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I N T RO D U C T I O N  L E T T E R

Welcome to Long Close School. I am delighted that you have chosen our happy and vibrant co-
educational independent day school for your children and look forward to welcoming you on the first 
day of term.

At Long Close School we believe every child has the potential to succeed academically, which is why our non-
selective entrance and small class sizes are the perfect gateway to your child’s lifelong love of learning. 

From our inquisitive nursery children through to our confident seniors, our passionate teaching staff inspire 
pupils throughout their time at Long Close School with an education of breadth and depth. In addition to a 
strong academic track record, Long Close pupils enjoy an enrichment curriculum that builds their character 
and promotes a global perspective.

Our school environment is safe and supportive. It is underpinned by excellent pastoral care, where each pupil 
can feel happy, confident, and valued as an individual. At Long Close School we value kindness, respect, 
courage, ambition, integrity and resilience.

We are looking forward very much to welcoming you to the school and working with you and your child in the 
years ahead. 

Yours sincerely

Miss K Nijjar - Headteacher, Long Close School
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S C H O O L  A I M S W E  VA LU E

T H E  C O G N I TA  WAY

To inspire pupils through an education of 
breadth and depth.

To provide a safe and supportive school 
environment underpinned by excellent pastoral 
care, where each pupil can feel happy, confident, 
and valued as an individual.

To foster a vibrant school community, built on 
trust, tolerance, and respect, and instil a sense of 
social responsibility.

To provide a rich and stimulating school 
experience, where our pupils can explore and 
develop their interests and talents and discover 
new ones.

To provide a nurturing family atmosphere in 
which every pupil can thrive and achieve.

Kindness
Respect
Courage
Ambition
Integrity
Resilience

Long Close School is part of Cognita’s global network of outstanding schools. The Cognita Way 
embraces the following:

We ignite a passion for learning.

We empower our children to think, care, problem solve, collaborate and be leaders of tomorrow.

We enrich the lives of our children, encouraging them to fulfil their potential.

We place the child at the heart of our school. Treating all of our children as individuals, we promise to help 
every child discover their unique interests and talents. Above all, we want them to be happy and have fun; it 
matters in education.
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AC C E P TA B L E  U S E  O F  I C T 

A F T E R  S C H O O L  A N D  C LU B S

The use of the School’s network and equipment 
is a privilege and not a right.  We expect all 
pupils to be safe and responsible when using the 
internet, email, social networking sites or mobile 
phones. In particular, pupils must ensure that all ICT 
communication is respectful and sensible.  Online 
activity, either in and outside of school, must not 
cause distress to others, nor bring the reputation 
of the school into disrepute.  If pupils come across 
offensive or illegal material online they should 
report this immediately to a member of staff.  Pupils 
must understand that there are consequences to 
inappropriate or unacceptable use of ICT.

The School takes reasonable steps to control and 

monitor the use of the internet and other electronic 
means of communication without unnecessarily 
or disproportionately compromising the privacy of 
other pupils.  The School will therefore determine 
appropriate use and monitor user accounts and 
fileserver space, as necessary.  

Inappropriate use, including contravening the rules 
and conditions, will result in withdrawal of the 
privilege; pupils should be aware of the personal 
and academic consequences that may ensue from 
such a withdrawal.  Failure to adhere to this policy 
will also be regarded as a breach of School rules 
and may therefore result in other sanctions.

The school offers a variety of extra-curricular 
activities and enrichment opportunities which 
take place during or after school.  Involvement in 
extra-curricular activities and events is considered 
vital in developing the confidence and interpersonal 
skills necessary for personal and professional 
fulfilment and provides opportunities for students 
to extend and enrich their experiences and 
understanding.  Participation is also of crucial 
importance in building a strong sense of community 
and an awareness of the needs of others. 

Snack/ Homework Club/ After School Clubs/ 
After School Care: Pupils staying for Homework 
Club or After School Clubs will have their Snack at 
15.45 and then go onto their clubs.  All clubs will 
finish at 17.00. 

**Any pupils not collected by 17.00 will then be 
supervised in after school care and an ad-hoc 
charge will be added to your invoice.**

After School Care Club: This runs until 18.00. If 

parents are delayed, we request that they notify the 
school office so that pupils may be told and will not 
therefore become worried. If parents are unable to 
collect their pupils and another person is sent, the 
school needs to be informed prior to collection. 
School closes at 18.00.

After School Clubs: A variety of after-school 
extracurricular activities are offered each term and 
lists are sent home in advance for pupils to make 
their choice. Places are allocated on a ‘first come’ 
basis and occasionally pupils need to be placed 
on a reserve list and will be allocated a ‘first’ place 
for the next term. Application forms are sent out 
via Cognita Connect Parent Portal towards the end 
of term and places are filled on a first come, first 
served basis as numbers are limited in clubs.

The Duke of Edinburgh Award: The Duke of 
Edinburgh’s Award (DofE) is available to Long Close 
pupils in Senior School. Please see the website 
www.dofe.org for more details.

A D D I T I O NA L  P O L I C I E S
All Long Close School’s policies can be found at www.longcloseschool.co.uk 
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A S S E M B L I E S

A S S E S S M E N T  A N D  R E P O RT I N G

Both Senior and Prep School have weekly assemblies.  Assemblies are designed to be respectful of all 
faiths.  Assemblies provide an excellent public setting in which to commend children for special work, acts of 
kindness or helpfulness, and to reward them with special certificates.  It is also a time in which children might 
share any extra-curricular achievement with the rest of the School.  Different staff members also contribute to 
our programme of assemblies throughout the year and we welcome selected visitors to come and talk to the 
children too. 

Our children are assessed continually 
throughout the year in all areas of the school.

Pupil assessment:

Pupil assessment is undertaken at Long Close 
School as part of the teaching and learning to 
evaluate and assess the strengths and needs of 
individual pupils.  This information is then used 
to inform lesson planning, so it is tailored to the 
individual needs of pupils to provide individualised 
learning programs as well as to target the needs 
of groups in the class. Summative and formative 
assessment information is also used to give 
information to parents on the progress of their 
child.   

