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Welcome to Robert Barclay Academy
You are joining the Academy at what is a very exciting time as we enter our fifth year as an Academy.
We are very proud of our recent achievements and the progress we are rapidly making and we see our
Academy status as the next catalyst for our journey to excellence.
Our ultimate vision within the next five years is to be the best we can be in every area. Quite simply, we
want to ensure that ‘hand on heart’ we are providing the best education, and that all of our students get
a better deal here than they would in any other school—no matter what their starting point.
Transition, whether it is joining a new school, starting a new job, or moving house, etc., is always a
daunting time. For this reason, we spend a lot of time managing the transition process as we realise
how important it is for our students to feel confident and secure when starting the new phase of their
school career. To assist with the transition, we have a dedicated team led by Mr Martin (Assistant
Headteacher), Mrs Morris (SENCo), Mrs Stabler (Inclusion Officer) and the Head of Year.
The ultimate goal of the Head of Year 7 is to ensure that within the first six weeks of their new school
life, all our Year 7s are very happy, busy and stimulated with a range of innovative experiences and
events that promote self-awareness, confidence and resilience. These are all aspects that help to
develop the ‘whole’ child. Effective learning cannot take place until students settle and feel confident
and happy in their new surroundings.

Headteacher
Deputy Headteacher
Senior Leadership Team
School Address
Telephone / Website
e-mail
First point of contact

Mr Ced de la Croix B.Sc. (Hons), NPQH
Ms Rav Phagura
Mr Ben Creasey, Mr Ben Martin, Mr Mark Rome
Hoddesdon, Hertfordshire, EN11 8JY
01992 410800 / www.robertbarclayacademy.co.uk
admin@robertbarclayacademy.co.uk
Form Tutor  Head of Year or Head of Department 
Senior Leadership Team
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Uniform
A very high standard of uniform is expected at all times, throughout the school day and on the
way to and from school. Please ensure that all items of uniform and equipment are clearly
named. All items can be obtained from the school suppliers Stevensons, items not specific to
Robert Barclay Academy are available at many other retailers. A price list for Stevensons
uniform can be found on our website.

GIRLS’ UNIFORM
• Navy blazer with school crest, available exclusively from Stevensons
• Navy drop pleat skirt, worn on or below the knee, available exclusively from Stevensons
• Or dark charcoal school trousers
• White shirt, to be worn with school tie
• Robert Barclay Academy school tie, available exclusively from Stevensons
• Robert Barclay Academy blue jumper with yellow trim (optional) to be worn under blazer in
Winter, available exclusively from Stevensons
• Navy opaque tights for the Autumn and Spring terms, plain white ankle socks will be permitted
in the Summer term (long socks are not allowed)
• Shoes must be plain, polishable, black leather with plain black soles and black laces. Heels
should be no higher than 3cm. (No trainers or trainer style shoes, sling-backs or sandals)
• Dark coat suitable for school (not denim or leather, no hoodies), coats should not be worn in
lessons
BOYS’ UNIFORM
• Navy blazer with school crest, available exclusively from Stevensons
• Dark charcoal school trousers
• White shirt, to be worn with school tie
• Robert Barclay Academy school tie, available exclusively from Stevensons
• Robert Barclay Academy blue jumper with yellow trim (optional) to be worn under blazer in
Winter, available exclusively from Stevensons
• Black, blue or grey socks
• Shoes must be plain, polishable, black leather with plain black soles and black laces (no trainers
or trainer style shoes). Canvas shoes should not be worn.
• Dark coat suitable for school (not denim or leather, no hoodies), coats should not be worn in
lessons

STEVENSONS
Established in St Albans in 1925
131-135 Victoria Street,
St. Albans, AL1 3XS
01727 853262
stalbansbranch@stevensons.co.uk
https://www.stevensons.co.uk/myaccount/Register
Monday-Saturday 9.00am-5.30pm
Sunday CLOSED
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CLOTHING / EQUIPMENT FOR PHYSICAL EDUCATION
All Robert Barclay Academy branded items are available exclusively from Henry Tilly Ltd. All branded
PE kit must be printed with the student’s initials, Henry Tilly Ltd will provide this service at the time of
ordering the kit.

GIRLS’ PE KIT
•
•
•
•
•
•
•
•
•
•
•
•
•

Robert Barclay Academy royal blue polo shirt with school crest
Robert Barclay Academy royal blue skort or shorts with school crest
Robert Barclay Academy royal blue PE hooded sweatshirt with school crest (optional)
Plain navy tracksuit bottoms (optional)
Long royal blue socks
Trainers (with non-marking soles)
Football boots
HENRY TILLY LTD
Shin pads
Mouth guard (compulsory for rugby lessons)
10 The Metro Centre
One-piece swimming costume (black or navy blue)
Ronsons Way, Sandridge
Swim goggles
St. Albans, AL4 9QT
Swimming hat and towel
01727 843155
Robert Barclay Academy PE Kit Bag with school crest

BOYS’ PE KIT
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Robert Barclay Academy royal blue polo shirt with school crest
Robert Barclay Academy royal blue shorts with school crest
Robert Barclay Academy reversible rugby shirt
Robert Barclay Academy royal blue PE hooded sweatshirt with school
crest (optional)
Plain navy tracksuit bottoms (optional)
Long royal blue socks
Trainers (with non-marking soles)
Football boots
Shin pads
Mouth guard (compulsory for rugby lessons)
Swimming shorts (black or navy blue)
Swim goggles
Swimming hat and towel
Robert Barclay Academy PE Kit Bag with school crest

sales@htsports.co.uk
https://www.htsports.co.uk
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Please take note of the following school uniform rules:
•

Shoes - canvas, backless or open-toed shoes are not allowed. High heels and stilettos are not
allowed (and are dangerous around school). Heels should be no more than three centimetres
high. Boots and trainers are not allowed.

•

Socks - it is essential that both girls and boys have a separate pair of socks to wear for PE
lessons other than those they come to school in (Blue football socks in the Winter and Spring
term and white sports socks in the Summer term).

