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WELCOME TO BOARDING

This handbook is designed to tell you what you need to know 
about boarding at Leweston. Some of  the content we share with 
you is to meet statutory requirements but a lot is here because 
it’s helpful information that has been passed from boarder to 
boarder over the years.

Of  course, we can’t answer everything in one handbook so don’t 
be afraid to ask lots of  questions. There is a list of  helpful people 
as you read on, but anyone, either in the classrooms or in the 
boarding houses are always happy to help you.  

Welcome to the family!
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Your Houseparent plays an important role both in 
keeping the House in order and being someone to 
talk to. As boarders and boarding parents, you need to 
know that you can contact us at any time. Below are the 
numbers that you might need.

Martha House/Cecilia House

Mrs Simkins-Smith  
Head of Boarding
Office: 01963 211066
Mobile: 07964 539463

Eleanor House

Miss Charlotte Ogle
Office: 01963 211044
Mobile: 07964 539463

Antony House

Mr Cannon
Housemaster
Office: 01963 211018
Mobile: 07772 318643

MEET THE TEAM
There are also a number of other people in the House 
representing a wide range of backgrounds and ages:

Boarding Tutors (known as Florins)

Everyone has a Boarding Tutor who will meet you once 
a week in the evening at a pre-arranged time. They are 
there to provide extra pastoral/academic support. 

Form Tutors

Everyone belongs to a Tutor Group. As your Tutor sees 
you every day they will usually be the first point of 
reference for queries and information about daily life in 
School.

Head of Year

Your Heads of Year will take overall responsibility for 
your year supporting your tutor and ensuring that any 
year group queries are answered. 
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Pupil Led Responsibilities

At Leweston, we believe each pupil has gifts and 
talents they can share with everyone. This enriches our 
community and helps us all. Below are some of the 
responsibilities given to pupils and some of which you 
can get involved in.

Boarding Prefects and Peer Mentors

The Sixth Form Boarding Prefect leads a team of senior 
boarders who act as role models as well as be the 
boarders’ representatives. They are very happy to advise 
and assist when they can. Boarding prefects chair the 
termly Boarding Council meetings.

Peer Mentors are Sixth Formers who are trained to 
support new pupils. Mentors and Mentees meet 
regularly to chat informally about School life and talk 
through any settling in issues.

Boarders’ Council

This meets once each term, as a forum for ideas and 
discussion about boarding life.

Boarding Year Representatives

The Year Reps maintain, review and enhance the 
quality of life for boarders. They play a significant 
role in suggesting and discussing changes, so that 
everyone’s views and ideas are fairly represented. The 
Year Reps report to the Boarding Prefects, as well as the 
appropriate Houseparent. They are expected to attend 
Boarding Council meetings, Food Council meetings etc.

International Boarding Committee

This committee acts as a forum for international pupils. 
It helps to organise and promote world events and 
festivals, to liaise with other international pupils in local 
Schools and to promote the integration of all pupils.
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WHAT TO BRING
The full uniform list is available in the Information for 
Parents or on the school website. 

School uniform is worn during the school day but 
boarders may change into ‘home clothes’ at 4.20pm and 
at weekends. 

Home clothes can be interpreted fairly freely but 
must remain modest and in good taste. It should be 
clean, tidy and in a good state of reapir. Any footwear, 
within reason, is allowed. For health and safety reasons 
boarders should not go barefoot. Houseparents have 
the right to veto anything they think is inappropriate. 

Boarders are expected to have:
• Nightwear
• Dressing gown
• 1 pair of hard soled bedroom slippers 
• Underwear 
• Smart outfit for formal occasions
• 3 casual outfits for evenings and weekends
• Favourite cuddly toy
• Overnight bag
• Shoe cleaning kit
• Coat hangers
• Hair brush, comb, hairclips/bands
• Washing kit (flannel, soap, shampoo, toothbrush, 

toothpaste, nail scissors and nailbrush)
• Shower shoes (crocs)
• Duvet, 3 covers and 3 pillow cases (optional)
• 2 bath towels
• 2 hand towels
• Linen bag
• A padlock to secure their locker
• Wellington boots

With so many people to keep organised and so many 
items of clothing to wash and return we cannot 
emphasise enough the need to label everything 
including any new clothes brought in after the start of 
term. All other personal items should be clearly marked 
with your name; shoes, trainers and bags should be 
marked preferably with indelible ink. The Boarding 
House/school can not take responsibility for any 
unnamed items 

Bedding
The boarding house supplies sheets, a duvet and cover, 
pillows and pillowcases however if you want to bring 
your own duvet and duvet cover you are welcome to do 
so.  This bedding can be laundered on site but please 
ensure it is clearly named. If any other personal bedding 
is brought into the House e.g. small blankets or covers 
these will need to be taken home for laundering.

 Suggested Items to Bring into School
Although pupils are expected to attend all meals, 
facilities are provided in the Houses for making toast 
and drinks. Pupils should bring their own tea, coffee, 
dried milk and sugar as required. They may like to have 
a tuck box for this purpose, which should be lockable.

Pupils may also like to bring a bedside lamp and a 
music system/ipod/mp3 player along with appropriate 
posters for their pinboards. 

Items Which May Not be Brought into 
School
The School does not allow pupils to have personal 
televisions, fridges, toasters, sandwich makers, kettles or 
any other appliance deemed unsuitable by the School.

Aerosol deodorants/body sprays are not permitted due 
to fire risk and risk of activating fire alarms.
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THE HOUSES

Eleanor House - Girls aged 15 to 18
As Year 11 and Sixth Form pupils, there is an 
expectation that you will be role models for others. The 
relationships that you develop with staff will reflect 
your maturity and make an impact on how much you 
get out of school at this stage.

Life can become stressful with the focus on public 
exams, personal statements, work experience and UCAS 
applications, not to mention a social life and driving 
lessons, but we really hope that you will be able to look 
back at these special years as ones that have provided 
you with a springboard to life wherever that may take 
you. 

Good communication is the key to this. This handbook 
sets out ‘standards’ and ‘routines’, and as young adults 
these are important, however, your Houseparent is 
always available to discuss or work around your life as it 
travels towards the end of your school education.

Antony House - Boys aged 11 to 18
Antony House is our Boys House for boarders aged 
11 to 18. Being a boarder at Leweston gives you the 
chance to take up all the opportunities offered such 
as: early morning swimming, evening fencing, new 
hobbies and activities as well as having your academic 
work supported by dedicated staff.  

Our Housemaster, Mr Cannon will be there to mentor, 
support and ensure that you are happy and working 
towards your own potential.

Martha House - Girls aged 8 to 13
In Martha House, the focus is on making sure that you 
feel part of a friendly, supported, second family. Our aim 
is that you see the House as a home from home. 

We follow all the routines that you would do normally, 
like making your bed in the morning, making sure that 
you have everything you need for the day and brushing 
your teeth after breakfast. At the end of the day and 
on weekends there is lots to do, or little to do, if that is 
what you need. There are exciting activities and trips 
but sometimes we just go to the cinema or bowling or 
play cricket in the garden.

There is always somebody around, even when you need 
someone at night a member of the team is only a few 
steps away. 

When asked what Martha House boarders had learnt 
from being a boarder, they said “to help others, to 
be kind, how to share, how to get along with lots of 
different people and how to be a little more organised!” 

Cecilia House - Girls aged 13 to 16
As senior pupils, all Cecilia House boarders are 
encouraged most of all, to be themselves. We love to 
see pupils flourish doing things they didn’t believe 
they could do. This comes from feeling ‘good in your 
own skin’, taking chances and above all, not taking 
yourself too seriously (you may need to remind your 
Houseparent that we’ve said this!).