Formative Assessment: 
Formative assessment takes place daily and 
informs both the teacher and pupil of ‘how the 
pupil is doing’. This kind of assessment may take 
the form of observation, listening to pupils read, 
discussing their work with them, marking and 
feeding back, spelling, times tables tests and 
end of unit assessments.  Discussion with pupils 
takes place to inform them of their progress; what 
achievements they have made and what the next 
steps are in their learning.

New Pupils: 
New pupils are assessed prior to their entrance to 
the school to ascertain their individual needs. The 
assessment may be a Progress in Maths or English 
paper depending on their age and individual need. 
The pupils also spend some taster time in their cur-
rent year group when visiting so that teachers can 
see how they interact socially, and the children get 
a feel for Long Close pupils, staff and environment.

Parents’ evenings and reports: 
Parents’ Evenings take place throughout the three 
terms.
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AT T E N DA N C E 
We firmly believe that regular school attendance and punctuality are essential if our pupils are to 
fulfil their academic potential and make that most of the educational opportunities available to them.   
Irregular and late attendance seriously disrupts the continuity of learning, undermines educational progress, 
and can lead to underachievement and low attainment.  Attendance is carefully monitored by the Form Tutors/
Class Teachers and action will be taken by the Safeguarding Team for those with less than 95% attendance.

Authorised absences: 

These are mornings or afternoons away from 
school for a good reason like illness, medical/dental 
appointments which unavoidably fall in school 
time, emergencies, or other unavoidable reasons.  
Please try to limit these as much as you are able.  
All absences require a written request/explanation 
addressed to the Form Tutor/Class Teacher. 

Extended absence: 

Any requests for extended absence from school 
must be made in writing to the Headteacher.  

Temporary absences:

Requests for temporary absences for medical 
purposes, or to attend an appointment, should be 
made in writing either using your child’s School 
Diary for communication with the form teacher or 
by emailing info@longcloseschool.co.uk.  These 
occasions need to be recorded in the ‘off site’ 
booklet held in the main office.  When children are 
returned from an appointment back to the school 
site, the record in the booklet should be amended 
to show a return time.  

Absence due to illness: 

Please help us by informing the School Office 
as early as possible if your child is ill or unable to 
attend school. This allows the form teacher to mark 
the register appropriately. 

This can be done in the following ways:

Phone: Leave a message on the pupil absence line 
that can be accessed by dialling 01753 520095, 
choosing option 1. We would appreciate being 
informed as early as possible. Please just leave the 
following information: pupil name, form and reason 
for absence (we do not need full medical details).

Email: We have an account for parents to email us 
if a child is absent or late – the address is: info@
longcloseschool.co.uk.

Punctuality:

Punctuality is important at the beginning of the day 
and at the start of lessons so that everything can 
operate smoothly. We therefore expect all pupils to 
arrive promptly.  Pupils are expected to get to their 
form rooms ahead of registration taking place. If 
they arrive after this, they are regarded as late and a 
reason is required. Pupils who have music lessons 
must inform their subject teachers.

Arrival after the registration period:

Arrival after the registration period has closed 
requires your child to sign in with the School Office.  
If a pupil arrives late on three separate occasions 
parents will be informed via letter.   Irregular 
attendance at school will be followed up by the 
Safeguarding Team.
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Holidays in Term Time

Religious Festivals

B E H AV I O U R  P O L I C Y

School holidays give plenty of opportunity to enable families to have a holiday together without using 
vital school time.  If parents take children out of school for extra holidays, even if only for a day, they give 
their children mixed messages about the importance of their schooling and make it harder for teachers to 
achieve continuity with the rest of the class.  Authorisation for holidays outside of term time will only be given 
in exceptional circumstances and will be at the discretion of the Headteacher.  Requests for leave must be 
made in advance to the Headteacher.  In making a decision the School will consider the circumstances of each 
application individually, including any previous pattern of leave in term time. Leave request forms are available 
through Cognita Connect.

Parents may request that their child be permitted to be absent from school in order to celebrate 
recognised religious festivals.  Only written requests detailing the proposed arrangements will be considered. 
Appropriate requests will be granted permission and the pupil noted in the register as absent due to a day of 
religious observance.

The School aims to encourage pupils to adopt 
the highest standards of behaviour, principles, 
and moral standards at all times.  The school 
attaches great importance to courtesy, integrity, 
good discipline, trust and mutual respect for the 
needs of others. We believe that good relations, 
good manners and a secure learning environment 
play a crucial part in the development of 
intellectually curious pupils, motivated to become 
life-long learners.  A positive behaviour policy is 
adopted throughout the School, i.e. we reward and 
reinforce the behaviour we wish to encourage.

Any conduct that falls below expectation is dealt 
with fairly and appropriately in line with our policy.  
Only when pupils breach this trust will sanctions 
be required.  When sanctions are unavoidable, 
pupils and parents have the right to expect the 
school to apply this policy fairly.  However, this 
does not mean that sanctions will invariably be the 

same for each offence, as there may be differing 
circumstances which may be taken into account.  
In other words, every incident will be viewed on its 
own merits. 

Corporal punishment is not allowed.  Neither are 
staff allowed to threaten corporal punishment 
or use any punishment which could adversely 
affect a child’s wellbeing.  There may, however, be 
occasions when a child’s behaviour is a danger 
to him or herself or others.  In such instances 
members of staff will need to intervene, sometimes 
using physical restraint.  Accurate records are kept 
of all occasions when physical intervention is used, 
and these are shared with the parents of the child 
concerned and made available on request.

Throughout the school, children must adhere to 
various rules which are displayed in classrooms and 
are in the Behaviour Policy. 
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Children are reminded that they represent Long Close School whenever they are away from school 
on trips or at away matches.  In short, they are to behave on trips and away at matches as they would be 
expected to behave at school.   Children must always wear seatbelts on minibuses and coaches and talk 
quietly. 

Behaviour on Trips and at Matches 

B I RT H DAY 
C E L E B R AT I O N S
Pupils may only bring in bought cakes, sweets or similar items that are clearly packaged/labelled 
to celebrate their birthdays with their classmates.  These should be given to the form teacher 
immediately on arrival at school.  

