
What to do at Leighton Park

Introduction

These rules and procedures are intended to help the school run smoothly, and in the
best interests of us all. You are expected to act with common sense, honesty and
good manners, and with consideration for other people’s feelings and needs before
your own. This last can sometimes be hard, but is one of our most important aims.
Generally, your tutor is the first person to turn to with all problems. But any member
of staff will help if asked. The Head and Deputy Head are available to you without
appointment between breakfast and Collect or at any other time you can catch
them. Call in at Old School and see them, or make an appointment. Your attention
is also drawn to the last page of this section, where you will read more detailed
advice about dealing with serious problems.

Make sure that you are familiar with:

• the school’s dress code, a copy of which is included in this calendar and
available in every House. It is generous in spirit and you should not erode it.

• the time by which you should be in particular places: get there comfortably
and in advance.

• any particular duties assigned to you, including at all times the tidiness of
the areas for which you are personally responsible.

We all make mistakes and act foolishly sometimes. In such circumstance,
honesty, an apology, and a determination not to do the same thing again are
important responses. Staff will always try to be helpful and even sanctions, when
they have to be applied, are given in that spirit.

Please read this section carefully, and keep it in a safe place for future reference.
The rules and procedures are in alphabetical order.

Absence

If illness prevents you from fulfilling a school commitment, this must be sanctioned
by your matron or other members of House staff. Although this rule does obviously
not apply to day-boarders at the beginning of the day, it is clearly applicable to all
pupils once the school day has started. If you are taken ill during lesson time, your
teacher will normally send you to Reception, from where you will be directed to
your Matron or the Health Centre as necessary.
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If you are in Year 11 or below, a teacher may excuse you from a lesson so that
you can attend a Music lesson, provided that you ask 24 hours in advance, and
ask your teacher to sign in the appropriate place in your prep diary. Bear in
mind that you may need to ask two teachers because of the difference in lesson
times.

For most other leave of absence, e.g. to miss a meal, to miss prep, to be away
on interview or for a careers visit, ask your Housemaster for permission. A
standard form is used for interviews or Open Days at universities and this must
be completed well in advance.

For absence from school for exceptional family reasons, ask your tutor in
advance. Your parents must confirm your request in writing to the Head.

When you have obtained general permission to be absent from school, even if
this is on school business, e.g. to attend a conference, it is required of you that
you approach the teachers whose lessons you will miss, ask their permission,
and note the work you will be missing so that you can cover it later.

Audio Equipment

No radios, cassette/CD players I-pods or Walkmans are allowed out of the
Houses, unless you have been given permission by a member of staff

Bicycles

Normal rules of the road (including lighting and maintenance) apply on the Park.
Please remember not to ride on the grass, nor cycle with more than one person
on the bicycle. Never leave your bike propped up against a building: always park
it in the appropriate shed – lock it. Before term starts you should paint your name
on the rear mudguard or on the frame. Early in the term it is recommended that
you have your bike stamped by Brian Hoskins – this is a police security measure.
You should always wear a helmet at all times when riding your bicycle.

Chewing Gum

Chewing gum is not permited anywhere on the school grounds.

Day Boarders

It is important that you are in school in good time for registration at 8.15 am. If
you are not well enough to come to school you should ensure that your parents
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telephone the school office or your Housemaster/Deputy first thing in the morning
to notify the school of the reason causing your absence. On the first day back in
school you should give your tutor a letter from your parents confirming the details
of your absence.

At the end of the day (Years 9-11 and sixth form) you may leave the Park to go
home at 6.00 pm, 7.00 pm or 9.00 pm on Mondays to Fridays. You and your
parents will make the official arrangements for this at the beginning of each term.
You are welcome to stay at school until 9.00 pm but you can go earlier if you have
no further commitments, except prep. Any change to an evening arrangement
should be given in writing in advance to your Housemaster. You may leave
anytime after 4.15pm on a Friday but you must inform your Housemaster.
You are welcome to take part in any organised school activities at the weekend,
but it is important to let the relevant staff know you are on the Park.