As you get older you will need to maintain balance in 
all you are doing,  your Houseparent will help you find 
the right mix of work and play. Cecilia House is about 
growing up and being the ‘best you’. We will do all we 
can to help you find who that is.
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ROUTINES
Everyone has a set bedtime, and must be in their dorms 
fifteen minutes before, settling down for the night.  
We advocate bedtime reading as a great way to relax 
and go to sleep, so everyone is expected to have a least 
one book on the go!

After lights out you must be quiet in the dorm and 
settle down to sleep. It is important that you show 
consideration for others at this time.

Weekends
Wake up time is a little later at weekends. For Years 
7 and 8 there is a prep session on Saturday morning, 
followed by an activity. Prep boarders spend this time 
with the Martha House team, for some pupils there may 
be sports matches.

After lunch, there will always be a planned activity. 
Sometimes there will be special trips just for Martha 
House. You can also relax, tidy up and get ready for the 
next week, as well as make the most of the beautiful 
grounds (the bikes and go-karts are very popular on a 
sunny Sunday afternoon!)

In the evening, there might be a cinema trip, or 
bowling, or a night in watching DVDs and eating 
popcorn. 

The spiritual life at Leweston allows us to recognise the 
need for quiet times. As well as PJ Prayers, all boarders 
attend Mass on Sunday afternoon when everyone will 
have the opportunity to take part in reading, serving or 
welcoming our guests as they arrive.

Martha and Antony House Year 7 and 8

Weekdays - Prep

07.00  Rise and Shine
07.30  Breakfast
08.00  Room check, leave for School
08.20   School day
16.20  Tea
16.30 – 18.30 Activities/Prep
18.30  Supper and fun in House
19.20 – 19.30 House Roundup

Weekdays – Years 7 and 8

07.00  Rise and Shine
07.30  Breakfast
08.00  Room check, leave for School
08.15 – 16.20 School day
16.20 – 16.45 Tea
16.30  Sign in to House
16.45 – 17.45 First Activity 
17.45 – 18.45 Supervised Prep  
18.45– 19.15 Supper 
19.15 – 19.25 House Roundup
19.30 – 20.30 Second activity/free time
20.30  Hand in electronics
21.00  Settle in dorms
21.15  Lights out

Mornings
Everyone wakes at 07.00, gets dressed and goes down 
to breakfast. After breakfast everyone must check they 
have what they need for the School day and that the 
dorm is tidy. Year 7 and 8 pupils go down to registration 
and the Prep boarders are taken to their teachers.

Evenings
At the end of the day, there are activities and prep 
followed by time to relax, play games, and make phone 
calls before supper. After supper, everyone comes 
together for House Roundup to find out how everyone 
is, how the day was and to pass on messages.

Prep boarders start showering and getting ready for 
bed followed by Year 7 and 8. Before bed, everyone 
packs their bag ready for school the next day.  
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Saturday 

08:45  Wake up
09:00  Breakfast
10:00  Prep
11:00  Saturday Sessions 
12:15  Lunch
Afternoon Activities/Shopping/Sports Matches
16.00  Roll Call
18.30  Supper
19.20  Evening Activities. 
21.45  Year 9 quiet in rooms
22.00  Year 9 lights out
   Year 10 quiet in rooms
22.15  Year 10 lights out

Sunday 

08:45  Wake up
09:00  Breakfast
09:45  Roll Call
11:00  House tidying/prep catch-up
12:15  Lunch
Afternoon Activities
16.00  Roll Call
17.30  Mass in School Chapel
18.30  Supper
19.20  Prep/Free time
Routine follows as per weekday

If you are going out for the weekend (or any part of 
the weekend), you must have both your own parents’ 
permission and an invitation from the family you 
are visiting. These should be in writing (an e-mail is 
sufficient) and with your Houseparent by Wednesday 
evening. Both permission and invitation are required 
whenever a boarder goes out from school on a private 
visit.

Cecilia and Antony House Years 9 to 10 

Weekdays

07:00  Rise and Shine
07:30  Breakfast
08:00   Room checks
08:15 – 16.20 School day
16:20   Tea
16:45  First Activity/Free Time
17:45  Prep
18:45  Supper and Registration
19:20   House Meeting 
19:30 – 20:00 Supervised Prep for Year 9 & 10 Library/  
                               Second Activity
20.00 – 21.00 Free Time for Year 9, electronics in for 
  Year 9 at 21.00
20.00 – 21.15 Free Time for Year 10
21:15  Year 9 quiet in rooms Year 10 back in   
  House
21:30  Year 9 Lights out
  Year 10 quiet in rooms and all    
  electronics handed in
21:45  Year 10 lights out 

Friday Nights and Weekends

19.30  Friday Night activities or study. 
21.45  Year 9 quiet in rooms
22.00  Year 9 lights out
  Year 10 quiet in rooms
22.15  Year 10 lights out

On Friday and Saturday evenings lights out times will 
be flexible.
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Sunday
 
09:00  Breakfast (optional)
10.00  Roll Call in House and Study
11:00  House tidying and Prep
12:15  Lunch (optional)
Afternoon Activities/Trips
17.30  Mass in the School Chapel
18.30  Supper
21.45  Register with Houseparent in House

On Friday evenings, you should be registered by 22.30 
and in your room by 22.45. On Saturday evenings, you 
should be registered by 22.45 and in your room by 
23.00. On Sunday evening, Year 11 should be quiet in 
thier rooms by 21.45 with lights out at 22.00. SIxth Form  
should be in their rooms by 22.15 ready for the start of 
the working week.

Going out in the evenings at the weekends is at the 
Houseparent’s discretion.

Eleanor and Antony House Years 11 to 13 

Weekdays

07:15  Wake up bell
07:30 – 07.50 Breakfast (dressed and ready for the   
  School day)
08:00   Return to rooms to collect books for   
  lessons
08:15 – 16.20 School Day
16:20  Tea
16:45  First Activity/Free Time
17:45  Study
18:45  Supper
19:20  House meeting with registration 
19:30 – 20:30 Study
21:45  Year 11 quiet in their rooms
22:00  All Year 12 and 13 pupils back in House.  
  Year 11 lights out.
  All pupils must  register by 22.00 with   
  House staff in House.
22:45  All pupils quiet in their own room

Friday Nights and Weekends

19.30  Free time/Study. Pupils may go out for   
                the evening with permission from   
  Houseparent
22.15  Year must be registered and quiet in   
  their rooms by 22.30
22.30  Sixth Form must register in Eleanor   
  House Office and be pupils quiet in   
  their rooms by 22.45

Saturday 

09:00  Breakfast (optional)
10:00  All boarders must be up by this time in   
  order to complete 1 hour of study
12:15  Lunch (optional)
Afternoon Activities/Trips/Sports Matches/Free   
  time/Study
16.00  Tea in Sixth Form Centre
18.30  Supper (optional)
19:30  Sign in at Eleanor House Office
19.30  Evening Activities/socials/Pupils may go  
  out for the evening
22.45  All pupils must register in House
23.00  All pupils quiet in their own rooms
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COMMUNICATION
Boarders up to Year 10 must hand in their mobile 
phones at the end of the evening for safekeeping. This 
allows you to spend time with your friends or get ready 
for bed and ensures a happy, relaxed routine before 
sleeping.

Members of staff may confiscate a mobile phone if its 
use is inappropriate. The phone can be collected from 
the Deputy Head or Houseparent at the end of the 
school day.