Parents are reminded that we have a high number of pupils at school who are allergic to a range of food 
ingredients, including nuts and eggs.  These include air borne allergies.  We ask parents to support our 
school policy in respect of allergies by not allowing pupils to bring to school any food items or sweets 
containing nuts.

B U L LY I N G
The School has a happy and friendly 
atmosphere and bullying in any form (either 
physical, verbal, social or cyber) is not tolerated 
at Long Close School and we will take firm 
action in every case.  Every person has the right 
to feel safe and secure while they are at school.  If 
you are aware of your child suffering difficulties at 
school please let their Key Worker, Class teacher or 
Form tutor know as soon as possible.

The Long Close School Anti-Bullying Policy can 
also be viewed on the website under Policies.  We 
ask that all pupils take a personal responsibility in 
reporting bullying to any member of staff. 

We are most concerned to protect any victim of 
bullying, but we are also committed to establishing 
the cause of any such anti-social behaviour and 
trying to help the perpetrator to change his or her 
behaviour. 

At Long Close School we believe that together we 
can stop bullying and create safe environments in 
which children and young people can live, grow, 
play and learn. Cognita has signed up to eradicate 
bullying in our schools, working in partnership as 
an associate member of the Anti-Bullying Alliance 
(ABA), based at the renowned charity the National 
Children’s Bureau in London. 
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C AT E R I N G
Long Close School catering fully complies with 
the recent government guidelines on food-
based standards for school lunches and pupils 
have a freshly prepared hot meal at lunch times.  
School lunches are provided in partnership with 
Thomas Franks Ltd.  All food is fresh and locally 
sourced to create a delicious series of menus which 
are seasonal, healthy and nutritionally balanced. A 
vegetarian option, home-made bread and a salad 
bar are available.  

Thomas Franks’ ultimate goal is to inspire pupils 
in every school to develop a life-long positive 
relationship with food. Visit the Thomas Franks at 
Cognita web page: www.thomasfranks.co.uk/
cognita

Menus are prepared in advance and are available 
for your perusal on the Long Close School Website 
and in the school dining hall.

Please note that:

• No confectionary is sold in school to Prep 
pupils

• Fresh drinking water is readily available for 
all pupils

Halal meat and Beef are not served; Lamb, Chicken 
and Fish are regularly available on the menu. Please 
note that dietary requirements will be collected from 
pupils on joining Long Close School and catering 
staff will be aware of the pupils’ needs. 

Packed lunches are not Permitted
All allergies are catered for and children with allergies are known to the staff. Parents of children who 
have allergies to food or any food product are asked to make this clear on the medical questionnaire issued 
when their child joins the School. Parents should also inform the School at once and in writing should their 
child develop an allergy or intolerance to any food subsequent to starting at the School.

Special diets can be catered for on request, if practically possible, but only after consultation with the Catering 
Manager.
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C O M M U N I C AT I O N
Cognita Connect is our secure app and web-based 
parent portal. Once registered, you will have access to 
Long Close’s unique dashboard. It will give you 24-hour 
access to personalised news and information in relation 
to your child(ren)’s school life and activities via your 
mobile, tablet or desktop device. 

Key features of Cognita Connect: 

• Access through the app or online. 

• Personalised newsfeed with information relevant 
to you. 

• Smart calendar to keep track of important dates 
and events.  

• View letters and give trip permissions. 

Please note payment of school fees will continue to be 
paid by using the existing method.  

Once you are enrolled, full instructions about how to 
download and use Cognita Connect will be provided for 
you. 

Here is an introductory video which can be 
found at www.youtu.be/NiZkDgxZxkQ

C O M M U N I C AT I O N  W I T H 
T E AC H I N G  S TA F F
We have an open-door policy at Long Close 
School and parents are welcome to talk 
informally to their teacher as and when needed, 
at a mutually convenient time.  Parents are also 
able to contact their class teacher via email and 
we can arrange a 1-2-1 meeting via Microsoft 
Teams, if that is more convenient.  If a more formal 
discussion is required with the class teacher, we 
can arrange a convenient time for a face-to-face 
meeting.

All parents receive a school calendar at the 
beginning of each term.  Dates of important school 
events and match fixtures, as well as term dates 
for the year ahead, are listed on it.  This calendar 
is also available on Cognita Connect and will be 
regularly updated.  Occasionally amendments need 
to be made, but parents will receive notice of any 
changes either via Cognita Connect or the class 
teacher.
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C O M P L A I N T S  P O L I C Y 
We believe that our school provides a good 
education for all our children, and that the 
Headteacher and other staff work very hard 
to build positive relationships with all parents.  
If any parent has a query, is unhappy with the 
education that their child is receiving, or has any 
concerns relating to the school, please follow the 
steps below: 

• Talk to your child’s Class Teacher immediately if 
you have any questions or concerns.  

• The Head of School should be contacted If the 
matter needs to be further addressed.

• If the issue is not resolved then contact the 
Headteacher. However, the Headteacher should 
always be contacted directly if the complaint is 
of a serious nature. 

• To escalate your concerns further, should you 
not be entirely happy with any responses you 
have had from the School Leadership Team, 
you should contact Mr David Baldwin, the LCS 
Executive and Director of Education.

A full copy of the school’s Complaints Policy can be 
found on the school website or is available from the 
front office.

Please visit the Long Close school website for 
further information and to view all the necessary 
school policies. www.longcloseschool.co.uk

Should you have any further questions that are not 
covered in this hand book please do not hesitate to 
contact the school directly 

info@longcloseschool.co.uk or 

kamaldeep.nijjar@cognita.co.uk

C O U N S E L L I N G

COURT ORDERS

Our Counsellor, Mrs Wendy Gregory, visits the School one day a week to see pupils in strict confidence.  

