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Welcome to The Highfield School

Dear parents, carers and students

Welcome to our Highfield School community. We hope that you are looking forward to joining us in
September as much as we are looking forward to welcoming you in and seeing you on Transition
Day.

Our school community aims to ensure that all of our new students feel
welcome, safe and develop confidence during their secondary school
days.  Therefore, as part of the transition process, a member of the Senior
Leadership and/or Year 7 Team will visit your child at primary school during
the summer term.  This is a valuable opportunity for your child and the
member of staff to familiarise themselves with each other and for your child
to ask any questions they may have about secondary school life.

Transition visits to secondary school will take place this July. This will give your child a chance to
visit the school on Secondary Transition “Moving Up” Day on Thursday 14th July 2022; We will
advise you in due course of the arrangements for this day. This will be an opportunity for your child
to meet their Form Tutor and other members of their Tutor and year group and familiarise
themselves with the school site and facilities.

Once again, we look forward to welcoming you into the school community as you begin your
Highfield journey.

Yours faithfully

L Miles
Mrs L Miles
Headteacher

3



Are you and your child Highfield ready?
Please ensure that you refer to the checklist to ensure that all forms and necessary consents
have been returned to school in readiness for your child to start at The Highfield School in
September.

The Highfield School Summer School: Monday 22nd - Wednesday 25th
August 2022
We are very excited to announce that we are able to offer a three day Summer School at The
Highfield School to support your child’s transition from Primary to Secondary School. The
Summer school will take place between Monday 22nd to Wednesday 24th August 2022.

We are currently finalising the engaging programme and are thrilled to be working with both
current staff and external groups to provide fun, exciting and supportive activities. These
activities will comprise of different activities and team building exercises; the opportunity to
work with experienced staff and excellent facilities as well as others activities designed to
support both transition and literacy/numeracy development. We will also be offering the
opportunity for a family afternoon, allowing you time to attend with your child on Wednesday
24th August 2022.

Places are limited so to request a place for your child, please click on the link below to complete
this google form, at your earliest convenience.

https://forms.gle/boDitiHigvQswF1h9
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Introduction
The Highfield School is an ambitious school where all are encouraged to achieve their full
potential. This is based on a culture of high expectation, challenge and the support needed, so that
by working hard together, we can all achieve our goals. We have an excellent reputation both
academically and pastorally. This reputation is based on outstanding teaching and learning and
high standards and expectations. We expect all our students to work very hard but recognise that
the very best learning takes place when it is harnessed to interest and enjoyment. Our curriculum
is therefore innovative and relevant and whilst there is a great emphasis on English, maths,
science, humanities and languages, this is balanced by a promotion of and dedication to the arts
and creativity.

As a learning community, academic achievement is of course incredibly important. Of equal
importance is helping our students to develop strong values and therefore our curriculum is driven
by our Co-operative values of Equality and Equity, Responsibility, Democracy, Solidarity and
SelfHelp, which support our young people in gaining a strong sense of their place in their local,
national and global communities. In addition, student leadership is a driving force within the school
community and is a further opportunity for our students to acquire the skills and confidence needed
to be the leaders of the future, in a diverse and competitive world.

We are immensely proud of the achievements of all our students and celebrate their successes at
every opportunity. These successes are built on a genuine partnership between students, the
school, parents/carers and the community.

At Highfield, we offer a happy and a positive learning
environment where staff and students enjoy working and
learning together. We are very proud of the excellent
relationships that exist; relationships based on respect
and consideration for others. We firmly believe that this
provides a safe and secure learning environment for all
our young people.

School Ethos
Our ethos is of challenge and support, fulfilling potential and taking advantage of the many
educational opportunities we provide our students. We have our eye on the future, aiming to be
innovative in our approaches, whilst not losing sight of the traditional values that provide the
foundation for any successful school.
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Values

Self-Help Having high expectations of ourselves, including all aspects of our
Behaviour for Learning

Equality and Equity Respecting and supporting everyone's equal right to a safe, calm and
ordered learning environment

Democracy Taking part in the democratic processes and opportunities

Self-responsibility Taking responsibility for, and accepting the consequences of our
actions

Solidarity Being part of our community, respecting others, property and our
environment

Attendance

Students need to arrive at school at 8:15am in time for Registration. Registration is at 8:25am.

As a school, we place great importance on attendance and expect that all our students will achieve
an attendance level of at least 95% each academic year. It is through good attendance that
students can make the most of the opportunities that school has to offer, enabling them to achieve
their full potential. There is a strong statistical link between attendance and attainment. This table
highlights percentage attendance and how it relates to the number of days and lessons missed. 17
missed school days means that a whole GCSE grade may be dropped.