Family News
If any family news needs to be passed on to a pupil, 
especially news of a family bereavement or illness, 
please contact the Houseparent first. Heads of Year, 
Tutors and Housestaff will be informed as a matter of 
course so that the appropriate action may be taken.

Visiting
We are happy to receive occasional visits from parents 
and guardians but ask that you support the smooth 
running of the Houses by contacting the Houseparent 
first. Obviously there is no need for this if the visit is 
within the usual pick-up times. 

When visiting boarding, parents and guardians are 
only allowed to go into your dormitory on the first 
and last day of term to help with luggage. At other 
times parents are not allowed into dormitories for 
safeguarding reasons. 

Complaints
We record all complaints from pupils and parents. 

Complaints are passed on to the relevant person to be 
answered but general complaints concerning the care 
and welfare of a student should be addressed to the 
Head of Boarding. If you feel that your complaint has 
not been satisfactorily resolved you should contact the 
Assistant Head Pastoral.

It is vital that there is good communication between the 
House and parents or guardians. We encourage families 
to contact us by phone or email about any concerns or 
to ask about progress. We will not contact parents and 
guardians about everything – we encourage students 
to stand on their own two feet – but we will get in touch 
if it is important. The use of mobile phones can result 
in parents being made aware of situations in the House 
before you are contacted by House staff. Please ask your 
child to tell staff if they ring you up about something 
you feel we should know about. 

Keeping in touch
For all boarders contact with home is very important. 
There are a variety of ways to keep in contact with 
parents, family and friends. During the school day, in 
the evenings and at weekends there is easy access 
to email facilities. Each House has public telephones 
available and boarders are allowed mobile phones (EE 
gets the best network coverage). Post can be collected 
daily from Reception. Boarders also have access to 
private Skype rooms. 

Mobile Phones
Different Houses have different rules about use of 
Skype/Social Media/Smart Phones. 

Our Mobile Phone Policy means that pupils from Year 
7 to Year 11 are not permitted their phones during the 
school day.  Any phone that is seen will be confiscated 
by staff and can be collected at the end of the following 
day.  Sixth Form are expected to be responsible and 
adhere to the Mobile Phone Policy.  

Pupils are allowed their phones in the evenings and at 
the weekend however, they are not to be used in the 
corridors, the Library, Chapel or Dining Room.

Boarders should make phone calls to family and friends 
during their free time, avoiding prep sessions and half 
an hour before bed. 
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LIVING TOGETHER
Year 9 and 10 pupils must sign up for at least one. Older 
pupils can sign up for any they choose. A sign-up form 
is emailed to your parents at the start of every ter.m.

All activities, including weekends, are also open to day 
pupils who often come into school to spend time with 
their boarding friends. 

For some socials, theatre trips and visits we need 
permission from your parents, both for you to go and 
for them to be billed. Your parents can choose to sign a 
blanket permission letter each year or give permission 
on a case by case basis. For particularly expensive 
or lengthy trips, or activities which require specific 
permission, a separate letter will go to all parents.

Study time
During all prep periods, it is important that there is an 
atmosphere conducive to study and the Houses should 
be kept quiet. Prep is a vital part of school life and an 
opportunity for you to take responsibility for your own 
learning and develop independence.

Years 7 to 10 have supervised study in Pensabene 
Library. If you need information about prep or want to 
discuss work with others, you must do this before or 
after the formal prep session. 

Years 11 to 13 study in their own rooms and may work 
with music using headphones. Music must not be 
audible outside your room, and must not disturb others 
working in the same room with you.

As with the younger years, if you need information or 
want to discuss work you must do this before or after 
the formal study session. It is not acceptable to wander 
in and out of other rooms during prep.

During evening study periods, Sixth Form may work 
in the Sixth Form Centre, Pensabene Library, Eleanor 
Library (Sixth form privilege), ICT suites or Art Room 
(please obtain permission from the Head of Art). 
Everyone using these areas must sign out of the House 
in the signing in/out file. 

House Meetings
Each House holds a weekly meeting after supper 
which must be attended and a roll call will be taken. 
At the beginning and end of term, and whenever else 
necessary, the Head of Boarding will hold a whole 
boarding assembly. 

Behaviour
We pride ourselves on running a well-ordered 
community where individual freedom is exercised 
within a framework of simple, clear and universally 
applied rules. Courtesy and common sense are valued 
qualities. Poor choices are dealt with immediately by 
House staff; more serious incidents are passed to the 
Houseparents, Head of Boarding or Assistant Head 
Pastoral. 

Where possible we commend good behaviour and 
reward by allowing more responsibility and privileges. 
When we have to impose sanctions they usually 
involve greater supervision and loss of privileges, 
gatings can be issued for persistent incidences of the 
same behaviour. More serious incidents are dealt with 
according to the School’s Behaviour Policy which is 
available later in the Handbook.

Cleaning
You must make sure your room, or your specific area of 
the dorm, is presentable before school. There should 
be no litter, no dirty laundry or any clothes left out, 
beds must be made and the floor cleared of clutter. 
You cannot go down to registration until a member 
of House staff has checked your room. Remember to 
take what you need for the day with you, as dorms are 
locked until teatime.

At the end of term, your rooms must be inspected 
before you leave to ensure that you have not forgotten 
anything!

Damage to school property, including graffiti, will not 
be tolerated and any redecoration or repair costs will be 
charged to your parents.

Activities 

We like you to be busy and get as much as you can from 
the boarding lifestyle. House staff strongly encourage 
participation in activities to build confidence and self-
esteem. 

There is a variety of evening and weekend activities, 
trips and socials available each term, these are listed in 
the Calendar, Activities Booklet and advertised in the 
House. 

Evening activities take place in two slots (16.45 – 17.45 
and 19.30 – 20.30). Years 7 and 8 must sign up for at 
least three activities per week, 
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It is best to go to the door of the ‘wash up’, where the 
trays are cleared.

At weekends Sixth Form boarders do not have to attend 
school meals with the exception of supper on Sunday. 
If you prefer you can cook for yourself in the new Sixth 
Form Centre. but you are welcome to have as many of 
the normal school meals as you wish.

Support for Overseas Pupils
If you have come to Leweston from overseas, it can 
take a little longer to adjust to life in school. Your 
Houseparent understands this and will give you extra 
support, but there are other people who are there to 
help too.

The EAL department have a lot of experience in helping 
pupils if English is not your first language. Whilst we 
have a policy that only English is to be spoken, we do 
understand that, especially in your first weeks here, it is 
helpful to be able to ask questions and hear answers in 
your own language. 

Other pupils  and staff can mentor in a variety of 
different languages and Mrs Taylor, Head of English as 
an Additional Language (EAL) will act as your tutor. She 
will introduce herself in your first week at Leweston.

English Speaking Policy
This policy aims to promote the use of English by all 
language groups within the School and to assist with 
the integration of new pupils. It is important that 
everyone feels included through use of a common 
language. Everyone should be using English as the 
only means of verbal communication during the school 
week, including in the evenings. 

Encouraging you to feel fully integrated and developing 
your ‘social’ language skills is as important as 
developing your ‘academic’ language. 

At weekends a more relaxed use of first language will 
be allowed, unless you are in a dormitory or in a social 
area and it would exclude others if English were not 
spoken.

Privacy
The House is your home during term time and you are 
entitled to your privacy. It is also important that you 
respect the privacy of others. You should not go into 
other rooms when the occupants are not there. No one 
should enter a room without knocking.