•

Skirts – must be knee length and should be properly fastened at the back at all times. Skirts
must not be rolled over or down at the waistband.

•

Coats - should be in dark colours and suitable for school. Denim, leather or hoodies are not
permitted. Coats or scarves must not be worn in lessons.

•

Hair - should be kept clean and tidy and should not be brightly coloured, worn in any extreme
style or have an appearance inconsistent, in the Headteacher’s opinion, with traditional good
standards of uniform. Hair extensions are not permitted and colouring is only allowed if it
appears natural. No patterns or tramlines should be shaved into the hair or the eyebrows.
Hair must not be shaved below a grade 2. Long hair should be fastened or tied back with neutral
or school colours. Hair ornaments should not be worn. Hair bands/hijabs must be plain and
either black, white or navy.

•

Jewellery - one pair of plain gold or silver studs worn in the lower ear lobe, a watch and a
religious emblem (worn under the shirt) are permitted. No other form of jewellery is allowed.

•

Make Up - must be discreet, no false eyelashes. Nail varnish, nail extensions or false nails are
not permitted.

•

Hats/Caps - hats and caps are not allowed.

•

PE Kit - PE kit must be brought to lessons even if students are excused through injury or
illness. If PE kit has been lost or is unavailable, a suitable alternative should be used until
replaced.

Students are expected to follow the school dress code. Students not complying with this will be sent
home to change into correct school uniform or, alternatively, will be isolated from lessons.
PLEASE ENSURE THAT ALL ITEMS OF UNIFORM AND EQUIPMENT ARE CLEARLY LABELLED
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Equipment
Please make sure your child comes to school with the following items which are IMPORTANT
AND ESSENTIAL to basic school work. ALL equipment should be clearly named:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Strong waterproof bag – rucksack or sports bag, not ‘handbag’ style
Clear (exam standard) pencil case
3 black pens
Red/blue/green pens
2 HB pencils
2 2B pencils
Pencil sharpener
An eraser
A 30cm ruler
A glue stick
A set of 12 coloured pencils
A highlighter
12 transparent book covers
A dictionary
Reading book
A scientific calculator
A geometry set
An A4 spiral-bound art sketch book
A water bottle

An Essentials Starter Pack including many of these stationery items is available to pre-order,
please see the New Starters Order Information Sheet enclosed in your pack.
Replacements for all equipment can be purchased from Student Reception.
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The School Day
The school day consists of six taught lessons each of 60 minutes, as well as two form times.
The daily timetable is as follows:

08:40 – 08:55

Form time / Assembly

08:55 – 09:55

Period 1

09:55 – 10:55

Period 2

10:55 – 11:15

Break

11:15 – 12:15

Period 3

12:15 – 13:15

Period 4

13:15 – 13:50

Lunch

13:50 – 14:50

Period 5

14:50 – 15:00

Form time

15:00

End of school day

LUNCHTIME ARRANGEMENTS
Over the lunch break your child may do one of the following:
a) Remain at school and have a school meal in the school Refectory
b) Remain at school and have a packed lunch in the school Refectory or outside benches
We encourage as many students as possible to buy a school lunch, as the food is of a good standard
and the kitchen staff are excellent. There is a variety of hot and cold snacks as well as a meal of the
day. Snacks and drinks are also available at break time. We operate a cashless cafeteria system. Items
are priced individually and may be purchased as in any other cafeteria. Students are not allowed to
leave the school site at lunchtime. During lunch breaks there are many clubs, practices and activities
for students to become involved in.
Please read the details of our Catering Biometric System which we operate in, details can be
found in Information Sheet 5 later in this pack.
Details of eligibility for free school meals and how to apply are also in Information Sheet 1 later
in this pack.
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The Curriculum
On your first day, you will be given a timetable showing when and where you have each lesson,
as well as the name of your teacher. You will also be able to view your timetable on EduLink.
During Year 7 you will study:

Art

Health & Wellness

Physical Education

Drama

History

Religious Education

English

ICT

Science

French or Spanish

Mathematics

Technology

Geography

Music

Form Time

We operate a two-week timetable so you will have a Week 1 timetable and a Week 2 timetable—don’t
worry, you will get used to this very quickly!