If a pupil is subject to any Court Order, it is essential that the school is informed.  This information is 
confidential but will help us to understand the pupil’s position and support them.  A copy of any Court Order 
will need to be provided to the School and held on the pupil’s file.  Parents need to be aware that the school 
has obligations in respect of parental responsibility.  For further information please contact the school.
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E XC LU S I O N  P O L I C Y 

DATA 
P ROT E C T I O N

Pupils are only excluded from school in extreme 
circumstances and decisions about exclusions 
are made by the Headteacher.  

Serious or repeated breaches of the School’s 
behaviour policy may lead to a student being 
suspended by the Headteacher for a fixed period of 
time (see Exclusion Policy).    

The sanctions available to the Headteacher are:

Suspension (also known as a Temporary or Fixed 
Term Exclusion) – when a pupil is sent home for a 
limited period either as a disciplinary measure or to 
allow for the investigation of an allegation of serious 
misbehaviour.

Expulsion (also known as a Permanent Exclusion) 
– when a pupil is required to leave the school 
permanently.

The school may also operate a system of ‘internal 
exclusion’. Despite the term, internal exclusion is 
not registered as a formal exclusion as the pupil 
is not sent home from school. Internal suspension 
will require a student to attend school, but to 
work away from other pupils, usually under the 
supervision of a senior member of staff.  

Exclusion can also be used where one of the 
following is evident:

• Parental breach of contract with the school
• Parents causing serious or repeated nuisance 

on the school premises, acting aggressively 
towards staff (including via social media or 
electronic communication) or bringing the 
school into disrepute

• Serious disagreement (on the part of the 
parents or the pupil) 

Under the Data Protection Act 2018 Long Close School processes ‘personal data’, including ‘sensitive 
personal data’ (such as medical information), for the purposes of safeguarding and promoting the 
welfare of pupils, parents and staff and where necessary, for the legitimate interests of the school. The 
school seeks to ensure that all relevant legal obligations of the school parents and pupils are complied with 
and that all processing of data is done lawfully and fairly in accordance with the Data Protection Act 2018.  
The school has a comprehensive policy covering data governance and is registered with the Information 
Commissioners Office.  The Data Protection policy (The General Data Protection Regulation- GDPR) is 
available on our website.
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E X T E N D E D  S U P P O RT 

H E A LT H  A N D  S A F E T Y

Highly Able students: 

Our individualised approach to education at Long 
Close makes us quick to identify children with 
particular gifts and talents. In the case of academic 
high-flyers, this means we can set them harder 
work. We also look to challenge children who excel 
at music, drama and sport, forging links with local 
cricket clubs, for example, to produce a series of 
county level players.

Special Education Needs (SEN):  

There is a significant overlap between children 
and young people with a disability (as defined by 

the Equality Act 2010) and those with SEN. Where 
this overlap occurs, resulting in a requirement for 
special educational provision, the child or young 
person will also fall within the definition of SEN in 
accordance with the SEND CoP: 0-25, 2014.

English as an Additional Language (EAL): 

Our school seeks to ensure that all pupils are 
enabled to have access to a broad, balanced and 
relevant curriculum. English is best learnt through 
the curriculum and EAL pupils are encouraged to 
play a full part in all learning opportunities.

Fire Practices: 

A Fire Practice and whole school evacuation takes 
place each term. Pupils do not know in advance 
when this will occur. When the Fire Alarm is heard 
all pupils and staff need to leave the building as 
quickly as possible in silence and assemble on 
the playground in front of the Nursery building in 
classes, and in alphabetical order. 

When all class registers have been taken pupils will 
be allowed to return to their teaching rooms. 

Silence must be observed throughout as 
instructions and information may need to be given. 

Lockdown Procedure: 

The school’s lockdown procedure is practised 
at least once a year. Upon hearing the siren, all 
pupils must remain in their classroom and follow 
instructions from their teacher. 

Safety: 

We have very few rules at LCS and those we have 
are mainly for the health and safety of each pupil:

• Please do not run when moving about the 
school 

• Never play in or near the car parking areas 

• Wait for parents to be collected inside the 
school gate 

• Please think about younger pupils when 
playing in the playground 

• Make sure all items of clothing and 
equipment are labelled 

• Do not go behind the kitchens and hall 
unless accompanied by a member of staff 
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H O U S E  S Y S T E M

H O M E WO R K

The aims of the school House system are: to enhance the sense of community across the school; to 
increase opportunities for teamwork across the year groups, to offer leadership roles, to encourage 
friendly competition on a collaborative basis and to achieve house points.

Pupils are placed into one of four Houses: Windsor, Kensington, Hampton and Buckingham. Throughout 
the year pupils work for House Points and gain them for good work, helpfulness, good effort and sports 
competitions. Parents can find out how many House Points their child has been awarded in their end-of-term 
progress report.  The children really enjoy watching the House Points accumulate throughout the year.  At the 
end of the School Year the House Cup is allocated to the house with the most house points. 

Homework is set for all pupils in the school.  Our 
aim is to provide an inspiring, well-managed 
homework programme which helps students to 
develop the skills and attitudes they will need for 
successful lifelong learning.  Homework aims to 
support the development of independent learning 
skills.  Homework and student communication 
are handled via Firefly, our Virtual Learning 
Environment.  Students will get logins and a 
password when they start the school officially.

In Prep, the emphasis of homework is on the 
consolidation of key concepts learnt during the 
school week. Challenge homework will be provided 
where appropriate. Topic homework will also be set 
where pupils will have the opportunity to take part 
in some creative tasks.  

Pupils in Years 7-9 (KS3) will have one piece of 
homework to complete per subject each week.  
This should take about an hour to complete, 
although at times this may be longer if it involves 
essays or revision.

Pupils in Years 10-11 (KS4) will have one piece of 
homework to complete per subject each week but 
may be asked to do extra work during the weekend 

and during their spare time.  This should take about 
an hour and a half to complete, although at times 
this may be longer if it involves essays or revision.

If homework is not handed in on time, or if it is of 
a poor quality and/or unacceptable presentation, 
sanctions will be used and the student will be 
given advice on how to overcome obstacles to 
improvement, such as poor time management or a 
failure to organise tasks into priority order.