Common Rooms
All Houses have common rooms, please treat the fabric 
and furnishing of the room with respect, and behave 
sensibly; reporting any damage or problems as soon 
as possible. If your common room has kitchen facilities, 
they must be kept clean, with utensils dried and put 
away after use. Food in the fridges must be disposed 
of after the ‘sell by date’ and microwaves must be kept 
clean and wiped through after use. Food must not 
be kept in dorms and you will have a locker for tuck.
Chewing gum is not permitted in School.

House Duties
Everyone contributes to the smooth running of the 
House and helps to maintain standards in behaviour, 
cleanliness, organisation and consideration for others. 

You will be given some duties in your House. For 
younger boarders this is largely dining hall duties 
and common room cleaning. Sixth Formers take on 
responsibility for the wider community and will be on a 
rota for jobs like prep duty, laundry duty and lights out. 
This is very much appreciated by the younger boarders.

It is important that you fulfil your duties and are 
punctual. If there is a problem you should arrange 
a swap and notify the boarding prefects or your 
Houseparent.

Meals
Boarders are to attend all meals during the school week. 
Behaviour in the Dining Hall should be considerate and 
well-mannered. All crockery and any rubbish must be 
removed on trays and carefully placed on the carousel 
at the end of your meal. Please push chairs in when you 
leave the table.

It is understandable that occasionally breakages and 
spillages do occur; if this happens it is important that 
you notify someone straight away and get materials 
from the kitchen to clear it up. 
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SPIRITUAL LIFE AT LEWESTON
Leweston is a Catholic School and we seek to support 
the spiritual life of all pupils regardless of faith or 
denomination. Mass is celebrated twice a week, with a 
special Mass for boarders at 17.30 on Sunday evening.

Pupils should attend Mass in clean, smart clothing. 
All Masses are public events and we frequently have 
many visitors. Please welcome them warmly, you are 
representatives of Leweston and your conduct should 
reflect this.

Roll call will take place at 17.15 in the School Theatre. 
Everyone is invited to take some part in Mass regardless 
of faith or denomination. If you have a duty you must 
be in the Chapel to start setting up no later than 17.00.

Boarders sit in the front of the two middle sections 
of the Chapel and allow our visitors to receive 
communion/blessing first. They will be invited to do so 
by the Chaplain or prefect on duty.

If you would like to recieve the Sacrament of 
Reconciliation at Sunday Mass you should inform the 
Chaplain beforehand. Anyone can ask to speak to our 
Priests in confidence at any time.

Occasionally pupils attend Mass in the Parish on a 
Saturday evening at 18.00 or Sunday morning at 10.30. 
You can attend either of these Masses if you would 
like to and other commitments prevent you attending 
Mass on Sunday evening. This must be agreed by your 
Houseparent in advance.

You are encouraged to attend any other services which 
support the practice of your faith or denomination but 
this is not instead of Mass at Leweston, which we attend 
together as a ‘family’.
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APPEARANCE AND PROPERTY
Care of  Personal Property
All clothing, footwear, bags, cases, sports equipment, 
musical equipment, books, pens, watches, calculators, 
chargers and electrical equipment must be clearly 
marked with your name. You must hand in or lock 
away any money or valuable items when not in use or 
needed. Expensive jewellery and other valuables should 
not be brought into school. Any money you have for 
weekly purchases should be kept secure at all times.

Everyone has a lockable space in their room (in most 
places a padlock from home is required). You also have 
lockers in your form rooms and tuck lockers where 
possessions can be kept securely.

If you do lose or mislay something, report it to your 
Houseparent or another member of the boarding team 
as soon as possible.

Dress Code
You must keep to the School dress code and not only 
wear appropriate clothes but also keep them in good 
order. Shoes must be clean and regularly polished. 
Clothes with holes in them need to be repaired and 
not worn until this is done – the laundry can provide 
a repair service for small jobs. Please hang up suits, so 
that they look smart when worn. You will be asked to 
change if your dress is considered inappropriate.

The School Shop opens at various times during the 
week. Payment can be made by cash, cheque, debit 
or credit card but a 2% surcharge will be added to all 
credit card transactions. If you have any questions 
about uniform or how to pay for items, please see 
the Shop Manager or email: schoolshop@leweston.
dorset.sch.uk.

Lost Property
Named items will be returned to you by your Tutor, 
Head of Year or Houseparent. Unnamed uniform will be 
laundered and stocked as second hand uniform in the 
Shop. Other unnamed items are held by the Deputy 
Head from whom they can be claimed with proof of 
ownership. Items not claimed by the end of term will be 
given to charity.

Laundry 
Pupils should take dirty clothes to the laundry on the 
way to breakfast. In the evening, the laundry is open 
from 20.30 – 21.00. It may be opened at other times if 
you need something, but this cannot be guaranteed, so 
try to make sure you collect items at the set time.

Years 11 to 13 can do their own washing and drying in 
the House. but you can still use the school laundry if 
you wish. Bedding change takes place on Tuesday or 
Thursday mornings depending on the House and all 
dirty linen is taken to the laundry. Clean bedding will be 
on your laundry shelf or you can use school duvet sets. 
This applies to all full and weekly boarders.

Net washing bags keep your laundry together and 
make it less likely that things will get lost, they can be 
purchased from the School Shop. 

Whilst as much care as possible is taken with laundry 
we cannot be held responsible for items that should 
either be dry cleaned or cannot be tumble dried. Items 
that require a special or delicate wash treatment should 
not be brought to School. 

Pocket Money and Valuables
Pocket money (and other valuables) should be given to 
your Houseparent for safekeeping. These will be kept 
in either the boarding safe, or your school file. Large 
amounts of money should not be brought into school. 
The school cannot accept responsibility if such items 
are lost.

The amount of pocket money per week is at parents’ 
discretion. As a guide we suggest £5.00 – £8.00 a week 
for full boarders in Year 7 rising as they get older. Pupils 
in older years often have a bank card and there is a 
cash machine in Sherborne which can be accessed in 
the evenings and at weekends. There will be regular 
advertised times when you can get pocket money and 
you will always be asked to sign for any money you 
take.

Please note the School cannot lend money to pupils, 
so you should ensure you have enough for your needs, 
and to be careful with the money you have.
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ATTENDANCE AND TRAVEL
End of  Term and Half  Term
You must tidy and pack away all belongings from your 
rooms thoroughly at the end of each term. There is 
storage space for full boarders’ belongings, but these 
must be securely packed and clearly labelled. They must 
then be sensibly packed into the storage cupboards on 
your wing, or as directed by your Houseparent.

On the last day of term there will be time for you to 
gather together your overnight things and ensure your 
room is tidy. You will be free to leave only after your 
Houseparent has checked your room.

At the end of the Summer Term all Year 13 boarders 
must ensure that they take home all belongings from 
their room and school storage.

International travel
For pupils travelling from overseas the school 
recommends using Hounslows, who offer an escorted 
service from London Heathrow at the beginning 
and end of half and full terms. Boarders are met and 
escorted through the airport, before travelling together 
to Leweston. To benefit from this service you need to be 
booked onto a flight that fits the scheduled collection 
times. These are published at the start of each academic 
year and are available on the website. In order to 
accommodate international travel overseas boarders 
stay an extra night at school.

Passports
International passports secured in the House offices. 
They must be handed to your Houseparent on arrival 
and you must sign the passport list. Your passport is 
returned on the day of travel and you sign the list again 
to show you have received it.

Train travel
At exeats and half term, there is an escorted train 
service to and from London Waterloo for younger 
pupils. A small charge is added to the cost of the train 
ticket. A minibus service will take you to and from 
Sherborne station. Older pupils not using the escort 
can still be met at Sherborne station but you should 
inform the Head of Boarding in advance, if you wish to 
guarantee a seat.