Home Learning
In order for students to be successful in their studies they will be expected to spend some
additional time on the work they have been studying during lessons. It is our view that good
quality, well-planned homework can benefit a student’s education, not only in terms of
learning more content and skills, but also in terms of developing independent thinking skills
and study habits. Home learning is therefore a very important part of school life.
Homework will always be of good quality, either to reinforce past learning or to prepare students for the
lessons to come. We do not set homework for the sake of it. We set homework tasks through the
website www.edulinkone.com , which also has an app available for mobile devices (for more information
on this service, see page 15).
Different subjects see students for a differing amount of lessons each fortnight. The amount of
homework set will therefore depend on this. In Year 7, students should expect to get 20-30 minutes
homework every third lesson. Students will always get a minimum of two days to complete their
homework. Homework can be a variety of activities; for example, a written task, research, reading,
learning vocabulary, revising for a test or a longer project over several weeks.
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Rewards and Consequences
At RBA we are committed to ensuring that all of our students achieve their very best. They are
expected to aim high, work hard and be polite. We strive to create a safe and stimulating learning
environment where exemplary behaviour is at the heart of productive learning. We seek to
embed a culture of praise, encouragement, self-discipline and resilience in our students, and
provide early intervention to prevent issues escalating. We place a heavy emphasis on positive
relationships between staff and students, and endeavour to ensure we have consistency in
response to both positive and negative behaviour.
Rewards
A school ethos of encouragement and praise is central to the promotion of good behaviour and
committed learning. Our rewards take many forms; it is important that effort and achievement of all
kinds are treated as noteworthy. Each reward is worth a certain amount of House Points.
Good work in the classroom will be rewarded with a House Point (R1), which will be added
electronically to the student’s profile on EduLink. House Points are celebrated weekly by the Head of
Year and Form Tutors in assemblies. A special award celebrated each Friday is the RBA
Commendation (R2), presented by the Headteacher. Students are nominated by staff for going ‘above
and beyond’ in classwork, homework or project work. Our reward system is extensive and students can
also earn a Headteacher’s Commendation (R3) and be nominated by Heads of Year and Heads of
Department to appear on the ‘Rising Stars’ board as an RBA Hero (R4). At the end of every year, the
school holds special Celebrating Achievement Assemblies (R5) to recognise the work of students
across the whole year. Parents are also invited to attend these assemblies.
Consequences
Our Consequences System is designed to support students in their learning and enjoyment of school.
It is also there to support our ethos and values i.e. the way in which we expect students to treat each
other and the environment.
Whilst our ethos is to reward students as often as possible, there inevitably have to be clear
expectations regarding behaviour. The R&C system is based on promoting learning; any type of
behaviour that prevents the student or others from learning will be taken very seriously.
Our Consequences System is based on a fair set of rules that will be applied by all staff consistently.
The system gives students the chance to behave. If they choose not to, they will be given a verbal
warning (C1). Following the first warning, students will be given the choice of regulating their own
behaviour, or they will receive another verbal consequence (C2). If they still do not respond to this, they
will receive a further consequence (C3) which will result in an after-school detention. Persistent or
serious behaviour will result in more serious consequences such as an isolation (C4), Saturday
detention (C5), internal exclusion (C6), fixed term external exclusion (C6) or permanent exclusion (C7).
Whilst all disciplinary matters are dealt with on their individual merits, we aim to be scrupulously fair
with consequences and would emphasise our expectations of your support. Please take time to view
the Rewards and Consequences grids.
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Robert Barclay Academy House System
The RBA House system has allowed our students to interact with each other both in and outside of their
own year groups, building positive relationships between our more established older cohort all the way
down to our newest year 7s.
There are five Houses in which students are equally placed:

AUSTEN

Jane Austen
(1775-1817)

CURIE

Marie Curie
(1867-1934)

Da VINCI

Leonardo Da Vinci (14521519)

OWENS

Jesse Owens
(1913-1980)

PANKHURST

Emmeline Pankhurst
(1858-1928)

Our aim is to provide every pupil in each house with the following:
• a sense of belonging within the school community
• opportunities to develop social, intellectual, physical and practical skills
• a sense of achievement both inside and outside of the classroom
• fun and excitement through competition
• opportunities for leadership
• an awareness of individual and collective responsibility

9

Our House Captains each year are chosen from our Sixth Form. This gives the students the opportunity
to lead, coach and mentor younger students and also play a large part in the organisation of many of
the competitions that take place throughout the year.
Our 3 main House competitions are held at the end of each term:
•

Christmas ‘Charity’ House Competition (Winter)

•

House Arts Competition (Spring) – comprising of several competitions including House Dance,
House MasterChef and House Photography.

•

House Sports Day (Summer)

There are also many more opportunities to be involved in competitions during lesson time; from House
Language quizzes and the House Maths Challenge to a variety of competitions in PE including House
Football, Dodgeball, Netball and Basketball. Other Charity based competitions that we run throughout
the year include the Macmillan Bake off and Sport Relief Orienteering challenge.
Students who embody the RBA values Achievement, Care and Excellence (ACE) are also rewarded
daily through our house point system.
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Absence
ILLNESS IN SCHOOL
If your child is taken ill in school they should report to Student Reception and they will be looked after.
Parents will be contacted by the School Office if necessary.
Prescribed medication only can be kept by the school – in order for it to be administered, parental
permission is required. However, if the times of taking medication can be altered to fall just outside of
school hours, this would be preferable. Authorisation forms for administering medication are available
from Student Reception.
Medicines held by the school should be in their original packaging, clearly marked with the child’s name
and prescriber’s instructions. Medicines transferred to alternative containers such as monitored dosage
systems must be labelled by the pharmacist in the same way and be accompanied by a patient
information leaflet.
ABSENCE FROM SCHOOL
We hope that your child will have very few absences from school (indeed many students regularly
achieve 100% attendance each term). However, if your child is ill, we have a duty as a school to ensure
that the absence is recorded and monitored. In order to assist us, we ask you to ring the school
(01992 410800) before 9.30am on the first and every subsequent day of absence and send a letter
to the Form Tutor on the day your child returns to school, indicating the reason.
The school operates a First Day Response System whereby you will be contacted if your child has not
registered and there has been no telephone message or explanatory letter. The absence note is still
required even if a telephone message has been given. If your child is ill for some time parents are
requested to keep the school informed of the situation and provide medical information where
appropriate.
When it is essential to visit the doctor/dentist etc. during school time, it is important that a letter from
parents be shown to the school Attendance Officer prior to the appointment day outlining the reason.
The student must sign out at Student Reception and sign in again when they return. Students should
only be absent for the length of the appointment; there is no need to take the whole day off school.
Please try to book medical appointments out of school hours if at all possible.
ABSENCE FROM SCHOOL for reasons other than illness
We strongly discourage parents and students from taking time off during term time except for
exceptional circumstances. Such absence both undermines the ethos of the school and is proven to
lead to student underachievement in examinations. The Headteacher may not grant any leave of
absence during term time unless there are exceptional circumstances. Parents do not have a right to
take children on holiday or on any other social activity in term time.
Leave of absence must be applied for well in advance, preferably at least a month, to the Headteacher.
Leave of Absence forms are available from Main Reception and Student Reception.
We are always grateful to parents for their support of school policy in areas such as behaviour, uniform,
home learning and avoiding term time absences. These are important aspects of school life and show
parents’ willingness to support Robert Barclay Academy’s drive for excellent standards. We hope that
parents will understand when requests for absence are refused.
PUNCTUALITY AND ATTENDANCE
Students need to arrive at school in time for Registration and school days start at 8.40am. A well
prepared and organised student, who arrives at school on time, has every opportunity to succeed and
make real progress every day.
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CONSEQUENCES FOR LATENESS
Should your child be late to school, we have a consequence system in place, starting with same-day
lunch detentions.
As a school, we place great importance on attendance, and expect that all our students will achieve an
attendance level of at least 96% each academic year. It is through good attendance that students can
make the most of the opportunities that school has to offer, enabling them to achieve their full potential.
There is a strong statistical link between attendance and attainment. This table highlights percentage
attendance and how it relates to the number of days and lessons missed. 17 missed school days means
that a whole GCSE grade may be dropped.
Attendance %