Detention

If your conduct is unsatisfactory you may be required to attend a house or school
detention. Your Housemaster or the Deputy Head will give you written details
about when and where to attend. If you have a school commitment that prevents
you from attending, you may have your detention postponed. Such
postponements may only be arranged in consultation with the Deputy Head.

Environment

As part of the Leighton Park community all pupils are asked to keep good
environmental practice. This includes:

Energy conservation
keeping doors and windows closed when central heating is on, and switching off
lights when appropriate.

Recycling
putting for recycling all materials which it is currently possible to collect.

Use of paper
using paper sparingly, e.g. when using exercise paper or exercise books using the
whole of each sheet or each page – both sides; reusing for rough notes any paper
that has only one side used.

Wildlife conservation
the Park is a haven for wildlife and all who live or work in it should respect this
and work to preserve it.
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Evening Outings

1. The school often arranges theatre and concert trips. Normally the cost of
these trips is charged to your end of term accounts. You should ensure that
your parents agree before committing yourself to such activities. Your
parents will always be asked to authorise your participation in such events.

2. It is rare for pupils to be given permission to organise their own evening
outings though sixth-formers are sometimes given cinema leave on a
Saturday evening.

Attending parties is strongly discouraged during term-time.

Fire and Emergency

Each boarding house has a fire warning alarm. Your Housemaster will instruct you
in emergency procedures. In any building if the alarm sounder starts leave
immediately and go quietly. Walk smartly to the nearest exit (all are clearly
marked). Do not run. Follow any instruction given by a member of staff. Proceed
to the assembly point by the safest route. 

If you discover a fire, operate the nearest fire alarm immediately, check that
nobody is in immediate danger and leave the building without delay. Do not re-
enter the building until told to do so, even if the alarm is silenced.

Fireworks

Fireworks are potentially dangerous and, as such, constitute a risk to individuals
and groups.

Leighton Park pupils are not allowed to have fireworks in their possession or to
use fireworks in the school or during school time. Any pupil, or groups of pupils,
found in possession of fireworks, or with others who have fireworks or similar
devices, will be punished.

Occasionally a school visit may be made to an organised display. The usual
school policy on visits applies to such an event.
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Gating

A gating restricts you to the Park for a specified period. You will be issued with a
reporting card, and you must report to the Teacher on Duty in your house in the
evening to have your card signed. 

Grounds

Everyone should play a part in keeping the grounds tidy and attractive. Do not
drop litter. Pick litter up if you find any lying around and deposit it in the bin.
Announcements are made in Collect as to when precisely you can or cannot walk
over the grass. Be particularly careful not to ‘extend’ a path by walking on its
grass verges, and not to carry mud or grass cuttings into buildings.

You must observe the areas which are out of bounds as displayed on the map on
page 59 This is for your own personal safety.

Health Centre

There is an open door welcome at the Health Centre. As long as you are free of
school commitments you may visit the nurses at the Health Centre directly to
discuss health matters or any worries you may wish to disclose, and appropriate
help will be given.
Pupils may wish to see the School Medical Officers on a personal basis. This can
be arranged easily by letting either of the Practice Nurses know. It is not
necessary to inform any other staff member about such a request.
Pupils are encouraged to make full use of the Health Centre facilities and all new
pupils are seen in the first weeks of the Autumn Term, when a routine health
screening programme is undertaken.

Hobby Hour/Activity Period

During this time you should normally either be at an activity (in summer this
includes outdoor activities) or engaged in quiet activity (not horseplay or audible
music) in your House.

Year 9 pupils are expected to attend regularly at least three activities per week.
Year 10 and 11 should attend at least two activities a week.

Many activities are also available at the weekend.
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Hours

Boarders must be in their boarding houses between 10.00 pm and breakfast,
though leave to come back later than 10.00 pm can be granted to sixth-formers
by the Housemaster.

