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ACHIEVING GOALS!

leve

Achieve-do everything to
the best of your
potentiall

ehave~ -

Behave-make sure your

behaviour helps you and
others learn!

Contribuee

Contribute - take part in all the extra curriculum

TYOU
CONTRI

activities offered in school from dance to astronomy,
from music to magazine club, from SWAB to helping
other people in different countries!

Ameera Khan 7J A
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Welcome to Swakeleys!

Your name:
________________

Your form: _______
A WELCOME FROM THE HEADTEACHER

Welcome to Swakeleys, and I hope you will be very happy here. This handbook is designed to help you feel at home when you first arrive. Please read it carefully before your first day.

Every pupil at Swakeleys, from the youngest to the oldest, can and should contribute to the school.  I look forward to welcoming you in September, ready to take your place in the life and work of our school.
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Sue Pryor

Headteacher
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Congratulations on becoming a Swakeleys Pupil!
Here is what you need to know about your first day at Swakeleys:
· School starts on Friday 4th September.
· You should come to school in full uniform. 

· Come to school at 8.30 am for a 9 am start and report at the MFL Entrance 
·  Miss Allan, Year 7 Learning Coordinator, your form tutor and current pupils will be there to meet you. 
· You will spend time in your form room making friends, attend assembly and learn how to find your way around the school.

· The day ends at 2:00pm
Remember, your Form Tutor and Miss Allan (your Year 7 Learning Coordinator) are here to help you.  
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Fill in the information below:-

NAME:
_______________________________________________
FORM:
_______ HOUSE COLOUR: ________FORM ROOM:
______
FORM TUTOR:
_____________________________________
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	AF
	ANNE FRANK
	BLUE

	EB
	ELIZABETH BLACKWELL
	RED

	FN
	FLORENCE NIGHTINGALE
	GREEN

	JA
	JANE AUSTIN
	PURPLE

	MC
	MARIE CURIE
	YELLOW

	RP
	ROSA PARKS
	ORANGE

	DS
	DIANA SPENCER
	TURQUOISE

	MY 
	MALALA YOUSAFAZI
	PINK


Headteacher
_______________________________________
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Deputy Head  _______________________________________

Headteacher      _____________________________________________

Deputy Head
____________________________________________

Deputy Head
___________________________________________
Deputy Head
__________________________________________--

Assistant Head ______________________________________________

Assistant Head      ___________________________________________
Assistant Head ______________________________________________

Head of Sixth Form___________________________________________

English           _______________________________________________

Maths          ________________________________________________

Science        ________________________________________________

Art            _________________________________________________

Dance  ____________________________________________________ 

Drama ____________________________________________________

Geography  
________________________________________________

History _____________________________________________________

Computer Studies _________________________________________

Modern Languages
  ____________________________________________

Music         __________________________________________________

PE
______________________________________________________
Religious Education      __________________________________________ 
Technology
__________________________________________________
Who to turn to for Help
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After a few weeks at Swakeleys you will be asked to elect representatives from your form for the following:-


A form councillor is someone who is trustworthy and a role model, and can represent her form’s views in School Council. She has a very important job to do and can be helped by her deputy.

She must be someone who is reliable and will listen to others as well as giving her own ideas.






School Council is at the centre of Swakeleys life. It is like the Houses of Parliament only far less noisy and much more interesting! Council meets six times each year and discusses issues such as, ‘Do animals have rights?’ and topics in the news. Students also report back on issues that affect them.
In discussions, Form Councillors, Senators, Committee Chair People and members of Staff speak up – this is the whole point of Council, to encourage people to discuss and debate their opinions. In a debate, the observers are able to join in; this is called ‘open to the floor’. Your form will observe Council at least once every year.

If you want to become a part of School Council, you could become either a:-

FORM COUNCILLOR (Form Representative)

SENATOR (Year Representative)

The Senators are the ‘wise people’ of the year group. There are two Senators in each year. They represent the whole school and also express their own opinions. They must be sensible, patient, understanding, able to listen and have a clear voice to speak up in. They should act as role-models for others.

Senators and Councillors also attend Swakeleys Students’ Consultative Committee (SSCC for short). This meets about ten days before a full Council meeting to decide the Agenda and express students’ views.  You can also have your say in the following ways:

SUB-COMMITTEE AGENTS

These are committees that meet half-termly to discuss issues relating to the following areas of concern: 

· Charities

· Constitution

· Environment

· Finance

· Oracy

· Public Relations

· Sport

· Teaching & Learning

· UTC (Uniform, Transport & Canteen)

Bullying is persistent unfair treatment through action or words, by an individual or group which is meant to make others feel miserable or worthless. 