Term Dates 
Term dates are published well in advance and parents 
and guardians must ensure that their children are in 
attendance.  You are not allowed to arrive late or travel 
early without permission.  This permission will only 
be granted in exceptional circumstances and must be 
requested from the Head.  If you need to leave early 
or return late because you are dependent on flight 
schedules our parents must seek written permission 
from the Head at the earliest opportunity.

Speech Day is a working day for all pupils.

Start of  Term
Boarders return to school from 12:00 at the beginning 
of term. Parents can help bring things up to rooms, but 
must be accompanied at all times. Please sign in with 
your Houseparent when you arrive. 

Half  Term and Exeats
Half terms and exeat weekends start at 16.20 on Friday 
and school reopens on the Sunday at 18.00 for exeats, 
and 16.00 for half terms.  If you need to return earlier 
arrangements can be made in advance with the Head of 
Boarding.  You are expected to be back in School by the 
following times:

Years 5 - 8 1800 - 2000

Years 9 - 13 1800 - 2100

A light supper can be available for boarders travelling 
long distances, but we would advise you to have supper 
before returning to School.

If for train timetable reasons you are arriving before 
18.00 you must inform your Houseparent in advance to 
ensure access your room.

If you are spending holidays or exeats somewhere 
other than your own home you must ensure that 
your Houseparent has written confirmation from your 
parents or guardian (including an address and contact 
details), and, if appropriate, a written invitation from the 
people you will be staying with.

Please note: whilst boarders are encouraged to take 
a break away from school at exeat weekends, they 
are not compulsory in the Senior School. Those who 
wish to stay in the House are welcome to do so for a 
small charge, approximately £100 for the weekend.
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Health Centre
We encourage a healthy lifestyle at Leweston by 
providing a wide range of activities, promoting healthy 
eating and fully utilising the outdoor space available to 
us. 

The Health Centre is run by Mrs Lale and Mrs Cole who 
are both qualified nurses. They are here to encourage 
you to take responsibility for your health and to help 
you when you are unwell, injured or need someone 
to listen to you. Whatever you tell them is kept 
confidential, unless it is so damaging to your welfare 
that they must inform someone else in order to help 
you.

House staff have First Aid training and keep First Aid kits 
and basic medication. 

The Health Centre is open daily from 8.00 – 18.00. You 
must let your Houseparent know if you feel unwell after 
18.00 and they will look after you; please do not ring 
the Health Centre yourself. Parents or guardians who 
want to talk to the nurses are welcome to ring before 
18.00. 

Drs Tweedie and Morris are the School doctors. 
They hold open surgery on Monday 11.00 - 12.00 
and Thursday 8.30 - 9.30. There is no need to make 
an appointment. All boarders are examined by the 
School Doctor during their first term. This ensures that 
any medical problems can be identified and treated 
accordingly. You may see either a female or a male 
doctor if you prefer 

You should not bring any medicines from home. The 
Health Centre either stocks, or can get, whatever you 
require. Any medications from home must be seen by 
the nurses in the Health Centre.

There are rooms in the Boarding House if you are ill 
overnight. If you’re ill during the day and cannot be 
moved from the Health Centre (whether back to the 
House or to home) a member of staff will stay with you 
there. Parents - if your child phones you feeling ill and 
asking to come home please ring their Houseparent to 
check what the situation is. 

If you are ill at night, either go yourself, or ask another 
pupil to fetch a member of staff. (The overnight duty 
rota is outside each flat and House office). You can ring 
Houseparents doors at any time, if you need them.

MEDICAL NOTES
Overseas Pupils
Non-British nationals should ensure they have paid 
the “Health Surcharge” as part of their visa application. 
If a pupil attends hospital for a routine outpatient 
appointment or is admitted as an emergency inpatient 
but their procedure is not classed as “urgent” or “life-
threatening”, and they do not have the requisite cover 
as above, then they may be requested to pay for 
treatment in advance. 

Medical Appointments
Boarders are expected to have routine medical and 
dental treatment during the holidays.  If you are going 
to be absent from school to attend such appointments, 
a letter or email of explanation must be sent in advance 
to your form tutor. For emergency treatment this can be 
provided after the case.

Any pupil being taken to hospital by the school will be 
charged for transportation and escort.

Boarders are also registered with the local doctor’s 
surgery and the charge of £15.75 per term will be 
passed on to boarders on the termly bill.

Medical Centre telephone number: 01963 210834.
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HEALTH, SAFETY AND WELL-BEING
Signing In and Out Procedures
For your safety, your Houseparent must know your 
whereabouts at all times.

If you are going offsite during the school day (08:15 – 
16:20) you must sign out in the file at Reception. If you 
are leaving school grounds at any other time, and for 
any reason, you must sign out in the House office. You 
must also sign in at the same place on your return.

No-one should sign anyone else in or out, for any 
reason (this includes those going to the library/
computer room etc).

If you are going home or out for the weekend you 
should sign out in the sign out book to show you have 
left the campus.

Weekly boarders, and other boarders who may have 
been out over the weekend, must remember to sign 
in on Sunday night. If you return on Monday morning 
registration will count as signing in.

You must also sign out of House if you leave the 
main building in the evenings or at weekends to go 
elsewhere on campus (to the gym, to play tennis, go for 
a walk, attend an activity in another building etc).

Fire Alarm
If the fire alarm sounds you must leave the building 
immediately through the nearest safe fire exit. You will 
be shown the exits around your room and common 
room when you join the House. Do not stop to collect 
possessions. Evacuate the building in silence and make 
your way sensibly and quickly to the meeting area in 
the car park, at the bottom of the Chapel steps. 

If there is an evacuation during the night you must wear 
proper shoes not slippers, as you are more likely to slip 
and fall in them, potentially causing injury to yourself 
and others. 

During the day, pupils line up in form groups in register 
order. After the end of the school day, boarders line up 
in year groups in alphabetical order. You should wait 
calmly and in silence. A member of staff will tell you if 
and when it is safe to re- enter the building. Follow the 
instructions you are given by staff very carefully. 

You must familiarise yourself with the fire alarm 
procedures. Your Houseparent or Head of Year will take 
you through these on arrival and at least once a term. 
The fire alarm must always be treated seriously.

Safeguarding
The boarding team provide a safe, secure environment 
where all students can feel a sense of pride and 
belonging.  Leweston is committed to safeguarding 
and promoting the welfare of all children and the 
Safeguarding Policy is available on the School website 
at  www.leweston.co.uk/information/safeguarding. 
All staff, volunteers and governors are aware of this 
policy and procedures and share in this commitment.

Security
CCTV cameras are in operation at all times. Visitors to 
the School, including parents, must sign in at Reception 
before entering the building. Visitors, including parents 
and pupils, coming into school in the evenings or at 
weekends must sign in with the Houseparent. Parents 
may only visit dormitories with the knowledge and 
permission of your Houseparent.

Going Offsite 
If you are going out of school for the weekend (or any 
part of the weekend) you must have your parents’ 
permission. Your parents can sign a ‘blanket permission’ 
slip or give permission on a case by case basis. However, 
if you want to go out overnight, you must have 
permission from your parents as well as an invitation 
from the family you are visiting. Both should be in 
writing (an e-mail is sufficient) and received by your 
Houseparent by Wednesday evening at the latest.

Sixth Form boarders are allowed off site after school 
Monday to Thursday as long as you return by 18.45 for 
supper and sign out appropriately. On Friday evenings, 
Sixth Formers can go out at the discretion of the 
Houseparent. You must let staff know by Wednesday 
evening if no evening meal is required.