= number of days
absent

Approximate number
of weeks

= number of
lessons missed

90%

19 days

4 weeks

114 lessons

85%

29 days

6 weeks

174 lessons

80%

38 days

8 weeks

228 lessons

Regular and punctual attendance is very important and is a legal requirement for children of compulsory
school age registered at a school or an Academy. Robert Barclay Academy operate a Penalty Notice
process for unauthorised absence. If you are having problems getting your child to school, please
contact the Attendance team to arrange a meeting.
THE EDUCATION (PENALTY NOTICE) (ENGLAND) REGULATIONS 2007
If the number of unauthorised absence sessions reaches 15 or more in the current and/or previous
term, the Local Authority may issue the parent with a Penalty Notice. The Penalty Notice requires the
parent or carer to pay a fine of £60 within 21 days. If this fine is not paid within the time limit the penalty
rises to £120 which must be paid within 28 days. If the parent or carer does not pay the fine they will be
liable for prosecution for this offence. Please note: a session is half a day of unauthorised absence.
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General Information
COMMUNICATION WITH PARENTS
We encourage the use of communication by email wherever possible.
•
•
•
•
•

School website – here you can find our latest news and practical information for parents:
http://www.robertbarclayacademy.co.uk.
School newsletter – The ‘RBA Review’ will be e-mailed to you each week allowing you to
access all of the latest school information.
Twitter – Twitter account: https://twitter.com/RBAcad, for coverage of our latest events and
marvellous work.
Facebook – liking the Robert Barclay Academy page will give you further information about the
upcoming activities in the school.
Appointments with teachers
o If you are concerned, or need information about your child, please do not hesitate to
contact us at: admin@robertbarclayacademy.co.uk
o If you wish to have a face to face meeting with a member of staff, please make an
appointment. Your first point of contact should be either the Form Tutor for general
information on your child’s progress, behaviour or welfare in school or the subject
teacher for information or concerns about your child’s progress in an individual
subject.

EDULINK ONE
Robert Barclay Academy uses a portal called EduLink One which provides a convenient and
accessible solution for the school to communicate with parents on all aspects of school life and
also allows parents to access all information about their child in one place.
•
•
•
•
•

•
•
•
•

•

Account Info - This screen will allow parents to see general information about their child.
Achievement - Will show parents any achievement rewarded to their child.
Attendance - Parents will be able to view statutory attendance statistics for their child.
Behaviour - This will give parents access to the behaviour records for their child.
Calendar - This will be populated with upcoming events, parents’ evening dates and school
holidays. If a dot is showing under a date, it means there are one or more events happening that
day. Click the date to find out more information.
Catering – This screen links to ParentPay accounts, it will let parents know what their child has
chosen to eat and the balance on their account.
Contacts – This screen will show parents the contact information we hold on file for them.
Exams - This will give parents information about any exams their child may be taking. An exam
timetable as well as exam entries are displayed.
Homework - The homework screen allows parents to see all of the homework that has been set
for their child. The screen also allows parents to swipe through to see homework that has been
completed.
Messaging - We now communicate with parents via email and push notifications to the app.
Parents will receive instant paperless communications into the EduLink One communicator tool
as well as into their email inbox. Parents can also use the EduLink One to contact their child’s

teachers.
•
•

Timetable - This gives parents a view of their child’s current timetable and will be kept up to date
with any changes of teachers, groups or rooms as they happen.
Update Information – Parents can access and edit their contact details and their child’s
information and consents (Note: This data can be accessed by any parent with Parental
Responsibility and an EduLink log-in).
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Access
There are two ways to access EduLink One, through its website:
https://www.edulinkone.com
Or alternatively you can access it through the mobile applications available for both Google Android and
Apple iOS devices in their respective app stores.
In addition to this you will need your own personal login details, the school ID for all users is “rba” (no
quotation marks) and you and your child will be provided with a username and password separately
once your child starts school. If you have any problems logging in, please contact
technicalassistance@robertbarclayacademy.co.uk.

CHANGES IN CIRCUMSTANCES
Please ensure that we have up to date daytime contact telephone numbers, including a mobile
number, as well as your email address.
Please inform the school of any change of address, telephone number or email address as soon as
you can, so that we will be able to contact you at any time, especially in the event of an emergency.
It is also useful if we are kept informed of any issues outside of school which are likely to affect a
child’s happiness and progress in school. We will treat information sensitively and only inform staff
who need to know.
LOCKERS
Your child will have the opportunity to obtain and use a locker for the safekeeping of books,
coats, PE kit etc.
As a Year 7 student your child is eligible for a locker in which to store their belongings. The lockers are
available to students for a three year period for a fee of £30, paid via ParentPay. Your child will be given
a key to his/her locker at the beginning of the school year and this will be their locker until the end of
Year 9. Should your child lose their key a charge of £3 will be made for a replacement and paid for via
ParentPay.
The lockers will be located in one of the main student corridors and will therefore be easily accessible
to the students. However, it is important for the students to remember that they should only access their
lockers at the beginning of the school day, at break, at lunch and at the end of the day. Students are
not allowed to access their lockers during lesson times.
Please see the equipment pack and locker rental letter enclosed with this pack for further
information and payment instructions.

GETTING TO SCHOOL
Cycle:

If you wish to cycle to school you should bring a permission letter from your parent
or carer. Cycle safety helmets must be worn. Failure to wear a protective helmet
may result in a C3 consequence. We have a secure cycle storage area where you
can keep your cycle safe during the day.