At Swakeleys, we believe that everyone has the right to enjoy their learning and leisure time free from intimidation. Bullying will not be tolerated.  It is everyone’s duty to report bullying whenever and wherever they see it. We are a ‘telling’ school. Bullying is too serious to suffer in silence.

If you are being bullied - TELL SOMEONE  - your Form Tutor, your Yr 7 Learning Coordinator or a SWAB counsellor.
“BE BRAVE, WALK AWAY, GET HELP”


TIMING OF THE

SCHOOL DAY
(NB: These timings are subject to change)
Monday, Wednesday, Thursday, Friday
8.30 am

Warning Bell
- Get READY for Registration
8.40 – 8:55

Registration

8.55-9:00

Changeover
9.00-10.00 
Lesson 1
10.00-10.05

Changeover
10.05-11.05 
Lesson 2
11.05-11.25
BREAK
11.20


Warning Bell
- Get READY for Lesson 3
11.25-12.25
Lesson 3                  
12.25-1.15

LUNCH
1.10pm 

Warning Bell - Get READY for Lesson 4
1.15-2.15

Lesson 4
2.15-2.20

Changeover
2.20-3.20

Lesson 5



At Swakeleys, good work, effort and attendance are all rewarded. Here is an explanation of the awards you might get in your first year here.






At Swakeleys, we expect pupils to attend school as near as possible to 100% of the time.  Apart from Certificates mentioned we also have lots of good attendance incentives.

If your form as a group achieved 100% attendance in the week, then the whole form gets a non-uniform Friday the following Friday.

Attendance Draw
Every week, every girl achieving 95-99% attendance in the week will have her name put into a draw for prizes. One chance to win! Girls with 100% attendance will have their name put into the draw twice! Two chances to win!

At the end of term there will be a draw for 3 fabulous prizes including tablets and tablet bundles, e-readers, Odeon Cinema vouchers and Intu Shopping Centre vouchers.

Charity Drive

Every girl with 100% attendance will also add towards a chosen charity, this will be added to every week on the Totalizer on our web-site.

SWAKELEYS NEEDS YOU!

Detentions are given out to girls whose behaviour falls below standard. There are three types of detentions. These are:
· 10 minutes after school.

· Lunch-time detentions 10, 20 or 30 minutes
· After-school detentions 20, 30, 45 or 60 minutes.

Unless you are just kept behind for 10 minutes, a detention slip will be issued the day before an after-school detention to let your parents know that you will be late home, and why. 

SOME GIRLS NEVER GET A DETENTION!


Homework may or may not be a new experience for you. In the first 2 weeks, the homework won’t be too much.

Homework comes in lots of different forms such as:-




HANDY HINTS FOR HOMEWORK.

· Note down the homework and deadline date in your Link Book.
· Always do homework on the night it has been set, whilst classwork is fresh in your memory.
· Give homework in on time.
· Homework may also be set on Fronter, E-praise, MyMaths or on Doddle – you will get more details from your teachers. Log in information is in your Link Book.
YOU NEED TO SPEND ABOUT AN HOUR AND A HALF EACH EVENING ON YOUR HOMEWORK.



Here are the most important items of equipment you will need at Swakeleys:
1.  Pencil case

2.  Ruler
3.  Pencils
4.  Colouring pencils – including blue, red, green, yellow and orange
5.  Ballpoint pens – blue, green or black ink only
6.  Fountain pen – blue or black ink only
7.  Rubber
8.  Pencil Sharpener
9.  Glue stick
10. Small pair of scissors with blunt ends
11. Protractor
12. Pair of compasses
13. Calculator
14. Year 7 Pupil Handbook
15. Pocket dictionary
16. Strong bag large enough to hold everything
17. A small plain dark-coloured over the shoulder bag for keys etc

18. A black whiteboard pen (dry wipe)









In the Summer, you are allowed to wear the green blouse without the ‘V’ neck jumper.

After the Summer half-term, you can wear plain black or white sandals and no socks if the weather is hot. The sandals should not be the slip-on type. Straps should always be firmly fastened.

As mentioned above, the school blazer, skirt and trousers must only be purchased at W&S Sports.

ALWAYS BE NEAT AND CLEAN, BECAUSE EVERYONE NOTICES THAT.