Senior boarders are encouraged to go out shopping 
or visiting local towns at the weekend (own transport 
to be arranged) however, it is paramount that you sign 
out and inform your Houseparent where you are going, 
with whom, and what time you will return.



19

Electrical Appliances
Any electrical equipment brought into school 
(hairdryers, sound docks, phone chargers) must be 
new and in good working order. The maintenance 
team is responsible for ensuring all electrical goods 
pass safety standards. Only new, sealed plug units are 
accepted. Overloading sockets with extension leads is 
not acceptable and a fire hazard.  Extension leads will 
be confiscated if deemed unsafe.  

You must switch any electrical items off, and where 
possible unplug them, when they are not in use. This is 
to prevent a fire hazard, but it is also environmentally 
responsible. It is especially important to ensure hair 
straighteners, and other items that heat, are switched 
off immediately after use. If these are found left on 
unattended they may be taken away and not returned 
until the end of term.

Kettles and any other ‘cooking’ appliances must not be 
used in dormitories or rooms, but only in designated 
snack preparation areas.

Digital music players are allowed, but must not be 
used in corridors between lessons or in the Dining Hall. 
If used inappropriately they may be confiscated and 
returned the following day.

School Bounds
No pupil may leave the campus without permission. 
Temporary absence should always be entered in the 
signing in register.

Prep boarders are always accompanied in the 
gardens and grounds. Pupils in Year 7 and 8 can go 
out independently but must stick to the appropriate 
boundaries. The following boundaries apply:

• Year 7 pupils may not go beyond the Boar.
• Year 7 to 10 pupils may not go beyond the bridge 

on the drive, or the Art and Design Centre on the 
lower drive. No pupil may go to the Belvedere 
alone.

• Year 11 pupils may not go beyond the Lodge.
• No pupil may enter the woods or fields adjoining 

the campus or the private gardens.
• No pupil may leave the building after dark except 

to go to the Sports Hall, or if they have an activity or 
portfolio work in the Art and Design Centre. Then 
only as long as a member of staff is in the building 
and they report to the teacher on entry and leaving.

Sixth Form Privileges
You can ask permission of your Houseparent to go out 
to supper midweek to celebrate birthdays.

You can receive guests by arrangement with your 
Houseparent. Please ensure that visitors sign the 
visitors’ book in Reception and that they are introduced 
to your Houseparent on arrival. Visitors are not allowed 
in your room.  

Year 13 can book the Common Room for dinner parties 
by arrangement with your Houseparent. Year 13 may 
also leave school premises if you have an afternoon 
study period. You should attend afternoon registration 
and must sign yourself out and in at Reception.

Year 13 may visit the Sherborne School Junior Common 
Room (the ‘Stick’) on Saturday evenings between 19:30 
and 22:00 when invited. 

Ordering takeaways is a Sixth Form privilege and may 
only be ordered on Friday and Saturday evenings. 
Takeaway meals are to be  consumed in common areas 
and not in dormitories. 

Houseparents reserve the right to curtail weekend 
evening privileges if it is considered necessary for your 
wellbeing, academic progress or if your behaviour has 
violated the Sixth Form Code of Conduct.

Accidents and Breakages
If you notice any damage or breakages in your 
room or common rooms or if there is a problem in 
the bathrooms, showers or toilets, please let your 
Houseparent know. Only then can they ensure prompt 
action is taken.

If you break or damage something by accident, please 
tell a member of staff. Accidents do happen, and it is far 
better to tell someone straight away than to leave it for 
others to find out.
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Worries and Concerns – Who to go to in 
confidence
Any problems or difficulties you are having are likely to 
be noticed by your Houseparent however, you can talk 
to any of the people below as well as an adult or peer 
mentor you trust. The School’s ‘Worries and Concerns’ 
procedure has been very helpful to many pupils.

If you want to speak confidentially to somebody who 
is not involved in the life of the School you can contact 
our ‘Independent Listener’, Mrs Pat Appleyard. Her 
contact numbers are: 01935 812132 and 07785 781777 

The Senior School Child Protection Officer is Mrs Emma 
Massey: 01963 211022. 

If you are worried about anything or anybody and 
would like to discuss the matter with a member of staff 
other than your form tutor or teacher, the Nurses in the 
Health Centre are available.

If you would just like to have an informal chat with 
someone, Mrs Claire Ryall, our School Counsellor, has a 
walk-in clinic in the Health Centre between 13.00-14.00 
on Wednesday and will be available for pre- booked 
appointments between 14.00-18.00 arranged via Mrs 
Massey.

There are also a number of external agencies you can 
contact:

Childline 0800 1111

The Samaritans 08457 90 90 90
Local Office: 25 The Park, Yeovil BA20 1DG

Social Services 01305 251000 (Dorset Headquarters, 
Dorchester)

Social Services 01258 472652 (Area Office, 
Sturminster Newton)

Independent Schools Inspectorate 020 7600 0100
CAP House, 9-12 Long Lane, London, EC1A 9HA 
Email: concerns@isi.net

Office of the Children’s Commissioner
Freephone: 0800 5280731 or 
www.childrenscommissioner.gov.uk 
Email: info.request@childrenscommissioner.gsi.gov.uk

Making a Formal Complaint (pupils)
The pastoral system is here to support you. In most 
cases the support and care offered by your Tutor, Head 
of Year, Houseparent, Head of Boarding and Deputy 
Head will deal with any matters of concern you may 
have, however in some circumstances you may wish to 
make a formal complaint in writing, especially if you feel 
that an informal complaint has not been satisfactorily 
resolved. You should follow this procedure (with or 
without informing the person you are complaining 
about).

1. Write to your Head of Year, Houseparent, Head of 
Boarding or the Deputy Head. You may have already 
discussed the matter with this person already.

2. Once you have written the complaint it will be kept 
on file by the Deputy Head.

3. The Deputy Head will speak to the person you have 
complained about, informing them that they have 
received a complaint. This process will take place 
within four working days of receipt. You will then 
be asked to discuss the matter with the Head or 
Deputy Head. You may invite another pupil to this 
meeting or a member of staff.

4. If you are still unhappy you can contact: 
Independent Schools Inspectorate (details above).
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SCHOOL POLICIES
If you need to use a computer (out of the House) 
during prep time, you must get permission from your 
Houseparent so they know where you are.

Laptops
The Personal Equipment Policy on the parent portal 
contains the full laptop policy and guidance on what 
type of equipment and software is advisable and 
allowable. Once you have arrived with your laptop, you 
are required to:

• Attend maintenance training sessions and be 
responsible for basic user maintenance (i.e. 
updating virus protection, disk defragmenting).

• Adhere to the Internet Access Agreement that 
covers all pupils and staff.

• Safeguard your work by backing it up onto the 
School’s server or you own storage devices (e.g. 
memory key) on a regular basis.

• Keep your laptop safe and secure.

Code of  Conduct for Pupils
The Code of Conduct exists to ensure not only high 
standards of behaviour from every pupil in school, 
but also to maintain the well-being and safety of the 
whole community. The guiding principle for pupils in 
their behaviour should be respect for others and for 
themselves. All pupils know the difference between 
appropriate and inappropriate behaviour: pupils are 
expected to behave appropriately.

The Code of Conduct applies not only in School but 
also when you are representing the School or wearing 
School uniform, this includes travelling to and from 
School.