Attendance % Number of days absent Approximate number of
weeks

Number of lessons
missed

90% 19 days 4 weeks 114 lessons

85% 29 days 6 weeks 174 lessons

80% 38 days 8 weeks 228 lessons

Regular and punctual attendance is very important and is a legal requirement for children of
compulsory school age registered at a school. As a Hertfordshire School we operate a Penalty
Notice process for unauthorised absence. If you are having problems getting your child to school,
please contact the Attendance Team to arrange a meeting.
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If the number of unauthorised absence sessions reaches 15 or more in the current and/or previous
term, the Local Authority may issue the parent with a Penalty Notice. The Penalty Notice requires
each parent or carer to pay a fine of £60 within 21 days. If this fine is not paid within the time limit
the penalty rises to £120 which must be paid within 28 days. If a parent or carer does not pay the
fine they will be liable for prosecution for this offence. Please note: a session is half a day of
unauthorised absence.

Absence from school

Absence from school should be minimal, and only where there is good reason. It is important for
students to achieve 100% attendance. However, if your child is ill, we have a duty as a school to
ensure that the absence is recorded and monitored.

It is therefore important that any absence is notified to the school by contacting
absence@highfield.herts.sch.uk or leaving a message on 01462 705104.

When it is essential to attend a medical appointment during school time, it is important that a letter
from parents/carers is shown to the Form Tutor prior to the appointment. Please try to book
appointments wherever possible outside school hours and send a copy of the letter provided by the
medical professional where appropriate.

Illness /Accident in School

If your child is taken ill in school, they will be attended to by a qualified first aid member of staff and
taken to the Medical Room at the school reception. A member of the school admin team will
contact you if it is deemed appropriate for your child to go home or if they require additional
medical attention. Your child must not make contact with you themselves as we have a no mobile
phone policy in school for safeguarding reasons.

Medication

Prescribed medication only can be held in reception by the first aid team - and in order for it to be
administered, parental consent needs to be in place. It is always preferable if possible to arrange
for medication to be administered around the school day. Students must not carry medication on
themselves during the school day.

Should you need to arrange for your child to have medication kept and administered in school
please contact admin@highfield.herts.sch.uk and the Welfare and First Aid Admin Assistant will
contact you to arrange the necessary consents.

7



Absence from school - non medical

In accordance with Government legislation in place since September 2013, the Headteacher will
not grant any leave of absence during term time unless there are exceptional circumstances. It is
strongly discouraged that students take time off school during term time except for truly exceptional
circumstances.

Parents do not have the right to take children on holiday or on any other social activity during term
time. Absence of this nature undermines the ethos of the school and is proven to lead to student
underachievement.

The School Day

7:50 - 8:20 Breakfast Club

8:15 Arrive at school

8:25 Registration

8:25 - 8:50 Tutor time/Assembly

8:50 - 9:50 Lesson 1

9:50 - 10:50 Lesson 2

10:50 - 11:10 Break

11:10 - 12:10 Lesson 3

12:10 - 13:10 Lesson 4

13:10 - 13:50 Lunch

13:50 - 14:55 Lesson 5

14:55 End of Day - home or attend extra-curricular club

Timetable

At The Highfield School, a two week timetable is in operation.

Top Tip:  keep a copy of your timetable displayed in a prominent place and colour the days/lessons
when you need to take kit/specific equipment to school.  We would also recommend that when you
receive your timetable on your first day, that you take a photo of it with your iPad so that you
always have it for reference.
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Breakfast Club

Your child will be able to obtain a free breakfast every day from 7:50am - 8:10am in the school
canteen. We are very grateful to the National School Breakfast Programme for enabling us to offer
this opportunity for a great start to the day for all. Please do encourage your child to take this up.

Lunchtime Arrangements

Your child has the option to either choose to have a school
meal or to bring a packed lunch. Lunch can be eaten
either in the school canteen in the designated area or at an
outdoor seating area.

The canteen is also open during morning break to
purchase snacks and drinks and there is also access to a
hot drinks machine. We operate a cashless catering
system, which parents can top-up electronically via
WisePay. Please note top ups must be made at least an
hour prior to being needed.

Free School Meals - how to apply

If you are currently in receipt of Income Support, Income-based Jobseekers Allowance,
Income-Related Employment Support Allowance, Support under Part VI of the Immigration and
Asylum Act 1999, the guaranteed element of State Pension Credit or Child Tax Credit with an
annual taxable income of no more that £16,190 and not in receipt of Working Tax Credit, working
Tax Credit run-on, or Universal Credit you may apply for Free School Meals.

If you have applied for Free School Meals, and are eligible, the cost of a dinner currently £2.40, will
automatically be added to your child’s account each day. You are able to top up their lunch account
should you wish for your child to make further purchases from the canteen.

You can find more information regarding Free School Meals along with a link to the online
application form, on the Hertfordshire County Council website: www.hertfordshire.gov.uk.

If your child is eligible for Free School Meals, they may also be entitled to further funding paid to
the school to boost their learning. Details of eligibility for this funding can be found on the
Hertfordshire County Council website www.hertfordshire.gov.uk.

If you are in receipt of Free School Meals you will need to inform county that your child has moved
to The Highfield School.

