we are approaching 
students for consent up to the age of 16. Students with the maturity to make their own decisions 
about their personal data may withdraw consent if consent has previously been given. 
 
In addition, the School also uses CCTV cameras around the school site for security purposes 
and for the protection of staff and students. CCTV footage may be referred to during the 
course of disciplinary procedures (for staff or students) or investigate other issues. CCTV 
footage involving students will only be processed to the extent that it is lawful to do so. 
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Storing Student Data 
We hold student data in accordance with our records retention policy.  Student records are 
generally kept until the student moves to another school or until the student reaches 25 years. 
 
A significant amount of personal data is stored electronically, for example, on our MIS database. 
Some information may also be stored in hard copy format. Data stored electronically may be 
saved on a cloud based system which may be hosted in a different country. Personal data may 
be transferred to other countries if, for example, we are arranging a school trip to a different 
country. Appropriate steps will be taken to keep the data secure. 

Who do we share student information with? 
We routinely share student information with: 
 

• schools that students attend after leaving us 
• our local authority Hertfordshire Local Authority 
• a student’s home local authority (if different) 
• the Department for Education (DfE) 
• school governors / trustees 
• the central team at Rivers Multi Academy Trust 
• exam boards 
• School nurse and other health service providers 

 
From time to time, we may also share student information other third parties including the 
following: 
 

• the Police and law enforcement agencies 
• NHS health professionals including the school nurse, educational psychologists 
• Education Welfare Officers 
• Courts, if asked to do so 
• the National College for Teaching and Learning 
• the Joint Council for Qualifications 
• Prevent teams in accordance with the Prevent Duty on schools 
• other schools, for example, if we are negotiating a managed move and we have your 

consent to share information in these circumstances 
• our HR providers, for example, if we are seeking HR advice and a student is involved 

in an issue 
• UCAS 
• our legal advisors 
• our insurance providers 
• School nurse 
• NHS 
• DfE 

 
Some of the above organisations may also be Data Controllers in their own right in which case 
we will be jointly controllers of your personal data and may be jointly liable in the event of any 
data breaches. 
 
In the event that we share personal data about students with third parties, we will provide the 
minimum amount of personal data necessary to fulfil the purpose for which we are required to 
share the data. 
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Aged 14+ qualifications  
For students enrolling for post 14 qualifications, the Learning Records Service will give us a 
student’s unique learner number (ULN) and may also give us details about the student’s 
learning or qualifications. 
 
Why we share student information 
We do not share information about our students with anyone without consent unless the law 
allows us to do so. 
 
We share students’ data with the Department for Education (DfE) on a statutory basis. This 
data sharing underpins school funding and educational attainment policy and monitoring. 
We are required to share information about our students with the (DfE) under regulation 5 of 
The Education (Information About Individual Students) (England) Regulations 2013. 
 
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. 
 
Youth Support Services 
What is different about students aged 13+? 
Once our students reach the age of 13, we also pass student 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 

 
A parent / guardian can request that only their child’s name, address and date of birth is passed 
to their local authority or provider of youth support services by informing us. This right is 
transferred to the child / student once he/she reaches the age 16. 
 
Our Students aged 16+ 
We will also share certain information about students 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. 

 
For more information about services for young people, please visit 
https://www.hertfordshire.gov.uk/home.aspx 
 
 
 
 
 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.hertfordshire.gov.uk/home.aspx
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The National Pupil database (NPD) 
The NPD is owned and managed by the Department for Education and contains information 
about students 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. 
 
We are required by law, to provide information about our students to the DfE as part of statutory 
data collections such as the school census and early years’ census. Some of this information 
is then stored in the NPD. The law that allows this is the Education (Information About Individual 
Students) (England) Regulations 2013. 
 
To find out more about the student information we share with the department, for the purpose 
of data collections, go to https://www.gov.uk/education/data-collection-and-censuses-for-
schools. 
 
To find out more about the NPD, go to https://www.gov.uk/government/publications/national-
student-database-user-guide-and-supporting-information. 
 
The department may share information about our students from the NPD with third parties who 
promote the education or well-being of children in England by: 
 

• conducting research or analysis 
• producing statistics 
• providing information, advice or guidance 

 
The DfE has robust processes in place to ensure the confidentiality of our data is maintained 
and there are stringent controls in place regarding access and use of the data. Decisions on 
whether DfE releases data to third parties are subject to a strict approval process and based 
on a detailed assessment of: 
 

• who is requesting the data; 
• the purpose for which it is required; 
• the level and sensitivity of data requested; and 
• the arrangements in place to store and handle the data. 

 
To be granted access to student information, organisations must comply with strict terms and 
conditions covering the confidentiality and handling of the data, security arrangements and 
retention and use of the data. 
 