Missing homework without a valid reason will 
be recorded.  If a student has missed handing in 
their homework, they may be put into break-time 
detention.  If they are constant offenders they will 
be given a minus and the parents will be informed.

If a student is absent they are expected to make up 
work missed on return.  This includes homework as 
well as class work.   
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I N F O R M AT I O N  E V E N I N G S

I N S T RU M E N TA L  M U S I C 
L E S S O N S 

I N VO LV E M E N T 
I N  S C H O O L  L I F E

L A S T  DAY 
O F  T E R M

Throughout the academic year the school presents a variety of information evenings.  The aim of these 
is to inform parents about a number of school elements. Parents are actively encouraged to attend these to 
ensure they are up to date with procedures in addition to being fully informed about the education of their child.

Students can receive individual music lessons from visiting music teachers to the School each week.  
If your child wishes to have instrumental or voice lessons please contact the Head of Music, Mrs Carter,  
carolyn.carter@congnita.com  

We will always do our best to provide provision to meet the demand of a variety of instruments wherever 
possible.  Parents are invoiced directly by the peripatetic teacher for these lessons and a full term’s notice 
should be provided in writing should you wish to your child to discontinue lessons at any time.  

We are renowned for being a family school and we 
strongly encourage parental involvement as an aspect 
of this.  We have organised a range of social events for 
parents, children and staff which include Quiz Evenings, 
Father’s Day football matches, Summer Fetes and Easter 
Egg Hunts to name a few.   All parents are welcome and 
actively encouraged to attend matches, plays, concerts, 
nativities, and Carol Services.

On the last day of each Term 
school finishes just before 
lunch.  The specific time will be 
published in the termly calendar.  
All children should be collected at 
the published finishing time on the 
last day of term. No lunch will be 
served on this day and there will be 
no after school care.
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L E A R N I N G  R E S O U RC E S 
( O n l i n e  &  O f f l i n e )

L E A R N I N G 
S U P P O RT

LO S T 
P RO P E RT Y 

Tapestry: 

Tapestry builds a very special 
record of a child’s experiences, 
development and learning 
journey through their early 
years and primary education.  
Using photos, videos and diary 
entries, a teacher or early years 
practitioner, along with the 
child’s parents, ‘weaves’ the 
story of the child and how they 
are growing and developing.

Firefly:

Firefly makes it easy for 
schools to share information, 
helps parents support student 
achievement and engages 
everyone in the learning 
conversation.  Firefly’s single, 
central hub ensures that the 
home-school partnership is a 
fundamental part of the learning 
experience.

Library: 

Our Senior library is available for 
pupils during break and lunch 
times.  There are books for 
pupils to loan and a quiet place 
to read.

Long Close has an individualised learning 
approach and where possible all our pupils’ 
needs are provided for.  Pupils are assessed 
prior to entry to the school so that their 
strengths and weaknesses can be identified.

Pupils who require additional support in their 
learning are offered some help either on a 
one-to-one basis or in a small group to a 
certain level.  Parents are consulted before this 
process is instigated. Should extra specialist 
assessments be needed this can be arranged 
and there will be a cost incurred by parents, as 
necessary. An SEN support document is written 
for each pupil who receives SEN support, 
and regular discussion and communication 
between home and school takes place.  

If a teacher has a certain worry about a child it 
is reported to the Head of Learning Support.  A 
meeting will be held with the parents/guardians 
of that child to discuss the next stages. 

It is important that pupils should not bring 
money or valuables to school.  The school 
will not be held responsible for any items that 
are damaged or go missing.   We encourage 
you to name and label all items of clothing 
and sports equipment so they can easily be 
returned to the owner in the event they are 
lost.  Lost property is normally handed in to the 
School Office.  Whilst we attempt to make all 
efforts to find the owners, items of lost property 
will be held for one term after which they are 
disposed of.  Should your child bring home 
any clothing which does not belong to him/her 
please return to the class /form teacher.
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M A R K I N G / F E E D BAC K

Exclusion from school for medical reasons

M E D I C A L  C A R E  &  M E D I C AT I O N

We believe that feedback and marking should be thoughtful, informative, and targeted to the individual 
pupil.  The marking and feedback principle that we follow is assessment for learning (AFL) with the aim being 
that every child knows how they are doing and understands what they need to do to improve and how to get 
there. 

Pupils are set specific targets for subjects and supported in terms of their application or organisation if 
necessary.  Marking and feedback is then used to inform the teachers for forward planning about the individual 
needs of the pupils, so they can support them and extend them with their learning.  Staff discuss with the 
pupils what they need to do to move to the next step and this information is also reported to parents at 
meetings and in reports.

Please do not bring a sick child to school.  If a child has sickness and diarrhoea at home they should not 
return to school for at least 48 hours after symptoms have stopped.  Should children return before this time 
you will be requested to collect them again by the Office.

If a pupil becomes unwell during the day they 
should inform their teacher immediately or the 
teacher on duty, if they are outside during break.  
Pupils who are unwell are looked after by a member 
of staff and if deemed unfit to stay at school their 
parents/carers are contacted to collect them as 
soon as possible.

Should a pupil be injured at playtime the staff 
member on duty initially attends to them.  Duty 
staff carry a first aid kit to give immediate aid.  If 
the pupil needs further care they are taken to the 
School Office.  First aid is administered and the 
pupil will either return to class or be sent home, with 
the parents/guardians having been contacted to 
come and collect them.  Injuries will be recorded on 
our school Medi-Tracker System or in an accident 
book.

For medicine to be administered at school an 
‘Administration of Medicines’ form must be 
completed. Forms are available from Cognita 

Connect Parent Portal.  It is most important 
that we are kept informed of any new contact 
details, changes of address and contact numbers 
immediately. 

Medicines and tablets should be handed into 
the office with a completed ‘Administration of 
Medicines’ form signed by the parent or guardian, 
and all items of medication must be clearly marked 
with the child’s name and the correct dosage to be 
given and all medicines must be within their expiry 
date or they will not be administered.