Allergy Awareness

There are children at The Highfield School with life-threatening
allergies to certain foods. To minimise the risk around food
allergies, particularly nuts and sesame, The Highfield School is a
NUT & SEED FREE site. Please be assured that Herts Catering
Limited operates in line with Natasha’s Law which came into effect
on 1st October 2021. It requires that all food outlets provide a full
list of ingredients with clear allergen labelling on pre-packed for
Direct Sale Foods (PPDS).

http://www.hertfordshire.gov.uk/
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Extra-Curricular Clubs

Extra-curricular activities are a strength of The Highfield School. We offer an exciting and extensive
range of extra-curricular opportunities for all of our students throughout the year, which all
departments contribute to.

The following is an indication of the opportunities available:

• visits to exhibitions, museums and theatres
• residential trips, both in the UK and abroad
• instrumental and vocal music lessons, activities

and performances
• practices and competitions in a wide range of

sports
• lunch and after school clubs covering a wide range

of activities
• charity and community work
• student leadership opportunities
• drama productions
• ground projects such as gardening

https://www.highfield.herts.sch.uk/extra-curricular

Music

There is the opportunity for your child to develop their music talents during school time; learning a
wider range of instruments or vocal lessons with a team of peripatetic teachers who visit the Music
Department each week. These lessons are arranged directly by parents with the Herts Music
Service.

In order to start lessons, parents need to register and sign up to Herts Music Service:
https://www.hertsmusicservice.org.uk/music-lessons-in-hertfordshire/music-lessons.aspx
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English:  Bedrock Vocabulary
At The Highfield School, we feel passionately about
improving the literacy standards of all our students and have
invested in an innovative literacy improvement tool called
Bedrock Vocabulary.

In September, your child will be provided with login details
for the website and will be able to access this through their
iPads in and out of school. In school, they will be slowly
introduced to the system. The programme consists of
reading material and vocabulary building exercises through
interactive approaches, including visual and oral
reinforcements.

As parents/carers, you will be able to log on and see how your child is progressing. You will also be
able to see the vocabulary your child is learning, which we would like to encourage you to use in
conversation at home.

Design & Technology

Materials used within the school day are free but this department extends the delivery to provide
high quality finished end products which students will bring home.

In Food Technology, whilst students will be provided with their recipes, they will need to source
their own ingredients. Provision is made in terms of items such as cooking oil, salt etc.

In Design Technology, students will experience working with woods, metals and plastics to make a
variety of artefacts. They will learn graphic drawing techniques, textile techniques and skills and
learn how to use a variety of machinery.
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Modern Foreign Languages

Your child will study a language as part of their curriculum. In the academic year 2022 - 2023, Year
7 students at Highfield will be following a programme of either French or German, with four lessons
timetabled per fortnight.

The aim of the course is to introduce students to the study of a foreign language, equipping them
with the skills and confidence to communicate as well as giving them a taste of the culture of the
countries in question.

The language your child follows in September will depend upon which class they are allocated; all
groupings in languages will initially be of mixed ability. They will continue with this language until
the end of Year 9.

Unfortunately we are not able to offer a ‘choice’ or ‘option’ under normal circumstances, however,
should you have a strong opinion on which language (French or German) is right for your child, or
if your child already has high level proficiency in either French or German, please do let us know
by emailing admin@highfield.herts.sch.uk by the 18th of June 2022 at the latest so that it can be
taken into consideration where possible.
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Uniform

A high standard of uniform is expected at all times; throughout the school day and to and from
school. All uniform items should be clearly named, so that we can return any items to students,
should they be mislaid.

Highfield specific/logo uniform items [**] are available from:

Beat School Uniforms: www.beatschooluniforms.co.uk 0203 362 2930

The Uniform Monkeys: www.theuniformmonkeys.co.uk 07828 148179

**Shirt White artex collared polo shirt with school logo
**Sweatshirt Navy jumper with the school logo in your house colour

Skirt Plain black or grey knee-length skirt, knife or box pleated  (skirts
that are straight, tight, wrap-over and/or shorter than
knee-length are not permitted)

Trousers Plain black or dark grey full length parallel trousers, boot cut,
straight leg. (tight, lycra stretch leggings, skinny fit, pleats,
creases, buckles, flares, splits or cropped trousers are not
permitted)

Socks Black, mid-grey, navy or white

Footwear Black leather or synthetic leather like shoes of a sensible style at
all times including to and from school.  (Trainers or trainer like
shoes are not permitted)

Outdoor Coat Dark, plain coloured coat without logos for outdoor wear only. No
hoodies

Jewellery A simple wristwatch, a small finger ring and one pair of small
stud earrings in the lower lobe may be worn.  No other jewellery
is to be worn

Hair
Hair must be tidy.  Long hair (below shoulder length) should be
tied back safely.  No hair cut should be less than a “Number 2”
on any part of the head
Extremes of hair fashion and unnatural colour are not
acceptable
If unsure, check with the Pastoral Team

Fingernails Fingernails should remain natural for school with no varnish
applied.  Acrylic, dip powder polymer or gel nails are not
permitted.