Car:

There are several areas where you can be dropped off safely—the Spotlight car
park is best. Sheredes Drive, Park View or The Avenue (off Spitalbrook) are
alternatives.
Parents must not drive into the school grounds at any time; it is hazardous
to students and causes safety problems.
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Walking:

There are two pedestrian entrances to school—the main entrance on Cock Lane
or the back gate which leads down towards Spitalbrook. Remember to use the
pedestrian crossings on Cock Lane or Spitalbrook.

Buses:

The 310: This bus runs regularly to Cheshunt, Waltham Cross and towards St
Margaret’s and Ware. Please remember that we expect our students to be good
ambassadors for the school, and to allow others to get on and off the bus safely.
Waltham Abbey / Nazeing Bus: This is a service that provides transport to
students who live in Nazeing and Waltham Abbey. It brings students direct to the
school gates. More information is available on the information sheet enclosed with
this pack.

Trains:

There is a regular train service to and from Broxbourne Station, which is a short
walk away from the school. Please remember to leave adequate time to walk
to/from the station (approximately 12-15 minutes).

PROPERTY AND LOST PROPERTY
All personal property should be clearly marked with your child’s name and kept secure in their
locker. Please do not allow your child to bring any valuable property into school. If your child finds or
loses property they should go to the main office. The safety of property or items brought into school
remains the responsibility of the student.

FORBIDDEN ARTICLES
The following are forbidden in school: laser pens, pen knives, weapons of any kind (including toy
weapons), other items which the school deems dangerous or distracting, chewing gum, aerosols,
tobacco, e-cigarettes, matches or lighters, alcohol, other drugs of any kind unless on prescription. If
such items are found they will be confiscated and exclusion may result from their possession.

MOBILE PHONES / SMART WATCHES
Students are not allowed to use mobile phones or smart watches whilst they are on the school
site. If it is necessary for your child to bring their phone or smart watch into school, they should be kept
in lockers. Phones must remain switched off and smart watches must remain in airplane mode. If they
are seen to be used on the school site, phones/watches will be confiscated. We cannot take
responsibility for the loss of items of this nature and parents should not expect staff to investigate their
disappearance. The following rules apply for collection of a confiscated mobile phone/smart watches:
1. First time phone/watch confiscated: students can collect from Student Reception at the end of the
day.
2. Second offence: the parent will be contacted and asked to come in to collect the phone/watch.
3. Third offence: the parent will need to come into school to collect the phone/watch from a member of
the Senior Leadership Team or Head of Year.
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COMPLAINTS
We hope that you will be very satisfied by the care we take of your child. However, should you
wish to register a concern or make a complaint, the procedure to follow initially is to contact the teacher
concerned. If after this there is still a concern, the appropriate Head of Department or Head of Year
should be contacted. Thereafter, the contact would be the Senior Link for the year group, followed by
the Headteacher if necessary. In the unlikely event of the matter not being resolved at that stage, you
are able to contact the Governors. A copy of the full Complaints Procedure is available on our website.
FRIENDS OF ROBERT BARCLAY ACADEMY (FORBA)
The Parents’ Association aims to raise funds for the benefit of all students within the school
community. All parents are invited to attend its Annual General Meeting, usually held in the Summer
Term. The Chair of the School Parent Teacher Association is Mrs Lee Smith and School Liaison is
Mrs Dawn Warwick.
Examples of fundraising events are the Annual Railway Exhibition, The Overtures Evening, Quiz
Nights, and providing tea and coffee at events and Parents Evenings.
Any time that parents or carers can give to help out at events is always appreciated, whether it is a
few evenings a year for meetings, or a couple of hours at one of our events.
If you are interested in joining the committee, attending a meeting, helping with fundraising, or just
brimming with good ideas, please contact the School Association Secretary via the school or by
email: forba@robertbarclayacademy.co.uk
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TERM DATES

For the Academic Year 2020 - 2021
Autumn Term 2020
Start

Tuesday 1st September 2020 (INSET) – school closed to students
Wednesday 2ndSeptember 2020 (INSET) – Year 12 enrolment only
Thursday 3rd September 2020 – Year 7 and Year 13 enrolment (2pm)
Friday 4th September 2020 – school starts for all students

Half Term

Monday 26th October 2020 – Friday 30th October 2020

INSET

Friday 20th November 2020 – School closed to students

Finish

Friday 18th December 2020
Spring Term 2021

Start

Half Term
Finish

Tuesday 5th January 2021

Monday 15th February 2021 – Friday 19th February 2021
Friday 26th March 2021

Summer Term 2021
Start
INSET Day
Bank Holiday
Half Term
Finish

Monday 12th April 2021
Monday 19th April 2021 – School closed to students
Monday 3rd May 2021
Monday 31st May 2021 – Friday 4th June 2021
Friday 16th July 2021
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Policies and Supplementary Information
The following pages detail various Policies and Supplementary Information that is important
for both parents and students to understand. Please read them carefully. Many sections
require additional signatures and permissions by both parents and students in other enclosed
booklets.
•

Information Sheet 1: Application for Free School Meals

•

Information Sheet 2: School Charging Policy

•

Information Sheet 3: The School Code and Home-School Agreement

•

Information Sheet 4: School Photographs, Social Media, Videos and Audio Recordings

•

Information Sheet 5: Biometric System for use by Catering and the Learning Resource Centre

•

Information Sheet 6: Music Department and Music Lessons

•

Information Sheet 7: Safe Use of the Internet and Email in School

•

Information Sheet 8: Privacy Notice - Data Protection Act 2018

INFORMATION SHEET 1: Application for Free School Meals
If you are currently in receipt of Income Support, Income-based Jobseekers Allowance, Income-Related
Employment Support Allowance, Support under Part VI of the Immigration and Asylum Act 1999, the
guaranteed element of State Pension Credit or Child Tax Credit with an annual taxable income of no
more than £16,190 and not in receipt of Working Tax Credit, working Tax Credit run-on, or Universal
Credit you may apply for Free School Meals.
You can find more information regarding free school meals, along with a link to the online application
form, on the Hertfordshire County Council website at www.hertfordshire.gov.uk.
If you child is eligible for free school meals, they may also be entitled to further funding paid to school
to boost their learning. Details of eligibility for this funding can also be found on the Hertfordshire County
Council website at www.hertfordshire.gov.uk.