The Code of Conduct is read to everyone at the start of 
each term by form tutors. Pupils should:

• Show respect and good manners at all times to 
each other, to members of staff and to visitors. For 
example:

• Stand up when an adult/visitor enters a classroom.
• Open doors for others and stand back for staff and 

other adults to pass through first.
• Greet others in a friendly, courteous manner.
• Listen when others are speaking.

Important policies and documents can be found on the 
parent portal but some of the most important things 
you need to know is below:

ICT 
The School has a code of practice to ensure that you 
have reasonable access to the computer network and 
that facilities are maintained in good order. When 
you join, you  will be asked to sign an Internet Access 
Agreement before you can use the facilities, then you 
are issued with a username, email address and the 
facility to create your own unique password.

You are required to adhere to the following guidelines:

• You must not let anyone use your username and 
password or use anyone else’s username and 
password.

• You must not move computer equipment, eat, or 
drink near computer equipment.

• You must not copy material from the internet or 
School network unless you are sure it is legal.

• You must not send chain mail or display, store or 
email ‘offensive’ materials.

Permission is required in order to publish anything 
about the School on the Internet.

The School encourages the use of the Internet and 
emails within the network however, emails are filtered 
through anti-virus software and any “offensive” material 
will be stopped. In this case the following action could 
be taken:

• Temporary or permanent withdrawal of network 
and/or Internet privileges.

• Community service to reinforce appropriate 
behaviour.

• Referral to Head of Year or other relevant staff.

Posting defamatory information or images on any 
website, sending abusive emails or posting information 
or images on forums or in chat rooms about a fellow 
pupil, teacher or staff member is considered bullying 
behaviour and will be dealt with accordingly. Please 
refer to the information on cyber bullying and keeping 
safe in the cyber world in your planner.

You can use the computer rooms and library computers 
at appropriate times during evenings and weekends. 
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Conduct of  Pupils at School Socials
If a pupil is part of a group invited to a social event at 
another school, they must leave and return to Leweston 
by school transport. Any pupil who shows evidence of 
having consumed alcohol beforehand will be banned 
from attending the event.

It is our expectation that parents will not provide 
alcohol at home prior to a pupil joining a school social.

Any pupil found smoking (cigarettes or vapes) or having 
consumed so much alcohol that they are incapable of 
behaving appropriately will be escorted from the event 
to the Health Centre or their study bedroom; in the case 
of a day pupil their parents will be asked to remove 
them immediately from the social event. The School 
policy on alcohol and smoking will be referred to in 
such cases.

Conduct of  Pupils out of  School
As an independent school Leweston is entitled to 
maintain a policy of investigating any information 
about a pupil’s behaviour which is cause for concern, 
whether arising in school or out of school, including 
weekends and holidays. Doing so does not mean that 
the School is assuming responsibility for pupils when 
they are not in the care of the School. The aim of the 
policy is to ensure that the School can take disciplinary 
action if the behaviour of pupils outside school brings 
the School into disrepute, or if events outside school 
bring an overlay into school and adversely affect 
individual pupils or school culture.

Anti-Bullying Policy and Procedure

Bullying is defined as deliberately hurtful behaviour, 
physical or psychological, conducted by an individual 
or group against an individual who may not be able to 
defend themselves in the circumstances. Commenting 
adversely on a pupil’s looks, race or sexual orientation 
constitutes bullying behaviour. Bullying is unacceptable 
behaviour at Leweston.

Addressing the issue:

Bullying is dealt with in each Year Group as part of the 
published PSHE programme. All pupils are encouraged 
to be vigilant and to report any incident of bullying.

All pupils are regularly reminded of the various 
channels through which concerns can be 
communicated.

• Maintain Silence when entering and moving around 
the Chapel, and when sitting in the Chapel.

• Maintain silence in the Library when asked to do so.
• Maintain silence at other times when asked to do 

so.

About the School:

• Walk on the left and never run in the building.
• Move quietly and quickly in the corridors between 

lessons.
• Ensure that litter is disposed of in waste bins.
• Observe the Mobile Phone Policy.  No phones may 

be taken into the Dining Room or the Chapel.

Preparedness and Punctuality:

• Be on time for lessons and evening study.
• Have the correct books/equipment.
• Keep to deadlines for prep.
• Ensure that physical needs are met during breaks 

(e.g. have a drink, use the lavatories) so as not to 
miss lesson time.

Respect for the Environment/Property:

• Store belongings neatly when not in use. Secure 
valuables, including mobile phones.

• Keep form room and common rooms clean and tidy.
• Be sure to fulfil teatime and classroom cleaning 

duties.
• Use other people’s possessions only with their 

express permission.
• Sit with feet off sofas and tables.
• Conserve resources – use recycling boxes, turn off 

lights, shut windows.

Food and Drink:

• No food except fruit may be taken from the Dining 
Room.

• Be considerate in the Dining Room. Clear 
everything away once you have finished your meal. 
Put chairs neatly under tables before departure.

• There should be no food or drink (including bottled 
water) in the Library, IT Rooms, Science Block, DT 
Rooms or Chapel.

• The use of chewing of gum is unacceptable in 
School.
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Up to this point, all parental contact must be made to 
the Head of Year, who will be aware of the progress of 
the case.

Guide to the ‘No Blame Approach’
Step 1 Interview

An adult talks to the pupil experiencing distress about 
their feelings. (They do not question them about the 
incidents but they do need to know who was involved). 
They then explain the rudiments of the No-Blame 
Approach and the reasons for it and obtain permission 
from the pupil to arrange a meeting with those causing 
the distress.

Step 2 Convene a meeting

The meeting takes place led by the adult. The first point 
made, even as the meeting is being set up, is that it is 
a meeting, not a telling off. The tone set should be a 
friendly one: we have a problem in School, let’s see if we 
can solve it.

Step 3 Explain the problem

The adult tells the meeting about the way the pupil is 
feeling. At no time do they discuss the details of the 
incidents or allocate blame to the group.

Step 4 Share the responsibility

The adult states that they know that the group can help 
resolve the situation.

Step 5 Ask the group for ideas

Each member of the group is encouraged to suggest 
a way in which the distressed pupil could be made to 
feel happier. The adult gives some positive responses 
but does not go on to exact a promise of improved 
behaviour.

Step 6 Leave it up to them

The adult ends the meeting by passing over the 
responsibility to the group to solve the problem. They 
arrange to meet them again to see how things are 
going.

Step 7 Meet them again

About a week later the adult discusses with each 
pupil how things have been going. This allows some 
monitoring of the bullying and keeps all the pupils 
involved in the process.

Members of staff understand the need to be ready at 
any time to listen to a pupil’s concerns.

A case of bullying may be reported in a number of ways, 
for instance by:

• The pupil contacting the teachers charged with 
dealing with “Worries and Concerns”.

• The pupil approaching their prefect/tutor/Head of 
Year (HOY) /Houseparent or another member of 
staff.

• Another pupil approaching a prefect/member of 
staff.

• A member of staff observing an incident or pattern 
of incidents.

• A parent contacting a member of staff.
• An anonymous informant.

The first adult involved in the situation informs the 
Head of Year as soon as possible. Unless the pupil 
experiencing distress has approached the “Worries and 
Concerns” teachers directly, they are interviewed by the 
Head of Year.

In cases of isolated minor incidents, the issue may 
not be considered as bullying, but dealt with on its 
own terms. As far as possible a “no blame” approach is 
adopted and details are recorded on file.

If persistent bullying is alleged by the pupil, the case 
is passed to “Worries and Concerns” teachers who 
implement a complaints procedure. A “no blame” 
approach continues to be adopted at this stage. At the 
direction of the “Worries and Concerns” teachers, the 
Head of Year and tutors aid in the monitoring stage.