False Eyelashes False eyelashes are not permitted
Mobile Phones Mobile phones are not permitted.  They must be switched off

and at the bottom of  bags or in a locker at all times, including
break and lunchtime, whilst on the school site.  Please see the
Acceptable Use Agreement in the Appendices of this booklet for
further details.

http://www.beatschooluniforms.co.uk/
http://www.theuniformmonkeys.co.uk/


Electronic Equipment School iPad only to be brought into school. This needs to be
fully charged each day. All other items such as MP3 players,
iPods, digital cameras and smart watches are banned from the
school site. Earphones should only be used when directed to for
learning purposes - they must be in bags at all other times.

PE Kit

** Navy polo shirt with Highfield logo

** Navy ¼ zip jumper with Highfield logo

** Navy football/rugby socks (Highfield logo)

White sports socks

Navy shorts (no logo)

Navy tracksuit bottoms, plain no logo or **Navy leggings with logo

**Navy sports skort (optional)

Shin pads (compulsory)

Gum shield (compulsory)

Football boots

Appropriate sports trainers with non-marking soles

All students must change into PE Kit even if they are not participating in the lesson, unless
otherwise agreed with the PE Teacher.
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Equipment

iPads are one of the students' primary pieces of equipment. As a device that is very popular with
young people, the educational value that it brings is being embraced by Highfield throughout the
curriculum.



Full details of the iPad Scheme will be provided with a comprehensive guide at the end of this
booklet.

The school is able to provide the device at a subsidised cost, which will include the security of
School Device Management, a sturdy protective case, stylus pen and maintenance. It has been
our aim for the devices to be available for every student and they will be offered at an annual cost
of £50 (£25 for pupil premium). This can be paid in one go or in two installments, with the option to
purchase at the end of the scheme if they are leaving after Year 11 or renew for Sixth Form.

Equipment List:

iPad, (fully charged) and a protective case are provided by the school

Earphones (not bluetooth)

Strong, plain waterproof bag - sports bag or rucksack (no handbags) Reading
book

Basic Student Stationery Kit

A large clear pencil case

Available to purchase from the school: £1.40

2 black pens

2 blue pens

1 green pen

2 pencils

1 pencil sharpener

1 eraser

1 large 30cm ruler

Maths Kit

Basic stationery kit +

Available to purchase from the school: £1.80A  set of compasses

A protractor
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The six “Houses” are named in recognition of inspirational people. On joining The Highfield School
your child will be assigned to one of these Houses. Houses will determine which colour school logo
your child will need for their school jumper/cardigan. Allocation of houses will follow via the email
address provided.

Throughout the year there will be various opportunities to take part in Inter-House competitions and
challenges. All of our staff are also associated with a house. In the Sixth Form there are
opportunities to become House Leaders.

Home Learning

In order for students to be successful in their studies, there is an expectation for some additional
time to be spent on the work they have been studying during lessons. Home learning is integral to
the success of school learning. We currently use an online tool called “Show my Homework” which
will allow you to see the details of the task your child has been set along with resources and
supporting material provided by the teacher. We have a broad range of exciting online platforms
that teachers often use for homework tasks including Hegarty Maths, Educake, Nearpod and
Memrise - all of these apps are available on the student iPads as well as online.

If you do not have access to Wi-Fi and/or computers at home, please let us know via
admin@highfield.herts.sch.uk

Google Classroom:

Purpose: It helps students to develop independent working practices, which they will now be well
accustomed to. It is an essential part of their curriculum and can provide the opportunity to
consolidate learning from the classroom, prepare for subsequent lessons and develop their own
thinking and ideas as well as submit pieces of work online. This will be seamlessly integrated into
the iPad and help students stay organised and used in conjunction with many other apps in our
blended learning approach.

Space: if possible, a desk in a warm, comfortable, quiet space is well suited for home learning
(away from the television or other distractions). Take an interest in the home learning and help to
test them and listen to what they have been learning at school.

Home learning may be set in a range of formats including:
• Revising for a test
• Completing challenges
• Preparing for an oral presentation
• Reading/Learning new vocabulary
• Researching & developing a piece of written work
• Researching a practical project
• Drawing a picture
• Writing about an experiment

There are also various homework clubs available after school in the library and computer rooms.

Special Educational Needs

The Highfield School is committed to meeting the additional needs
of all learners regardless of their ability, gender, social background,
ethnicity or language. We pride ourselves on our ability to work
proactively in providing support for learners whether their additional
needs are short term or lifelong. Our work dovetails with the



pastoral and academic ethos of the school and aims to move students towards achieving
independence in learning for life.

For further details, please refer to the school website: https://
www.highfield.herts.sch.uk/learning-development

Expectations of Conduct

The Highfield School has key expectations of all students and recognises that it is important to
recognise both good behaviour and examples of outstanding contribution to school life, but also to
give sanctions for poor choices resulting in poor behaviour and therefore a consequence.