Non- prescribed medicines will only be given to 
children if a completed medical form has been 
provided for that child for that day.  Blanket forms 
do not cover this type of medicine being given 
out.  All medicine received and administered will be 
signed off by a member of staff and signed by the 
parent to confirm they are aware of the medicine 
having been given.
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M O N E Y  A N D  VA LUA B L E S

M O B I L E  P H O N E S

Pupils Parents

We ask parents to ensure that their children do not bring into school valuable items such as expensive 
jewellery, watches, iPads or smart phones or large sums of money.   The school cannot accept any 
responsibility for loss or damage to such items.

We ask that children in the Prep School do not 
bring mobile phones to school. 

We recognise that mobile phones may be 
necessary before and after school for some of our 
senior school pupils, but pupils must have phones 
turned off upon arrival to school until 3.45pm.  For 
safeguarding reasons mobile phones must be left 
in the school office and collected at the end of 
the school day.  If a pupil is found in possession 
of a phone during the school day or if the phone 
is seen or heard by a member of staff at any point 
during the school day, it will be confiscated and 
your child will be subject to the following sanctions; 
confiscation; parent informed; phone to be picked 
up by Parent at the end of the school day.      

All contact with and by pupils during the school 
day should be made through the school office.  

For the purpose of safeguarding pupils, we ask 
that parents do not use mobile phones when 
on the school site. 

N O N - U N I F O R M  DAY S
At various times throughout the year, there are ‘non-uniform days’. Children pay a minimum of £1.00 
each for the privilege of wearing casual clothing, and this money is given to the School’s chosen charity.  
Obviously, we expect children to arrive at school reasonably smart and maintain the same rules for makeup 
and jewellery. 
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P O S I T I O N S  O F 
R E S P O N S I B I L I T Y

P H OTO G R A P H I N G  C H I L D R E N 
AT  S C H O O L  E V E N T S

PA S TO R A L  C A R E

Head of School and Prefects:  

The Head and staff will select 
pupils who have shown 
considerable leadership 
qualities to be the Head Boy 
and Head Girl of LCS.  They 
will be supported by a team of 
prefects.  The students need 
to apply for the job in writing 
and are then interviewed by 
the Head and Deputy Head; 
alongside the staff, a decision 
will be made who the Head Boy, 
Head Girl and Deputy Head are 
from the list of candidates.

School Ambassadors: 

Some Pupils will have the 
opportunity to represent 
the school by being chosen 
and voted as ambassadors 
throughout their year group.  
The school ambassadors will 
work with the Head Boy and 
Head Girl to run the school 
council.

School council – Prep School: 

Children are invited to vote for 
their chosen school council 
representative. Members of 
the school council meet on a 
regular basis to discuss current 
issues within the school and 
suggestions.

Pupils in all years can 
experience responsibility during 
their time at Long Close School. 

We seek permission of parents for all photography when any child joins our school as a matter of 
course. Parents may take photographs or videos of their own children taking part in activities such as sports 
or drama events, but these must be for personal use and not commercial or publicity purposes. They must not 
be posted on the internet in a public domain, on social media sites such as Facebook.

At Long Close we are dedicated to ensuring that all pupils feel safe, cared for and happy.  Pastoral 
care and safeguarding the pupils are at the centre of what we do every day and are so much more than 
just a policy.  We listen, we notice, and we communicate.  A happy child will succeed – happiness breeds 
success.  We have a robust pastoral structure to ensure every child feels fully supported. 

We pride ourselves on the quality of our pastoral care and the ‘family feel’ of the school.  Class teachers, 
Key Workers and Form Tutors are asked to make themselves known to parents of new pupils at the earliest 
possible opportunity.  They will ensure that you are kept informed about your child’s progress and raise any 
matters of concern with you.
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The school runs a comprehensive PSHE programme which is delivered in a timetabled session every 
week.  The programme is delivered by teaching staff and a range of “guest” speakers, either resident or 
external experts.  We believe that the programme we offer will enable children to develop their sense of 
individual and social responsibility and to become more independent and more responsible members of 
society.  Pupils will be encouraged to play an active and positive role in contributing to the life of the school 
and the wider community.  In so doing, we will help them to develop their sense of self-worth to prepare them 
for adult life.  Children are helped to reflect on themselves and aim to be the best version of themselves they 
possibly can.  

Children thrive on praise and positive reinforcement and acknowledgement of good work and exemplary 
behaviour is at the centre of our system of rewards and sanctions.  Long Close School is strongly 
committed to a policy of encouragement of all types of endeavour and the reward of both success and 
commitment.  Much of this is communicated by praise and appreciation, both in writing and orally.  A system 
of formal rewards and responsibilities is in place to publicly celebrate student achievement including prizes 
awarded as part of the weekly routine in assemblies, at the end of each term and at Prize Giving.

House points may be awarded for an excellent 
achievement or effort in any area of school life.  

A Headteacher’s Award may be awarded for an 
outstanding piece of academic work, progress 
or attitude.  

Certificates and prizes are awarded at the end of 
each term during Whole School Assemblies and at 
the end of year during Prize Giving.

Student achievements, both in and out of school, 
are also celebrated in assemblies and publicly in 
the school newsletter, on our website and in the 
local press. Parents are encouraged to let us know 
about pupil achievements outside school. 

P S H E  P RO G R A M M E

R E WA R D S  &  S A N C T I O N S 

House points Headteacher’s Award 
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Sanctions Head of  School /Key 
Stage Co-Ordinator’s 
Detention

Every effort is made to reward positive 
behaviour.  However, from time to time, 
disciplinary action has to be taken in cases of 
unacceptable behaviour.  Unacceptable behaviour 
may range from a relatively minor breach of 
the day-to-day school rules to behaviour that 
affects the health, safety, or general wellbeing of 
another pupil or the pupil concerned.  Different 
responses are called for, depending on the type of 
misbehaviour, and the age of the child concerned 
is also always considered.  Staff will generally 
deal with minor breaches of discipline in a caring, 
supportive and fair manner. 

The school’s sanctions are used in a hierarchical 
manner. Where cases of serious misbehaviour are 
evident, the Headteacher reserves the right to use 
any sanction, including suspension and expulsion, 
without first using lower-order strategies.