You are allowed to wear black track suit bottoms. You should be wearing lace up sports trainers suitable for indoor and outdoor use and they should have a non-marking sole.
Aerosol sprays are forbidden – this includes deodorants.  Use roll-ons or stick deodorants only.














Examples of unsuitable trainers


Examples of suitable trainers


Girls who wear a headscarf for religious reasons should wear a black elasticated head scarf that does not go around the neck. During the summer term, when we are outside, your daughter will be allowed to wear a scarf that covers her neck but it must still be a plain black tight fitting one.
SCHOOL TRAVELLER CODE

Staff instructions

Follow guidance of bus drivers at the first time of their asking
Considerate behaviour   
Think of others when travelling to/on/from the bus
Headphones

Keep the volume low and reasonable
Offer seat


Give up your seat to someone more in need of it
Other commuters

Show a respectful and polite attitude to all travellers and don’t shout across the bus


Lining up


Queue up sensibly and don’t jump the line
Travel tidy


Take your litter home with you or put it in a bin
Report


If you see anti-social behaviour on the bus, tell a member of school staff the next day
Avoid


Try not to go home in very large groups as it can intimidate other travellers
Voice control

Communicate with friends at a reasonable noise level
Eating


Don’t eat smelly food whilst on the bus
Language


Don’t use poor/offensive/foul language – there are young travellers listening

  Leave space

Don’t take up more space then you need and don’t put your bags on seats
Entry and exit

Get on the bus at the front not the back
Room for all

Move down the bus so lots more travellers can get on
ST CO
DE

We have loads and loads of clubs. At the beginning of term, you are given two weeks to join and to see if you like it. If you don’t enjoy the club you can leave, but if you say you will keep going, you have to go, otherwise you will let down the rest of the group. This is especially so in Dance, Drama and Sports clubs.


Below are just some of the clubs you may enjoy. There are many more ...












The Canteen has a variety of reasonably priced food. In the snack bar you can buy fruit, sandwiches, drinks and other healthy snacks. The Canteen has various types of hot food and some cold food. There is also a vegetarian dish every day.
There are two sittings for lunch in the Canteen. During WEEK A you will go to lunch at 12.25pm, then during WEEK B you will go to lunch at 12.40pm.
In your first week at Swakeleys, you must bring a packed lunch until your Parent Pay account is set up.

BREAKFAST is available between 8:00 – 8:30am.


LUNCHES

You can have either a school lunch or bring a packed lunch from home.

£3.50 is usually enough to buy a Canteen meal and a bagel during break which you pay through Parent Pay as we are a cashless school. 



During your first few weeks at Swakeleys you will have a lesson to learn about the Library.  Below is some information for you to read before you start school:

· The Library is a comfortable area for you to use at break and lunchtimes to read, do research or homework and is only for years 7 – 11. There are chairs, desks and computers for you to use. 

· We do not insist on silence, but expect you to be considerate of other pupils.

· You are automatically a member of the library when you start school.

· You will use your ID card as your library card. Keep it safe!

· The Library is open every day – check the notice on the door for opening times.

· There are over 7000 books and newspapers.

· You may borrow 4 books for 3 weeks.

· There is a fine on overdue books of 5p per day, payable through Parentpay.
· Please remember all books loaned to you are your responsibility, look after them!

· The Library is run with the help of pupil librarians – there are opportunities to be a librarian from year 8 onwards.

The librarian looks forward to seeing you in the Library and hopes you will visit often and enjoy reading our exciting selection of books. (You may hear the Library also referred to as The Learning Resource Centre).



There are over 900 girls at Swakeleys and with lots of people wearing similar clothes, it is important that you follow a few simple rules!




THE SCHOOL CANNOT BE RESPONSIBLE FOR ANY MONEY OR ITEMS THAT ARE LOST.






Good Manners




SCHOOL TERMS AND HOLIDAYS
SCHOOL YEAR 2020 - 2021
PARENTS’ SUMMARY

	BANK HOLIDAYS 2020 2021

	Christmas Day

	25 December 2020

	Boxing Day


	26 December 2020

	New Year’s Day

	1 January 2021

	Good Friday



	2 April 2020

	Easter Monday


	5 April 2020

	May Day Holiday 


	3 May 2020

	Spring Bank Holiday


	31 May 2020

	
	