For more information about the department’s data sharing process, please visit: 
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data 
 
For information about which organisations the department has provided student information, 
please visit the following website: https://www.gov.uk/government/publications/national-
student-database-requests-received. To contact DfE: https://www.gov.uk/contact-dfe  
 
 
 
 
 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/government/publications/national-student-database-user-guide-and-supporting-information
https://www.gov.uk/government/publications/national-student-database-user-guide-and-supporting-information
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
https://www.gov.uk/government/publications/national-student-database-requests-received
https://www.gov.uk/government/publications/national-student-database-requests-received
https://www.gov.uk/contact-dfe
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Requesting access to your personal data 
For secondary schools: Under data protection legislation, students, and in some 
circumstances, parents, have the right to request access to information about them that we 
hold (“Subject Access Request”). From the age of 13, we generally regard students as having 
the capacity to exercise their own rights in relation to their personal data. This means that where 
we consider a student to have sufficient maturity to understand their own rights, we will require 
a Subject Access Request to be made by the student and not their parent(s) on their behalf. 
This does not affect any separate statutory right parents might have to access information about 
their child. 
 
For all schools: Subject to the section below, the legal timescales for the School to respond 
to a Subject Access Request is one calendar month. As the School has limited staff resources 
outside of term time, we encourage parents / students to submit Subject Access Requests 
during term time and to avoid sending a request during periods when the School is closed or is 
about to close for the holidays where possible. This will assist us in responding to your request 
as promptly as possible. 
 
For academies: Parents of students who attend academies have a separate statutory right to 
receive an annual written report setting out their child’s attainment for the main subject areas 
which are taught. This is an independent legal right of parents rather than a student’s own legal 
right which falls outside of the GDPR, therefore a student’s consent is not required even a 
student is able to make their own decisions in relation to their personal data, unless a court 
order is in place which states otherwise. 
 
The term “parent” is widely defined in education law to include the natural or adoptive parents 
(regardless of whether parents are or were married, whether a father is named on a birth 
certificate or has parental responsibility for the student, with whom the student lives or whether 
the student has contact with that parent), and also includes non-parents who have parental 
responsibility for the student, or with whom the student lives. It is therefore possible for a student 
to have several “parents” for the purposes of education law. 
 
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 
• claim compensation for damages caused by a breach of the our data protection 

responsibilities. 
 
If you have a concern 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: 
dpo@leventhorpe.net  

https://ico.org.uk/concerns/
mailto:dpo@leventhorpe.net
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Free School Meals and Additional Post-16 
Bursary 
 
The post-16 bursary is a small fund that the school holds to support parents with the expenses 
related to educating a child in the Sixth Form. We are confident that the fund will offer a greater 
level of support for those students who receive Free School Meals. 
 
If you currently claim and qualify for Free School Meals and your child is in the Sixth Form, 
further funding to pay for any school related expenses (trips, transport, uniform, equipment, 
etc.).may be available on application.  Each application will be dependent upon criteria.  
 
If you do not claim Free School Meals for your child but your family income is below £25,000 
before tax, then you may still qualify for a lower bursary, also available on application. 
If you feel you might be eligible, the following links will be helpful: 
 

• For Hertfordshire residents interested in Free School 
Meals; https://www.hertfordshire.gov.uk/services/Schools-and-education/Schools-
and-education.aspx 

• For Essex residents interested in Free School 
Meals; https://www.essex.gov.uk/Education-Schools/Schools/Pupil-Parent-
Support/Pages/Healthy-Living-School-Meals.aspx 

• For advice on claiming Free School Meals at school (any age, year 7 to 13) please 
email the School Secretary. 

• For advice on claiming the post-16 bursary only (years 12 and 13) please email 
the Finance Office. A copy of the Post-16 Bursary application form can be found on 
the website. 
 

Our aim is to make claiming for support as discreet as possible and our fingerprint pay system 
means that students pay for their food in the same way, regardless, so we encourage all eligible 
parents to apply.  
 

 
 
 
 
 
 
 
 
 
 

http://www.hertsdirect.org/services/edlearn/canhelp/
https://www.hertfordshire.gov.uk/services/Schools-and-education/Schools-and-education.aspx
https://www.hertfordshire.gov.uk/services/Schools-and-education/Schools-and-education.aspx
http://www.essex.gov.uk/Education-Schools/Schools/Pupil-Parent-Support/Pages/Healthy-Living-School-Meals.aspx
https://www.essex.gov.uk/Education-Schools/Schools/Pupil-Parent-Support/Pages/Healthy-Living-School-Meals.aspx
https://www.essex.gov.uk/Education-Schools/Schools/Pupil-Parent-Support/Pages/Healthy-Living-School-Meals.aspx
mailto:nab@leventhorpe.net
mailto:FinanceOffice@leventhorpe.net
http://www.leventhorpe.net/documents/content/16-19Bursary%20Application%20Form%202016.pdf
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Useful Contacts 
 
If you need to contact the school regarding your son/daughter, please contact their form tutor 
in the first instance. 
 
If your query is with regards attendance then please contact Ms Bartlett 
 

Mrs Crosby 
Director of Sixth Form / Assistant Headteacher 
 

cac@leventhorpe.net  

Mrs Morrris 
Head of Year 13 
 

kem@leventhorpe.net 
 

Mrs Gower-Pimenta 
Head of Year 12 
 

emg@leventhorpe.net 

Mrs Gallant 
Head of Year 12 

 

hlg@leventhorpe.net  

Ms Bartlett 
Sixth Form Support Officer 
 

jkb@leventhorpe.net  

 
 
 

mailto:cac@leventhorpe.net
mailto:kem@leventhorpe.net
mailto:emg@leventhorpe.net
mailto:hlg@leventhorpe.net
mailto:jkb@leventhorpe.net
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