If this procedure does not result in a complete cessation 
of incidents, the Head of Year:
• Will contact the parents of all pupils involved, if they 

are not already aware of the problem.
• Will complete their own investigation of the 

situation.
• May be obliged to draw up a list of particular 

guidelines on attitude and behaviour to which the 
pupil(s) continuing to cause distress must agree, 
their parents being informed of such.

If a pupil fails to follow the agreed guidelines, the Head 
will see them, together with their parents.
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Community Service Tasks

Community service tasks are sanctions administered for 
misdemeanours where the punishment seeks to repair 
the damage done. For example, cleaning and tidying 
tasks may be imposed on pupils who write on furniture/
walls or cause a mess in the dining room.

Weekday Detentions

Weekday detentions are used when verbal reprimands 
or community service tasks have failed to deter. They 
may be imposed by any member of staff to be worked 
in the lunch hour, or after School as long as parents 
have been given 24 hours notice of the detention. 
A detention form will be sent home with details 
for parents’ information. Work set is productive; for 
example completion of unfinished class work or home 
work.

On Report

The following applies to pupils in Years 7–11:

A report may not always constitute a sanction but 
can be a means of modifying behaviour. The purpose 
of being on report is to monitor a pupil’s academic 
progress, behaviour and organisational abilities, to 
focus a pupil’s attention on these aspects and to 
encourage them to take responsibility for improvement 
in these areas.

A pupil may be put on report for a number of reasons 
that include: failure to complete work appropriately, 
lack of organisational skills, lack of punctuality, 
disruptive behaviour in lessons.

Putting a pupil on report is the responsibility of the 
Head of Year. The Head of Year informs the parents by 
letter of the reasons for and the duration of the ‘on 
report’ period.

The Head of Year, in conjunction with the tutor, draws 
up an action plan for the pupil for the duration of 
the ‘on report’ period and for the immediate period 
afterwards. This action plan gives the pupil targets for 
improvement to deter the pupil from regressing.

The pupil is fully apprised of their responsibilities whilst 
‘on report’ and the consequences of not adhering to the 
terms of the report.

Monitoring is carried out by the Head of Year and the 
tutor. The pupil’s report is seen by the Head of Year at 
lunchtime and at 16.25. It is the pupil’s responsibility to 
find and report to the member of staff concerned.

Sanctions Policy 
The following activities are considered serious offences 
at Leweston and attract the severest sanctions:

• Possession or use of drugs.
• Unauthorised possession or use of alcoholic drink.
• Possession of cigarettes and smoking materials.
• Smoking anywhere on School premises.
• Breaking bounds or being outside the buildings at 

night.
• Unauthorised use of a car, as passenger or driver.
• Entering dangerous areas unsupervised, e.g. the 

roof, the swimming pool.
• Bullying.
• Stealing.
• Vandalism: damaging equipment, premises or other 

pupils’ property.
• Posting on websites/forums etc. defamatory 

comments on the School, its staff or other pupils.

The following sanctions are available for use within the 
School: verbal reprimand, community service tasks, 
weekday detentions, on report, Saturday detention, 
fines, gating, suspension, exclusion.

Verbal Reprimand

Any member of staff can issue a verbal reprimand when 
appropriate. This is often likely to be the most common 
and the most appropriate form of discipline. Generally 
a verbal reprimand is not recorded in the sanctions 
book. However, if a verbal reprimand fails to have the 
desired effect and the offence is repeated, the member 
of staff will move to more serious penalties which will 
be recorded in the sanction book.

A verbal reprimand may be appropriate in the following 
circumstances:

• Misbehaviour in class or around the School.
• Disregard of the Dress Code.
• Lateness.
• Rudeness.
• Poor academic standards as a result of a lack of 

effort.
• Work not completed/handed in.
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The Head notifies the Chair of the Governing Body 
of any intention to exclude. Parents or Guardians are 
notified immediately and asked to collect their child 
where appropriate.

A file containing details of the offence and the 
action taken is produced and kept by the Head. The 
involvement of the police, if appropriate, will be at 
the discretion of the Head. The process for suspension 
follow similar procedures.

Exclusion, temporary or otherwise, may be appropriate 
in the following cases:

• Assault of a fellow pupil or a member of staff.
• Drunken behaviour likely to endanger the health or 

wellbeing of either the pupil, themselves or others.
• A third offence of smoking
• The supply of illegal substances for sale within the 

School or the enticement of other pupils in the 
School to take such substances.

This is by no means an exhaustive list. The parental 
contract permits exclusion where, in the Head’s 
judgement, the exclusion is in the best interests of the 
pupil concerned or in the best interests of the School 
community.

Pupils and parents have the right of appeal against 
exclusion. They may refer the matter in writing to the 
Chairman of the Governing Body. Such action initiates 
Stage 3 of the Complaints Procedure for Parents which 
is available in the parent portal. 

Whole School Statement of  Academic and 
Pastoral Commitment 
Leweston is committed to ensuring that each pupil is 
cared for spiritually, morally, socially, physically and 
intellectually as a unique individual in the sight of God. 
Thus by means of the taught curriculum and extra-
curricular provision we seek to provide an education 
which allows all pupils successfully to grow in those 
aspects of human development.

As part of this commitment not only do we 
acknowledge the School’s duty to fulfil statutory 
responsibilities where they apply to the specific needs 
of the boarding community, but also seek to emphasise 
the close relationship between boarders and day pupils.

The pupil presents the report card at the start of the 
lesson and collects it at the end when the teacher has 
completed a comment on the pupil’s behaviour.

Evaluation of the ‘on report’ process: the Head of Year 
instigates a check on the pupil’s progress two weeks 
after the end of the ‘on report’ period and informs 
parents of the outcome. The Head of Year continues 
to monitor the pupil’s maintenance of the terms of 
the action and meets with them from time to time to 
discuss improvements.

School Detention

The most serious detention to be imposed is the 
School detention. The School detention takes place on 
a Saturday afternoon from 14.00–17.00. A pupil must 
present themselves in uniform to perform tasks which 
constitute a community service. A pupil and their 
parents are informed of a Saturday School detention by 
16.30 on the Wednesday before the detention is due to 
be worked. Only the Head may give permission for the 
date of the School detention to be changed.

Gating

Gating is a sanction administered by the Head, Deputy 
Head and Head of Boarding for serious offences by 
boarding pupils.

Incidents which may warrant gating include: 

• absconding from School without permission
• returning late from an Exeat or excursion
• inappropriate behaviour in public places such as 

railway stations, other schools’ social events
• deceiving members of the House staff as to a pupil’s 

whereabouts.
Fines

Only the Head/Deputy Head can impose fines which are 
administered when a pupil:

• Has wilfully damaged School property or the 
property of a fellow pupil.

• Has been found smoking or consuming alcohol.

Exclusion and Suspension

Exclusion is considered the ultimate sanction imposed 
by the School. The Head is responsible for any exclusion 
(subject to parental contract) and consults with the 
Deputy Head and the relevant Head of Year prior to 
exclusion.
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Equal Opportunity

Parents, guardians and pupils should know 
that Leweston has an Equal Opportunities 
Policy and is committed to equality of 
opportunity.

Leweston intends that no pupil, employee, 
visitor or job applicant will receive less 
favourable treatment because of her/his 
age, colour, disability, nationality, religious 
or political beliefs, marital status, race, sex or 
sexual orientation or be disadvantaged by 
any other condition or requirement which 
cannot be shown to be justifiable.
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