Our promotion of positive behaviour is based on the school values:

The Highfield student will always be….
Punctual arrives to school and all lessons on time

Resilient demonstrates a growth mindset and never gives up

Engaged listens and is focused in class, tries their hardest

Proud takes pride in their work and presentation

Aspirational challenges themselves to work independently and always does their best

Respectful respects themselves and all members of the school community

Enthusiastic has a positive outlook towards their studies and is willing to try
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Rewards

The Highfield School Rewards Ladder
Key expectations:

Students at The Highfield School are rewarded for displaying our co-operative values of Self-help, Equality and Equity,
Democracy, SelfResponsibility and Solidarity in and outside of lessons.

HP1 Being Highfield PREPARED

https://www.highfield.herts.sch.uk/learning-development
https://www.highfield.herts.sch.uk/learning-development


(Reward) Cooperative values displayed during a one-off situation either in or out of lessons.

Self-help could include demonstrating resilience or creativity in solving a problem.
CAN BE ISSUED IN Equality and Equity could include demonstrating an act of kindness to
another student or member of staff. ANY LESSON OR Democracy could include treating others with
respect when speaking in class or accepting other SHRSOH¶V SITUATION WITHIN viewpoints.
SCHOOL BY ALL Self-responsibility could include demonstrating positive learning behaviour in

or outside of lessons. STAFF Solidarity could include working as part of a team, showing
commitment in lessons or clubs.

HOUSE POINT (HP1) LOGGED ON SIMS

HP2 Being Highfield PREPARED
Cooperative values displayed during a sustained period of time (several weeks/months) or

those that surpass expectations either in or out of lessons.
Self-help could include demonstrating resilience or creativity in solving a problem.
Equality and Equity could include demonstrating an act of kindness to another
student or member of staff. Democracy could include treating others with respect
when speaking in class or accepting other SHRSOH¶V viewpoints.
Self-responsibility could include demonstrating positive learning behaviour in or
outside of lessons. Solidarity could include working as part of a team, showing
commitment in lessons or clubs.

HOUSE POINT (HP2) LOGGED ON SIMS
POSTCARD SENT HOME BY TEACHER

HP3
Cooperative values demonstrated above and beyond expectations within individual year groups

or the Highfield CAN ONLY BE community over a sustained period of time or within a range of subjects.
LOGGED BY HOY OR 100% termly attendance.

SLT ON Student of the Term.

RECOMMENDATION Outstanding contribution to school or year group.

OF ANY STAFF
HOUSE POINT (HP3) LOGGED ON SIMS

HOY COMMENDATION HP4
Cooperative values demonstrated significantly above and beyond expectations over a

sustained period of time. RECOMMENDATIONS Outstanding contribution to school or year group. FROM
ANY STAFF to

KRR WHO WILL LOG HOUSE POINT (HP4) LOGGED ON SIMS
HEADTEACHER COMMENDATION/LETTER

HP5
Outstanding cooperative values demonstrated over the course of a term.

HOUSE POINT (HP5) LOGGED ON SIMS
HOD CERTIFICATE AWARDED AND STUDENT PHOTOGRAPH FRAMED IN
DEPARTMENT

HP6
Outstanding cooperative values demonstrated over the course of a year.
Outstanding contribution to school or community over the course of a year.

HOUSE POINT (HP6) LOGGED ON SIMS
INVITATION TO ANNUAL STUDENTS· AWARD CEREMONY

In addition to our rewards policy at The Highfield School, we also reward students for their attendance, approach to
learning and growth mind set.

GOLD BADGE:
95% Attendance over a period of 4 or
more years AND
More than 150 conduct points over 4
or more years.

SILVER BADGE:
95% Attendance over a period or 3 or
more years AND
More than 150 conduct points over 3
or more years.

BRONZE BADGE:
95% Attendance over a period of
1 or more years AND
More than 150 conduct points
over 1 or more years.





Communication
SCHOOLCOMMS

The Highfield School currently uses a portal called Schoolcomms to communicate between school
and home.

It provides an effective and real-time link between the school and home and vice-versa. It enables
you to receive all your written communications from school quickly and reliably.

Letters will be sent by email to your inbox and short text messages to your mobile phone
You can also choose to load the School Gateway app onto your device, instead of texts you will
receive app messages.

You will:
• Receive emails from us and be able to reply to the messages
• Receive text messages from us and be able to reply to the text message
• Be able to send email/text messages to school

We will use Schoolcomms to:
• Send you progress reports
• Contact you regarding absence
• Contact you to advise of detentions
• Send you correspondence

Schoolcomms is registered with the Data Protection Act. All information you provide will be kept
private and will not be passed to any other organisations. Your details will only be used for the
purpose of school business.  You will not receive any SPAM or marketing materials.

The system relies on email and text messaging, it is therefore vital that we have your up to date
email address and mobile phone number.