Minuses: 

Minuses accumulate in the usual way and will 
trigger either a detention and/or loss of privileges.

To be awarded for low level disruption (this is not 
an exhaustive list):

• Rudeness

• Lateness without a reason

• Lack of the appropriate equipment

• Incorrect uniform

• Low level disruption of lessons

• Possessing a mobile phone

• Swearing (but nor swearing at someone)

• Academic – not completing work to an 
acceptable standard

To be given for:

• Three minuses

• Consistently not doing your prep

And for more serious offences such as:

• Rudeness - continued low level disruption in 
class

• Bullying

• Aggressive Behaviour

• Swearing at someone

• Theft

• Vandalism

• Out of Bounds

• Cheating in Examinations

Occasionally, a pupil who is repeatedly gaining 
minus points or not working may be placed on 
a Report Sheet.  A letter will be sent out to the 
parent informing them of this.  Each Report Sheet 
will have a target.  At the end of each lesson the 
teacher will comment on whether the target has 
been achieved.  The teacher will also initial each 
lesson.  The Headteacher or the Head of School 
must see the Report Sheet at the end of the day.  
The Report Sheet is then to be seen and initialled 
by the parents and then must be brought back to 
the form teacher the next day.
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RO L E  O F  T H E  T E AC H E R S

S A F E G UA R D I N G  A N D  C H I L D 
P ROT E C T I O N

Early Years:

Nursery and Pre School children are assigned a 
Key Person. In Reception, a child’s Key Person will 
be their class teacher. A Key Person helps children 
settle and is responsible for ensuring their needs 
are met. A child’s Key Person will be the first point 
of contact for parents. They will also be responsible 
for exchanging information with parents; providing 
verbal updates most days and receive regular 
written summaries about a child’s progress and 
learning development. 

The Key Person will observe a child regularly as 
they are playing and learning, paying attention to 
how a child learns, what they enjoy playing with and 
what they need more support with. They will also 
update Tapestry with any photographs, videos or 
written observations of the child.

Prep School: 

The Form Teacher is the first and main contact for 
pupils and parents. They will spend much of the 

day with their class, teaching various subjects. At 
Long Close we have the added strength that all 
year groups will receive specialist teaching such 
as Spanish. While at school the Form Teacher acts 
in Loco Parentis for the children and is available to 
help sort out any problems encountered during the 
day. As well as the academic, the Form Teacher 
plays a central role in the academic progress, 
pastoral care and wellbeing of the children. They 
will regularly talk and listen to the children in their 
class about pastoral and wellbeing issues.

Senior School: 

From Year 7, pupils are placed in vertical tutor 
groups (VTG). Each VTG has a tutor who will take 
the children for morning and afternoon registration. 
The children benefit from natural peer mentoring; 
smaller year group clusters which provide more 
time for tutor mentoring, and a family atmosphere in 
school in which everyone is approachable.

We believe that safeguarding children is everyone’s responsibility and that everyone who encounters 
children and families have a role to play.

Our Safeguarding Policy and Child Protection Policy are fully compliant and has been prepared in keeping with 
‘Keeping Children Safe in Education’ and in accordance with our legal duty as an independent school under 
s157 Education Act 2002.   

We are committed to the safer recruitment of staff and comply with our statutory duty to operate safer 
recruitment procedures for all staff in our school which permit them to work regularly with children.  Our staff 
complete external safeguarding training which is refreshed at least every three years and are trained internally 
at the beginning of each term. This enables them to recognise potential signs of abuse.  

Mr Nick Lee is the Lead Designated Safeguarding Lead (DSL) for Long Close School. He works with a team 
who share different areas of lead responsibility in safeguarding roles throughout the school. If you have any 
issues of concern, please contact Mr Lee for support and direction by emailing nick.lee@longcloseschool.
co.uk

Further details of our Safeguarding Policy including Child Protection can be found on our school 
website. www.longcloseschool.co.uk
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S C H O O L  DAY

Early Years Prep Senior

School Gates Open 08:00

08:00-08:30Early Morning Club

Classroom Time 08:25 08:30-08:45 08:30-08:45

Registration 08:30 08:45-08:50 08:45-08:50

Form Time 08:50-09:05 08:50-09:05

Lessons 09:05-10:00 09:05-10:00

First Break 10:00-10:15 10:55-11:10

Lessons 10:15-12:05 11:10-13:00

Nursery/Pre-school 
Mornings only end

11:45

Nursery/Pre-school 
mornings +lunch ends

12.15

Nursery/Pre-school 
afternoon only starts

12:15

Lunch 12:05-13:00 13:30-13:50

PM Registration - 13:50-13:55

Classes 13:00-15:45 13:55-15:45

End of School day 15:30 15:45 15:45

Snack and Clubs 
Transition

15:45-16:00

Clubs 16:00-17:00

After School Care 16:00-18:00

School Gates Close 18:00
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Smoking

Smoking, including the use of electronic cigarettes, 
is not allowed anywhere on the site. Parents should 
not smoke even when they visit the School grounds 
to collect and deliver children or when they are 
attending a school event.

Dogs

To safeguard the welfare of our pupils, dogs are not 
allowed on school premises.

Pupils go on educational visits and outings during 
the year and these are wherever possible marked 
ahead of time on the School Calendar.  Trips help 
to broaden your child’s education and help to enrich 
their learning, develop character and social skills 
through wider experiences outside the classroom.  
These will range from short, one-day trips for a whole 
class to a local site of interest, or evenings out to 
plays or concerts, to residentials.  

Your permission will be sought for any trip which 
takes your son or daughter out of school.  Parents will 
also receive a letter via Cognita Connect Parent Portal 

app giving full details of trips and any costs related 
to these.  Some may be local walks and others may 
require transportation by coach or minibus.  The cost 
of trips is added to your school invoice.  

Full risk assessments are made prior to outings and 
our educational visits coordinator (EVC) and school 
Head give the final permission for the trip to go 
ahead. Every care is taken for the pupils’ welfare and 
safety.