INFORMATION SHEET 2: School Charging Policy
The school’s charging policy requires that all journeys involving a charge should be costed as precisely
as possible - i.e. charges should cover the cost but not aim to make a surplus.
If there is a surplus from any journey the school has agreed that this will be returned to parents/carers
if it exceeds 10% of the cost or £10 (whichever is less). Surpluses below that amount will be retained
for use in school.
If your child loses or damages school property parents/carers will be responsible for covering the cost
of replacement.

18

INFORMATION SHEET 3: The School Code and Home-School Agreement
The aim of this agreement is to support the partners in the educational process – the school, the
students and parents – ensuring success.
The school will aim to:
Enable all students to make the most of their talents, to have the highest expectations for their future
and enjoy a fulfilling life.
To achieve this, we will:
• Encourage excellence in intellectual, creative and physical activities.
• Value all students and celebrate their achievements.
• Achieve the best possible academic results for all students.
• Encourage self-respect, respect for others and for the world in which we live.
• Develop critical faculties, independence of view and enthusiasm for learning.
• Provide equality of opportunity for all students.
• Encourage participation in a wide range of extra-curricular activities.
• Provide a curriculum which allows for a wide range of educational experiences.
• Foster a commitment to the highest standards of curriculum practice.
• Form partnerships with parents and the wider community.
• Plan for a continued development of the school.
• Maintain regular and early communication with parents on all aspects of the student’s
schooling and development.
Staff and the students will follow the School Code outlined below:
• Be prepared to work hard in class and at home.
• Bring the right equipment.
• Attend regularly and be punctual.
• Be prepared to share ideas and ask for help and guidance.
• Listen to others and be polite to everyone, students, visitors and staff.
• Respect the opinions and beliefs of others.
• Encourage and support one another.
• Look after the school environment and take care of personal belongings and those of others.
• Take pride in high standards of work, behaviour and appearance.
• Walk quietly around the building.
• Eat only in designated areas and only at break times.
• Support the school approach to online safety and not deliberately upload or add any images,
film, sounds or text that could offend any member of the school community.
Parents will:
• Do their best to support the school’s aims.
• Ensure regular, prompt attendance throughout the term time.
• Provide correct school equipment and uniform.
• Support the school’s policies and guidelines for behaviour.
• Provide an appropriate environment and support for study at home.
• Avoid term time holidays.
• Attend Parents’ Evenings and discussions regarding their child’s progress.
• Communicate with the school about issues affecting their child’s work or behaviour.
• Encourage their child to respect and return school property.
• Encourage the family’s active involvement in school activities.
• Support the school approach to online safety and not deliberately upload or add any images,
film, sounds or text that could upset or offend any member of the school community.
Please complete the Home-School Agreement in the Data Collection Form enclosed to confirm
that you and your child have read and understood this agreement.
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INFORMATION SHEET 4: School Photographs, Social Media, Videos and Audio Recordings,
Publicity and Promotional Material
During the school year a variety of photographs and video and audio recordings are taken of students
whilst they are working in class or participating in other activities including after-school clubs, trips,
visits, performances, sporting fixtures, celebrations and other events that are held both within school
and outside of school.
A small selection of these are then used in communications that help us to promote the school. These
include the school brochure/prospectus, school video, newsletter, website, social media, displays,
leaflets, presentations, advertising, publicity (including articles in the press in recognition of a significant
achievement) and communications that are produced by Friends of Robert Barclay Academy. They
may also be used as part of teaching resources or staff training either within school or at carefully
selected conferences. The school’s suppliers, for example, those that produce our printed materials
and our website may also show examples of their work as part of their own promotional activity and this
would, by default, include any images or recordings that are included in this work.
Photographs, videos or audio recordings are always taken with great sensitivity and the school carefully
selects those that are then used for these purposes. At no time are these files passed on to another
organisation for reasons other than those expressed in this information.
It is extremely important to us that we protect the welfare and safety of our students and therefore, to
comply with the Data Protection Act, we will not permit any photographs or videos to be taken without
the permission of the parent or carer. We will also not permit any external organisations to take
photographs or to make video or audio recordings of your son or daughter, regardless of their good
intentions, unless they are in direct connection with the reasons that we have given within this
document. If there are ever any circumstances that fall outside of the scope of this document then we
will seek further written permission from you.
We will take all reasonable measures to ensure that images are used solely for the purposes for which
they are intended. However, please note that we cannot always guarantee this and therefore can take
no responsibility for the way images are used by other websites or publishers or for any consequences
arising from publication.
If you are happy for your son or daughter to be photographed, videoed or recorded in this way
then please complete the box titled Social Media, Photographs Videos and Audio Recordings,
Publicity and Promotional Material in the enclosed Data Collection Form to confirm that you are
happy for images to be taken and used for the reasons stated above.
If the form is not completed then the school will NOT be able to take any photographs, videos
or audio recordings of your child, unless required by examination boards.
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INFORMATION SHEET 5: Biometric System for use by Catering, the School Library and School
Shop
Robert Barclay Academy operates a biometric system that is used by Catering, the School Library and
the School Shop. This system has proved very successful in reducing queuing time, administration time,
and the handling of cash for students and our Finance Department.
From 1 September 2013, as a result of the duties in the Protection of Freedoms Act 2012, schools can
only lawfully process, or continue to process, a pupil’s biometric data with the written consent of at least
one parent. Additionally, consent given by one parent can be overridden if the other parent objects in
writing. Similarly, if your child objects, the school cannot collect or use his/her biometric information for
inclusion on the automated recognition system. You can also object in writing to the proposed
processing of your child’s biometric information at a later stage or withdraw any consent you have
previously given.
Biometric information is information about a person’s physical or behavioural characteristics that can
be used to identify them. The Academy takes and uses information from your child’s finger for the
purpose of providing your child with easy access to the cashless catering service, the Learning
Resource Centre and the school shop. The system takes measurements of your child’s finger and
converts these measurements into a template (a string of numbers), which is then encrypted. The data
held cannot be used to recreate a fingerprint image, nor can it be used in a forensic investigation. An
image of your child’s fingerprint is not stored. The template is used to permit your child access to
the catering system by placing their finger on a scanner at the till, being able to use the Learning
Resource Centre or purchase equipment from the school shop. Once your child ceases to use the
biometric recognition system, his/her biometric information will be securely deleted.
Robert Barclay Academy will comply at all times with the Data Protection Act and with the guidance
given by the Information Commissioner’s Office regarding the use of biometric data. The law places
specific requirements on schools when using personal information, such as biometric information.
You will understand that it would be very helpful to the Academy, and we believe to the students, if ALL
parents were to grant this permission. Please give consent to the processing of your child’s biometric
information by the Academy for the purpose outlined in this document.