	AUTUMN TERM 2020

	
	Thursday 3 September 2020
	    STAFF INSET DAY

	TERM STARTS 

 Year 7
	Friday 4 September 2020
	

	TERM STARTS 

Whole school
	Monday 7 September 2020
	

	HALF TERM
	Monday 26 - 30 October 2020

	
	Thursday 26 November 2020              STAFF INSET DAY

	
	Friday 27 November 2020                   STAFF INSET DAY

	TERM ENDS
	Friday 18 December 2019


	SPRING TERM 2021

	TERM STARTS 
	Monday 4 January 2021
	

	HALF TERM
	Monday 15 – 19 February 2021

	TERM ENDS
	Wednesday 31 March 2021
	


	SUMMER TERM 2021

	
	Monday 19 April 2021
	STAFF INSET DAY

	TERM STARTS
	Tuesday 20 April 2021
	

	HALF TERM
	Monday 31 May – 4 June 2021

	TERM ENDS for students
	Friday 23 July 2021
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 YEAR 7 WELCOME HANDBOOK


 


PUPILS
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YOUR FIRST DAY








‘When I was starting Swakeleys I was worried about making friends. But actually it was really easy because the school does all it can to make it easy.’


Lois Yr 7








PERSONAL INFORMATION








If you are worried or unsure about anything, you must talk to your Form Tutor or to me, your Year 7 Learning Coordinator,


Miss Allan





Fill in the boxes below with the 8 forms and try and find out where their form rooms will be. Find these on the map and mark them in – then you’ll know exactly where to meet your friends from other forms.














7MC


Room





7MY


Room








7DS


Room








7FN


Room








7RP


Room








7AF


Room








7JA


Room








7EB


Room








GETTING TO KNOW YOUR TEACHERS








Any other issues





Anyone you feel comfortable talking to





Form Tutor/ Welfare/ 


Lost Property (welfare)





Leadership Person linked to your Year Group





Leadership Person linked to your Year Group





SWAB








Subject Staff/ Teacher 








Year Learning 


Co-ordinator








Feeling unwell?


Lost something








Leadership


(Pastoral)





Form Tutor





Form Tutor





Year Learning Co-ordinator





Friendship issues/ Bullying








Year Learning Co-ordinator








Learning Mentor








SEN Department





Head of Subject





Subject Teacher





School work/Homework issue








Form Tutor





CLASS REPRESENTATIVES








DEPUTY FORM COUNCILLOR





___________________





FORM COUNCILLOR





___________________





‘Being a Form Councillor gives you a sense of responsibility. You get a chance to speak up in debates in front of your peers. In SSCC (Swakeleys Students’ Consultative Committee) you can bring up problems that you and your form find wrong.





Generally it is a great opportunity and I would recommend it to anyone!’


Shannon Yr 7





SCHOOL COUNCIL








‘Being a Senator is superb! But you mustn’t forget your duties either. You go on trips, to Council meetings, you get respect and you are well-known by all the Year Groups.’


Alliyah Yr 7





SWAB


(Swakeleys Against Bullying)











The SWAB Counsellors’ names and photographs are on the board outside The Welfare Room. To contact one of them, please inform your Form Tutor, who will then contact SWAB. Alternatively, you can email them at SWAB@swakeleys.org.uk, giving your name, your form and a brief summary of your concern.








Don’t be late!  Avoid zero tolerance detentions for lateness!
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SUCCESS AT SWAKELEYS





AWARDS





SERVICES TO TUTOR CERTIFICATES


When you are helpful to your Form Tutor, you may receive a certificate.





MERITS


If you work hard and do a good piece of work, you will get an E-Praise point. When you have collected lots of points across all subjects, you will be given a certificate.





DISTINCTIONS


A Distinction is for excellent work. If your teacher thinks that you did an excellent piece of work, you take it to show the Headteacher, who gives you a Distinction Certificate.





COMMENDATIONS


If you are helpful at school, or take part in assemblies or show special care and consideration for others, you will receive a Commendation Certificate. 





OTHER AWARDS


A certificate is awarded termly and yearly for good attendance and punctuality. These are not difficult to obtain, all you have to do is attend school every day and be on time!





ATTENDANCE





Follow the 3 golden rules:


Do as you are told when you are told at the first time of asking.


Listen in silence while other people speak.


Keep hands and hurtful comments to yourself.








DETENTIONS








Zero-tolerance – you automatically get a detention at lunchtime for:


being late to registration and/or lessons


wearing the wrong school uniform, including not wearing your lanyard


chewing gum








‘Detentions at Swakeleys are very strict as you cannot talk during them. You can get detentions for being late to school and to lessons, also you can get them if you are chewing gum, talking back to teachers, having your phone out ...’