If the school minibus is used, all drivers will have 
undertaken full PSV (Public Service Vehicle) training 
and passed an updated DVLA test.

The security and care of your children is of the 
utmost importance to us at Long Close and a 
responsibility the school takes very seriously.  
Parents and pupils arrive for school by parking in the 
Upton Court car park and enter via our pupil gate.  
Parents are given a code to open the gate which is 
changed as necessary and communicated separately 
to parents.  The gate opening times are also 
published directly to parents.  Please close the gate 
behind you, and we kindly ask that it is not propped 
open.  

If you need to come to school in between these 
times, please park in the Upton Court car park and 
walk round to our small side pedestrian gate entrance 
which is on the main Upton Court Road.  Please do 

not park on the main road outside this gate.

Please do consider the safety of the pupils as you 
drive in and out of the Upton Court car park.  We ask 
that you do not drive directly up to the gate to collect 
your child, but park in a marked bay and walk to the 
gate to collect them.

We ask for your co-operation as the safety of your 
children is paramount and staff need to be able to 
identify strangers on site. 

If parents are arriving/collecting outside of 
normal session hours (i.e. collecting a child for an 
appointment at 10.00am) please make your way to 
the Main Office with your child and not directly to the 
classroom.

S C H O O L  G RO U N D S

S C H O O L  V I S I T S  &  O U T I N G S

S I T E  S E C U R I T Y 
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S P E C I A L  O C C A S I O N S

S P O RT S  A N D  P H Y S I C A L 
E D U C AT I O N

Long Close has a wonderfully diverse mixture 
of pupils, parents and staff whose cultural and 
religious backgrounds define and enhance 
who we are.  We seek to broaden the pupils 
understanding and appreciation of the world, by not 
only educating them in RS lessons about the many 
religions and cultures, but also celebrating festivals 
and special occasions with them.  Christmas and 
Easter events are celebrated by the whole school.  
Our annual Christmas Carol Service takes place 
one evening after school, at the end of the Autumn 
Term, and all pupils in Years 3 to 11 participate.  It is 

a magical occasion and we do hope you will join us 
at this event.  Other major religious festivals are also 
recognised and celebrated throughout the school 
year.

All pupils are required to attend their retrospective 
annual Prize Giving Celebrations which take 
place near the end of the Summer Term.  Parents 
receive an invitation to share this special day. The 
Headteacher then gives her report on the year 
to the pupils, parents and staff.  The prize giving 
ceremony follows. The attire of parents and guests 
is smart as this is a formal occasion.

During their time at Long Close children enjoy regular PE, Games and swimming lessons as part of 
their weekly timetable. Along the way they learn to play sports such as rugby, football, cricket, hockey, 
netball, gymnastics, athletics, and rounders, discovering the values of teamwork, discipline and practice, and 
experiencing the exhilaration and fulfilment of well-marshalled competition.

All children participate in weekly Games and PE lessons. These are taught by the Sports staff and the pupils are 
expected to change into a specific Games and PE kit on these occasions.  For details of this kit, see ‘Uniform’.

Early Years Prep Senior

1hr Sport per week

Swimming lessons (Reception 
upwards)

Yrs 1 & 2: 1hr PE & 1hr Games

Yrs 3 & 6: 1hr PE & 2hrs 

Swimming lessons

Yrs 7-9: 1hr PE & 2hrs Games

Yrs 10: 2hrs Games

Yr11: 1hr Games
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V I S I TO R S 

WAT E R  B OT T L E S

U N I F O R M 

The security of our pupils is paramount and a responsibility the school takes very seriously.  With this 
in mind, ALL visitors to the school must report to the Main Office where they will be required to sign into the 
Visitors’ Book and wear a security badge.  This must also apply to parents/carers and we therefore ask that 
if parents are bringing items into school during the day, that they leave them at the Main Office rather than 
wandering into changing rooms and classrooms.  Unrecognised personnel on site without identification will be 
challenged by staff.  

Please ensure that your child brings a named water bottle to school daily. This is helpful as it stops 
children having to leave lessons to go to the water fountain which can be disruptive.

We set high expectations with clear standards 
on uniform to ensure that pupils look smart 
and take pride in their appearance.  Accordingly, 
we require that all pupils adhere to the rules on 
uniform, including make-up, jewellery and hair 
styles. Uniform should be clean, in good repair and 
worn properly. Parents are asked to support us by 
ensuring that their children wear the correct items, 
and that these items are renewed as necessary.

Our general outfitters are Billings and Edmonds at 
Eton; their telephone number is 01753 861348. 

A full uniform list can also be found on the school 
website: www.billingsandedmonds.co.uk

School Shoes: Shoes should be black. 

Jewellery and Hair: Children are not permitted 
to wear jewellery in school.  If necessary, they can 
wear sticks or plastic holder tubes in their ears to 
keep newly pierced ears from closing.  Children will 
not be able to participate in Games or PE if they 
have any jewellery on.  Long hair needs to be tied 
up for PE and Games lessons.  Hair must be tidy, 
tied back if necessary and its length, colour and 

style should be acceptable to the Senior Leadership 
Team. Makeup and piercings are not permitted, nor 
is jewellery, with the exception of a single, small pair 
of ear studs for girls.  

Religious Items: Pupils may wear religious items 
which have a specific significance such as a kara, 
but these will need to be covered by a sweat band 
or removed during PE/ Games lessons for safety 
reasons. 

PE Kits: Pupils are not allowed to wear items of PE/
Games kit with logos. The correct school uniform 
must be worn. Trainers are not allowed in school 
for day to day use but are worn for PE and Games 
only. 

Hot and Cold Weather: In the Summer Term, all 
pupils should wear a Long Close sun hat in the 
hot weather. During times of cold weather please 
ensure your child has a Long Close winter coat 
or waterproof in school. They should also wear 
plain navy or black woolly hat, gloves and scarf 
(or school scarf); and not those which are multi-
coloured or have logos.
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www.longcloseschool.co.uk 01753 520095

The only co-educational, independent school for ages 2-16 years in Slough.

We aim for higher things.
‘Outstanding in All Areas’ - SIS Inspection Report