Please give consent to the processing of your child’s biometric information for the purposes
outlined in the Biometric System for use by Catering, the School Library and School Shop
section of the Data Collection Form enclosed.
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INFORMATION SHEET 6: Music Department and Music Lessons
Research shows that pupils who learn a musical instrument develop many personal skills, such as
confidence, self-esteem, team work and concentration. These skills benefit other subjects too and can
help your child raise attainment across the board.
Our music lesson programme offers many opportunities for students to learn and develop their musical
talents during school time. We have many students currently learning a wide range of instruments with
a team of instrumental teachers who visit the department each week from the local Hertfordshire Music
Service. As a thriving, busy Music Department at Robert Barclay Academy we can offer students the
opportunity to learn to play a musical instrument or take part in voice coaching. We find most students
buy their own instrument, however instruments can be rented from Herts County for a yearly fee, in
addition students can use the assisted purchase scheme through Herts Music Service. As part of
their instrumental lessons many of our students work successfully towards Associated Board and Trinity
music grades, and have the chance to take part in many performances throughout the year. Students
learning an instrument are actively encouraged to take part in the extra-curricular ensembles the Music
Department offers.
For many years, Hertfordshire Music Service (HMS) has provided a Remission of Fees Scheme to
enable those children who qualify for Free School Meals and other benefits to access tuition provided
by the Music Service. All applicants who are eligible for consideration because of their qualification for
Free School Meals and have their school’s recommendation for financial support, will pay the school
£25 per term towards the cost of their tuition. HMS will pay in full the cost of the tuition up to the level
of 20 minutes individual tuition for Free School Meals applicants and 50% of the cost, up to the level of
20 minutes, for pupils qualifying through other benefits. For enquiries regarding this, please contact the
County Customer Care Centre on 0300 1234048 or www.hertsmusicservice.org.uk/remission.
Please note that it is the choice and responsibility of parents to proceed with this, directly to County, if
they wish to do so.
We have a number of new, exciting instrumental sessions available as part of our extra-curricular
programme which all of our instrumental students get involved with as well as a yearly concert.
Should you have any questions regarding instrumental lessons, please do not hesitate to contact the
Music Department via the school main line or on email at: admin@robertbarclayacademy.co.uk.
If you are interested learning an instrument, please read and complete the separate Application
for Instrumental or Vocal Lessons Form enclosed.
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TERMS & CONDITIONS FOR MUSIC LESSONS
(Please read this information carefully and keep for reference)
EXTRA-CURRICULAR ACTIVITIES
• We would expect all students having peripatetic lessons to take part in at least one of our extracurricular activities.
PAYMENT
• Lessons must be paid for one term in advance, before the half term holidays.
• Please ensure invoices are paid promptly on ParentPay to ensure your son/daughter is added to
the relevant timetable for the following term.
• Please note that if the payment is not made by the deadline, students will be taken off the
timetable.
• If you have any problems with payment, please do get in touch.
TIMETABLING
• Timetables for the term will be published before the first lesson of the term, however inevitably times
and lessons are subject to change for many reasons, so students should always check the
timetables, which are on the notice board outside the Performing Arts Office.
• Students are expected to make a note of their times each week as lessons will be rotated. There
have been a number of incidents this term where teachers have had to collect students from
classrooms when they have forgotten their times, causing this and subsequent lessons to run late.
• Students should have 33 lessons in each academic year but the number of lessons per term may
vary due to term length.
• With any absences from External Music teachers, lessons will be added at the earliest convenience
to complete the total of 33 lessons in the academic year.
ABSENCE
• If a student does not attend their lesson, and does not notify the teacher in advance, then
this lesson will be forfeited and no refunds given as the school are still required to pay for
the teacher’s time.
• If students know in advance that they will not be able to attend their lesson (for example they may
have a trip or an assessment in class), then they must let the teacher know the week before. In
these cases, the teacher will endeavour to make up the lesson later in the term, if this cannot
happen then the lesson will be refunded.
• If the teacher misses a lesson/week for whatever reason (due to unforeseen circumstances,
for example an illness) then the lessons will be made up or refunded.
• For GCSE Music Students having funded lessons attendance will be monitored closely.
INSTRUMENTS
• Students are responsible for providing, and bringing their instruments to school on the day of their
lesson. They may be stored in the Music Department with their name and form clearly labelled on
the case.
• Instruments must be insured by parents (normally this is covered on your home insurance). Robert
Barclay Academy can take no responsibility for instruments lost or damaged whilst on school site.
• For enquiries about hiring of instruments, remission of fees for students eligible for Free School
Meals or families on low income, please deal directly with the County Customer Care Centre on
0300 1234048 or visit www.hertsmusicservice.org.uk
TERMINATION OF TUITION
• If a student wishes to discontinue tuition, notice must be given in writing to the Music Department.
Notice must be given no less than a full half term in advance. For example, if a student wished
to end tuition at the end of spring term, notice must be given before the February half term holiday.
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INFORMATION SHEET 7: Safe Use of the Internet and Email in School
New technologies continue to play an important part in transforming, learning and teaching at Robert
Barclay Academy. We expect all students to be safe and responsible when using any digital device or
accessing digital media, including the internet. It is essential that students are aware of e-safety when
using any type of digital media.
Students are expected to read and discuss the below agreements with their parent or carer and
then to sign the Safe use of the Internet and Email in School / ICT Network Acceptable Use
Agreement section in the Data Collection Form and follow the terms of the agreement. Any
concerns or explanation can be discussed with their computing teacher.
ICT Network Acceptable Use Agreement for Students:
• I understand that Robert Barclay Academy will monitor my use of the systems, devices and
digital communications.
• I understand that Robert Barclay Academy systems and devices are primarily intended for
educational use and that I will not use them for personal or recreational use unless I have
permission.
• I will respect others’ work and property and will not access, copy, remove or otherwise alter any
other user’s files, without the owner’s knowledge and permission.
• I understand the risks and will not try to upload, download or access any materials that are
illegal or inappropriate or may cause harm or distress to others, nor will I try to use any
programmes or software that might allow me to bypass the filtering/security systems in place
to prevent access to such materials.
• I will only use social media sites with permission and at the times that are allowed.
• I should ensure I have permission to use the original work of others in my own work.
• I understand the school also has the right to take action against me if I am involved in incidents
of inappropriate behaviour, that are covered in this agreement, when I am out of school and
where they involve my membership of the school community (examples would be cyberbullying, use of images or personal information).
• I understand that if I fail to comply with this Acceptable Use Policy Agreement, I will be subject
to disciplinary action. This may include loss of access to the school network and relevant
sanctions the school deems necessary, which may include contact with parents and in the event
of illegal activities involvement of the police.
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INFORMATION SHEET 8: Student Privacy Notice - Data Protection Act 2018
We, Robert Barclay Academy, are a data controller for the purposes of the Data Protection Act. We
collect personal information from you and may receive information about you from your previous school
and the Learning Records Service. We hold this personal data to:
•
•
•
•