Other Communication Methods

School Website: latest news and practical information for parents.
https://www.highfield.herts.sch.uk/

Social Media:
Twitter: www.twitter.com/highfieldschool
Facebook: www.facebook.com/thehighfieldschool
School Newsletter: https://www.highfield.herts.sch.uk/news-archive
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General Information

Lockers

Lockers for the safekeeping of personal belongings are available.
The cost is £25.00 for a five year hire and includes a £5.00 key
deposit. The key deposit is refunded at the end of Year 11 when
the key is returned. Should your child lose their locker key a
charge of £5 will be made for a replacement.

Bicycles

We strongly encourage students to make their way to and from school independently wherever
possible. Should your child wish to cycle to and from school, parents are responsible for ensuring
that the bike is roadworthy (including lights for winter months) and for their child to wear a suitable
cycle helmet. Students are required to wear a bike helmet.

Cycling is not permitted on the school site for the safety of everyone. Secure bike racks are
available on site but students must provide their own bike lock.

Electric Scooters/Skateboards are not permitted on the school site.

Property & Lost Property

All personal property should be clearly marked with your child's’ name and kept secure in their
locker. Please refrain from bringing high value items into school. If your child loses any personal
belongings, they should go to the school reception.

Please be advised that the school cannot accept responsibility for the loss of or theft of personal
items brought onto site including, but not restricted, to bicycles, mobile phones, etc.

Complaints

We hope that you will be very satisfied with the care we take of your child.

However, should you wish to raise a concern or make a complaint, the procedure would be to
contact the teacher or tutor concerned initially. Should the matter remain unresolved, the Head of
Department or Head of Year should be consulted. Thereafter, the link member of the Senior
Leadership Team would become involved, followed by the Headteacher if necessary. In the
unlikely event that the matter is not resolved at that stage, you would be able to approach the
Governors.

A full copy of the Complaints Procedure is available on the school website:
https://www.highfield.herts.sch.uk/policies
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Parent Teacher Association/Friends of The Highfield School

Throughout the new academic year, The Highfield School is keen to see the establishment of a
new innovative body of members to support the school in providing fundraising events and exciting
community activities.

Further information will be released in the new academic year and we hope many of you will wish
to join our new association.

Parent Checklist

School System Action Required Done

Schoolcomms Register - details will be sent to you via the email
address provided

Wisepay Register - details will be sent to you via the email
address provided

Medical Information Medical Information Form - this will be sent to you via
the email address provided at a later date

iPad Annual Contribution Sign iPad Acceptable Use Agreement
Payment may be made via WisePay, you will be sent
your WisePay log in details once your account has
become live

Locker Application
Contribution

Submit Locker payment via WisePay

Student Stationery Kit
Student Full Equipment Kit

Order one of the student stationary kits and make
payment via WisePay

Summer School Request a place for your child by completing the
following form:
https://forms.gle/boDitiHigvQswF1h9

https://forms.gle/boDitiHigvQswF1h9


Policies and Supplementary Information & Consents

Please ensure you and your child read and understand the policies below:

Specific questions will be asked within the Highfield Data Collection Form to seek your
understanding and consent to these policies.

Please complete the form below to confirm that your consent choices:
https://docs.google.com/forms/d/e/1FAIpQLSdwJWzngFJdYjM03Jfh0Cf_2C4gK7h8Jyt_ICYGYJIE5
_2gJQ/viewform

[1] Online Safety Acceptable Use Agreement - Parents and Students consent
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/
8C42E421E406FB2B96016FC5F5FECB5F.pdf

[2] Biometric Consent - Cashless Catering Fingerprint System
https://www.highfield.herts.sch.uk/_site/data/files/catering/
DFC44663C01C90AE1351AE23736D3763.pdf

[3] School Photographs, Social Media, Videos and Audio Recordings, Publicity and
Promotional Material
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/
232FDB57228F71493E71B84434F7FA64.pdf

[4] Consent for School Trips and Other Off-site Activities
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/
E48E3F1945BCF239A53701B3655E3575.pdf

[5] Student Privacy Notice
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/
839D6F90DAC07C71815D9DE9D7338E30.pdf

Schoolcomms Register - Log in details will be sent to you via the email address provided

WisePay
Register - Log in details will be sent to you via email the email address provided

Medical Information
Medical Information Form via Google Forms, which will be included in the
Data Collection Form, will be sent to you via the email details provided

Calendar Dates 2022 -2023

https://www.highfield.herts.sch.uk/schoolcalendar

https://docs.google.com/forms/d/e/1FAIpQLSdwJWzngFJdYjM03Jfh0Cf_2C4gK7h8Jyt_ICYGYJIE5_2gJQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdwJWzngFJdYjM03Jfh0Cf_2C4gK7h8Jyt_ICYGYJIE5_2gJQ/viewform
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/8C42E421E406FB2B96016FC5F5FECB5F.pdf
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/8C42E421E406FB2B96016FC5F5FECB5F.pdf
https://www.highfield.herts.sch.uk/_site/data/files/catering/DFC44663C01C90AE1351AE23736D3763.pdf
https://www.highfield.herts.sch.uk/_site/data/files/catering/DFC44663C01C90AE1351AE23736D3763.pdf
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/232FDB57228F71493E71B84434F7FA64.pdf
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/232FDB57228F71493E71B84434F7FA64.pdf
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/E48E3F1945BCF239A53701B3655E3575.pdf
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/E48E3F1945BCF239A53701B3655E3575.pdf
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/839D6F90DAC07C71815D9DE9D7338E30.pdf
https://www.highfield.herts.sch.uk/_site/data/files/policies%20and%20protocols/839D6F90DAC07C71815D9DE9D7338E30.pdf
https://www.highfield.herts.sch.uk/schoolcalendar