Manpreet Yr 7





HOMEWORK








DRAWING


PAINTING


LOOKING





COOKING


SEWING


MAKING








LEARNING


READING


WRITING


PLANNING


RESEARCHING


RESEARCHING





‘Homework is easy most of the time but if you don’t do your homework, you will either get given a warning or a detention.’


Manpreet Yr 7





‘You should get all the equipment you need before you start school. Every evening you should pack your bags and look at your timetable and put all the books you need into your bag ready for the next day.’


Nikisha Yr 7





SCHOOL EQUIPMENT
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SCHOOL UNIFORM








Grey Swakeleys School for Girls blazer. Must be purchased from our supplier W&S Sports.





A black double pleated skirt no more than 8 cm above or below the knee (no other type of skirt is acceptable). Or black loose-fitting or slim fit school trousers with no buckles, belts or other fashion accessories. Must be purchased from our supplier W&S Sports.








Lanyard and Parentpay ID card  must be worn at all times





Plain hairbands and hair accessories in green, black, white, silver or gold. Hair must be a natural colour/shade. No extreme hairstyle.





A black knitted V-necked  jumper with emerald green stripe in the ‘V’





Black shoes, leather/leather look – not suede. No trainers/plimsolls unless you have a medical certificate.





Coats – must be plain navy or black – no logos, no patterns. No “hoodies”





Religious headscarves must be plain black, white or emerald green fastened by hair grips, NOT pins. No embellishment.





Plain light green short or long sleeved blouse sold by our school supplier.





‘Swakeleys is very strict on uniform and we have zero-tolerance on it!’


Daisy Yr 7





PE KIT








Spare pair of socks





PE KIT





Aertex Shirt in House Colour





Black running shorts.
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EXTRA–CURRICULAR ACTIVITIES








DO JOIN IN – THE SUCCESS OF A CLUB DEPENDS ON THE AMOUNT OF EFFORT YOU PUT INTO IT!








FILM CLUB





DANCE





HANDWRITING





BASKETBALL





MATHS CHALLENGE





GIRLS’  FOOTBALL





ASTRONOMY





NETBALL





COMPUTER





BADMINTON





DRAMA





SINGING





GYM





THE CANTEEN
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‘The school meals are lovely! There is always a choice of what to have, a meat meal or a vegetarian meal. If I don’t fancy that, I can have a fresh roll or a delicious wrap, or maybe a sandwich!’


Lois Horton-Cleary 7MC





The school meals are lovely! There is always a choice of what to have – a meat meal or a vegetarian meal. If I don’t fancy that, I can have a fresh roll or a delicious wrap, or maybe a sandwich!


Lois Yr 7





LEARNING RESOURCE CENTRE/LIBRARY





It’s a place where you can go to work and study, but also just to read and relax with friends. There are loads of books to read over every genre. You’re sure to find something that suits you.  Rachel Yr 9
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Book club is a good way to improve your reading skills and helps you socialise with others your age. 


Amy Yr 7























 





















































LOOK AFTER YOUR BELONGINGS!





All clothing must be LABELLED





You are responsible for any textbooks issued – You will be asked to pay for any you lose.





NEVER leave valuables in your bag or coat pocket unattended– use a purse or small over the shoulder bag. Lock your things in your allocated locker.





Do not bring expensive items into school.





….YOU ARE LATE


Before 8.55 go straight to your form room. After 8.55 you need to sign in the late Book in the Student Services


Remember – Zero Tolerance! 





WHAT TO DO IF…








..YOU FEEL UNWELL


If you are in a lesson, tell the teacher. S/he may send you to Student Services if it is urgent. During morning break, the Pupil Welfare Assistant will see you. She is not allowed to give you medicine, only that which you bring from home. If you’re really unwell, she will send for one of your parents to take you home.





..YOU ARE ABSENT


Your parents must phone the school before 9.00am to let us know that you are not coming to school. If they do not phone the school then the Attendance Officer will trigger ‘truancy call’ to find out what has happened to you. Bring a letter the next day giving your reason for absence.





..YOU GET LOST


Use the map in this booklet to help you find your way. Don’t be afraid to ask. You’ll soon know your way around the school. 





Good manners make you polite! So use them it’s simple...








    News flash: Employee         sacked for not using    good manners to    customers. 





3 main good manners you could use:





Say thank you if someone gives you or offers you something.


Say excuse me if someone is in your way or if you want to ask a question.


 Say please if you want something.





By Noor Kadhem 7FN
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