Support your learning;
Monitor and report on your progress;
Provide appropriate pastoral care, and
Assess how well we are doing.

Information about you that we hold includes your contact details, national curriculum assessment
results, attendance information1 and personal characteristics such as your ethnic group, any special
educational needs you may have and relevant medical information. If you are enrolling for post 14
qualifications, the Learning Records Service will give us your Unique Learner Number (ULN) and may
also give us details about your learning or qualifications.
Once you are aged 13 or over, we are required by law to pass on certain information to providers of
youth support services in your area. This is the local authority support service for young people aged
13 to 19 in England. We must provide the names and addresses of you and your parent(s), and any
further information relevant to the support services’ role.
However, if you are over 16, you (or your parent(s)) can ask that no information beyond names,
addresses and your date of birth be passed to the support service. This right transfers to you on your
16th birthday. Please tell the School Office if you wish to opt out of this arrangement. For more
information about young people’s services, please go to the National Careers Service page at
https://nationalcareersservice.direct.gov.uk/aboutus/Pages/ default.aspx.
Some of the information you supply will be used by the Skills Funding Agency to fulfil its statutory
functions, issue/ verify your Unique Learner Number (ULN) and update/check your Personal Learning
Record. The Skills Funding Agency may share your ULN and Personal Learning Record with other
education related organisations, such as your careers service, school, college, university, Government
Departments and public bodies responsible for funding your education. Further details of how your
information
is
processed
and
shared
can
be
found
here:
https://www.
gov.uk/government/publications/lrs-privacy-notices.
OTHER INSTITUTIONS INVOLVED IN COLLABORATIVE DELIVERY
Where secondary schools are involved in collaborative delivery with other schools/colleges and learning
providers, pupil information may also be shared to aid the preparation of learning plans and use of data
to achieve the objectives identified above.
TECHNOLOGY PLATFORMS
Pupil information may be shared with technology companies to allow use of educational apps in school.
The apps which we currently use are listed below, this is an ever-changing list which will be updated on
an annual basis.
EduLink One, Microsoft Office 365, PIXL Endurance, PIXL GCSE Geography, PIXL Independence,
PIXL Maths GCSE Revision, PIXL Times Tables Practice, Show My Homework and Technology
Revision.

We will not give information about you to anyone without your consent unless the law and our
policies allow us to.
We are required by law to pass some information about you to the Department for Education (DfE) and,
in turn, this will be available for the use of the Local Authority.
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If you want to receive a copy of the information about you that we hold or share, please contact the
School Office.
If you need more information about how the Local Authority and DfE store and use information, then
please go to the following websites:
https://www.hertfordshire.gov.uk/about-the-council/legal/privacy-policy/privacy-policy.aspx2
or
https://www.gov.uk/guidance/data-protection-how-we-collect-and-share-research-data
If you cannot access these websites, please contact the Local Authority or DfE as follows:
Data Protection Team
Information Governance Unit
Room C1
County Hall
Pegs Lane
Hertford
SG13 8DQ
Email: data.protection@hertscc.gov.uk
Public Communications Unit Department for Education
Sanctuary Buildings
Great Smith Street
London
SW1P 3BT
Website: www.education.gov.uk
Email: http://www.education.gov.uk/help/contactus
Telephone: 0370 000 2288
Footnotes:
1. Attendance information is NOT collected as part of the Censuses for the Department for Education for the
following pupils / children - a) in Nursery schools; b) aged under 4 years in Maintained schools; c) in Alternative
Provision; and d) in Early Years Settings. This footnote can be removed where Local Authorities collect such
attendance information for their own specific purposes.
2.

Local Authority provide a link to their website with information on uses they make of data and any other
organisations they share data with. Ideally they should also provide an address where parents/carers without
internet access can write for information.
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