Key dates:

Thursday 7th July 2022 Transition Day

Monday 22nd August -
Thursday 25th August 2022

Autumn Term 2022

Summer School during this week - details to be confirmed

Friday 2nd September 2022 Terms Starts for Years 7 & 12

Monday 5th September 2022 Term starts for all year groups

24th  - 28th October 2022 Half Term

Wednesday 21st December 2022 Last Day of Term - early close

Spring Term 2023

Monday 9th January 2023 Spring term starts for all year groups

13th - 17th February 2023 Half Term

Friday 24th February 2023 INSET Day - No Students in School

Friday 31st March 2023

Summer Term 2023

Last Day of Term - early close

Monday 17th April 2023 Summer term starts for all year groups

Monday 1st May 2023 Bank Holiday

29th May - 2nd June 2023 Half Term

Wednesday 19th July 2023 Last Day of Term - early close
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iPad Acceptable Use Agreement

Students’ iPad Acceptable Use Policy

The use of the iPad in a one-to-one environment provides an opportunity to enhance each
Student’s overall learning experience. Utilising the iPads at The Highfield School gives students the
access to learn anywhere, anytime - both in classrooms and at home. This one-to-one
personalised learning also narrows the digital divide between students and promotes responsible
use of today’s ever changing technologies. The Highfield School reserves the right to confiscate
and review a student’s iPad to ensure compliance with the Acceptable Use Policy. Students in
breach of the Acceptable Use Policy may be subject to but not limited to; disciplinary action,
overnight confiscation, removal of content or referral to external agencies in the event of illegal
activity. In the event of any disciplinary action, completion of all class work remains the



responsibility of the student. The Highfield School is not responsible for the financial loss of any
personal files that are deleted.

Student Responsibilities

• Students must use protective covers/cases for their iPads,
• The iPad screen is made of glass and therefore is subject to cracking and breaking if misused.

Never drop nor place heavy objects (books, laptops, etc.) on top of the iPad.
• Only a soft cloth or approved laptop screen cleaning solution is to be used to clean the iPad’s

screen.
• Do not subject the iPad to extreme heat or cold (do not store in vehicles if applicable).

Safeguarding and Maintaining as an Academic Tool

• iPad batteries are required to be charged overnight and be ready for use in school.
• If an iPad is left at home or is not charged, the student remains responsible for completing all

coursework as if they had use of their iPad.
• Malfunctions or technical issues are not acceptable excuses for failing to complete school work,

unless no other means of completion exist.
• Items deleted from the iPad cannot be ‘undeleted’, so backing up your work is very important.

Memory space is limited. Academic content takes precedence over personal files and apps.
• The whereabouts of the iPad should be known at all times. It is a student’s responsibility to keep

their iPad safe and secure. iPad’s belonging to other students are not to be tampered with in any
manner.

• If an iPad is found unattended, it should be given to the nearest member of staff.

Lost, Damaged or Stolen iPad

If the iPad is lost, stolen, or damaged, the IT Dept must be notified immediately. iPads that are
believed to be stolen can be tracked through iCloud, to replace an iPad that has been lost or
vandalised a police report must be filed. The iPad is subject to routine monitoring by teachers,
administrators, and the technology staff.

Prohibited Uses Include:

• Accessing Inappropriate Materials - All material on the iPad must adhere to Network Acceptable
Use Policy. Students are not allowed to send, access, upload, download, or distribute offensive,
threatening, pornographic, obscene, or sexually explicit materials.

• Illegal Activities - Use of the school’s internet/E-mail accounts for financial or commercial gain or
for any illegal activity.

• Violating Copyrights - Students are allowed to have music and install apps on their iPad’s,
however the items downloaded and synced to the iPad must be in compliance with copyright
laws.

• Cameras - Students must use good judgment when using the camera. The student agrees that
the camera will not be used to take inappropriate, illicit or sexually explicit photographs or videos,
nor will it be used to embarrass anyone in any way. Any use of the camera in bathrooms or
changing rooms, regardless of intent, will be treated as a serious violation.

• Use of the camera and microphone are strictly prohibited in the classroom and hallways unless
permission is granted by a teacher.

• Misuse of Passwords, Codes or other Unauthorised Access: Students are encouraged to set a
passcode on their iPad to prevent other students from misusing it. Any student caught trying to
gain access to another student’s accounts, files or data will be subject to disciplinary action.

• Malicious Use/Vandalism - Any attempt to destroy hardware, software or data.
• Jailbreaking – Jailbreaking is the process of which removes any limitations placed on the iPad by

Apple. Once Jailbroken, users are able to download additional applications, extensions and



themes that are not otherwise available. Jailbreaking results in a less secure device and is strictly
prohibited.

• Inappropriate media may not be used as a screensaver or background photo. Presence of
pornographic materials, inappropriate language, alcohol, drug or gang related symbols or
pictures will result in disciplinary actions.

• Parents are responsible for the setting up and use of any home internet connections and no
support will be provided for this by the school.

Every student must read and sign below:

I have read, understand and agree to abide by the terms of the foregoing iPad Acceptable Use
Policy and the Network, and Internet Use Policy. I agree that in keeping with the spirit and
philosophy of The Highfield School, it is ultimately my responsibility to make good choices when I
use the iPad and computer network. Should I in any way misuse my access to the The Highfield
School computer network and the Internet, I understand and agree that my access privilege may
be removed and disciplinary action may be taken against me.

Student Pledge for iPad Use

• I will take good care of my iPad.
• I will never leave the iPad unattended.
• I will never loan out my iPad to other individuals.
• I will know where my iPad is at all times.
• I will charge my iPad's battery every night
• I will keep food and beverages away from my iPad since they may cause damage to the device.
• I will not disassemble any part of my iPad or attempt any repairs.
• I will protect my iPad by only carrying it in a case.
• I will use my iPad in ways that are appropriate, and that meet The Highfield’s School’s

expectations and are educational.
• I understand that my iPad is subject to inspection at any time without notice.
• I will file a police report and produce a crime number in the case of theft, vandalism.
• I will be responsible for all damage or loss caused by neglect or abuse. Should I leave the school

I will hand in my iPad, its Power supply and USB Cable prior to my leaving,

Please ensure that both yourself and your child sign the iPad Acceptable Use Agreement via the
following link https://forms.gle/xJyaQLPz5AmUccNC7

Preferred method of payment may be made via WisePay, alternatively please contact our
finance office to arrange alternative method of payment.

iPad Annual Contribution

The device that will be on offer through this scheme and cost are outlined below:

Device Annual Subscription Option: Bi-annual instalment
plan

Educational Model iPad
(8th Generation)

£50 £25 payable in September and
May

For students in receipt of Pupil
Premium:

£12.50 payable in September
and May

https://forms.gle/xJyaQLPz5AmUccNC7


£25

Please click on the link below for further information regarding the use of iPads in school:
https://www.highfield.herts.sch.uk/_site/data/files/admissions/
8D787FB2E0A97240783D0A28835095E0.pdf

Lockers - 5 Year Rental Agreement

£25.00 Full payment required at time of reservation.

Hire charge is calculated at £4.00 per year through to the end of
Year 11.  A £5.00 key deposit is included, and this is refunded
when the key is returned at the end of hire.

Please ensure your child understands:

• Students will be given their locker key in September

• Sharing is not recommended, due to the size of the lockers:

◦ Over-filling damages the lock; preventing it from opening

◦ For security, only the named student will be allowed to borrow the spare key from the

Finance Office

• Lost keys will be charged for at £5.00 per key

• Misuse will, regrettably, result in automatic termination of hire

At termination of hire: Prior to end of July 2027 (5 year hire)

• The locker must be emptied

• The key should be returned to the Finance Office after which refunds will be made. Any
contents found remaining in the locker will be removed for disposal

• Keys must not be passed onto younger students or siblings:

◦ This ensures the records for who holds each locker is correct

◦ Fairness for all the following year students

◦ Belongings are not removed

◦ Payments are kept up to date

https://www.highfield.herts.sch.uk/_site/data/files/admissions/8D787FB2E0A97240783D0A28835095E0.pdf
https://www.highfield.herts.sch.uk/_site/data/files/admissions/8D787FB2E0A97240783D0A28835095E0.pdf


Preferred method of payment may be made via WisePay, alternatively please contact our
finance office to arrange alternative method of payment finance@highfield.herts.sch.uk

Student Stationery Kit
Should you wish to purchase one of the stationary kits for your child, please select the kit you wish
to purchase and make your payment via WisePay, alternatively please contact our finance office
to order and arrange alternative method of payment.
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Policies and Supplementary Information

Please read the Policies and Supplementary Information section via our website, (link below). This
section of the website details various policies and supplementary information that is important for
both parents and students to read and understand. Please take time to read them carefully. Many
sections require additional signatures and consents by both parents and students which will be
gathered “electronically” via the “Year 6 - Consent/Permissions Checklist Form via the following
link: https://forms.gle/xJyaQLPz5AmUccNC7

Please click on the link below to access the school polices and supplementary information section
on our website: https://www.highfield.herts.sch.uk/policies

https://forms.gle/xJyaQLPz5AmUccNC7
https://www.highfield.herts.sch.uk/policies
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