Pupils in Year 7 to 11 are prohibited from ever entering areas occupied by the
opposite sex. Rules concerning access to the rooms of pupils of the opposite sex
vary from House to House for sixth-formers because of the different lay-out of
each House, but must be strictly adhered to at all times.

Medication and Drugs

The Nursing Staff must be informed of any medicines including herbal remedies that
you are taking, i.e. for asthma, diabetes, epilepsy or for any health reason
whatsoever. These medicines are generally considered safe in the custody of the
pupil, but under supervision of the House Matrons. Repeat prescriptions are
obtained through the Health Centre and duplicate supplies of pupils’ regular
medicines are kept in the Health Centre for emergency use.

Simple pain relief remedies are readily obtained from House Matrons and pupils may
be sent via Reception to the Health Centre from classrooms. There is therefore no
need for pupils to have supplies of these medicines in their possession at any time.

Sixth-formers are allowed to keep any analgesics they may use as long as they do
so safely. However, Sixth-formers must inform their House Matron, Housemaster or
The Health Centre of any other medication brought into school.

It is against health regulations to give one’s own medication to another pupil: this
should never happen.

In the first week of the Autumn Term boarders must notify the Health Centre via the
House Matrons of any medicines/tablets that they are taking, including all herbal or
other natural remedies.

During term time or when engaged in any school activity out of term time, you may
not take or have in your possession tobacco or alcohol in any form at any time
(except at home with the approval of your parents). If you are found to have done so
you will be punished and your parents will be told. Serious or repeated offences of
this type could lead to your suspension from school.

Pupils involved in possession, handling, using or dealing in illegal substances at any
time could expect to be excluded from school temporarily or permanently. Any pupil
found to be distributing an illegal drug may also have to be reported to the police for
further action.
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Meals

You must attend all meals (day-boarders all week-day lunches and senior day boarders all
teas) unless given special leave. If you need a packed meal or a late meal you must order
it well in advance. Your Housemaster will give you more specific instructions.

Meeting for Worship

Because silence is so easily disturbed, you should be in your seat three minutes
before the starting time – five minutes at Reading Church Street Meeting, where it
is particularly sad if Leighton Park pupils cause a disturbance.

You may not read in Meeting, nor, of course, whisper or distract others. If you are
restless and find it hard to free your mind, close your eyes and sit very still.

Remember that anyone, however young or inexperienced, is equally able to take
part in the ministry of Quaker meetings. Give respect and support to those who
do, and remember that it might be you.

Mobile Phones

Mobile phones and similar devices must not be used to make or receive calls during
the formal part of the day, during prep, study periods, during meals or at night. The
use of mobile phones is restricted to the House between 8.15am and 4.20pm. Any
phones seen outside the House during this time will be confiscated and handed into
the School Office. Pupils can collect their phone at the end of the school day.

Mobile phones or pagers must not make any noise when a message is received.
We advise that mobile phones, pagers and similar devices should be insured
against theft, damage, loss and abuse.

Only the owner of the device may use it. The Housemaster or other member of
staff may insist that the mobile phone, pager or similar device is lodged with them,
if they are used inappropriately except when needed for use in an emergency. The
telephone number or pager number must be logged with the Housemaster.

Money

If you are careless with money it causes problems for everyone.
Deposit your money in the House bank, which is open every day and will issue
small amounts of money. Don’t carry around more money than you can afford to
lose, i.e. a couple of pounds at the most. Do not leave money lying around –
always take it with you or deposit it in the House bank. Report any suspected
theft to the Housemaster.
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You may not lend money or borrow from other pupils: ask your Housemaster if
you are short of money. You may not buy anything from other pupils or sell it to
them, without the consent of your Housemaster and parents.

Motor Vehicles

An enlarged set of rules on this matter is available from your Housemaster. In
general terms, you may not drive a car nor ride a power-assisted bike in term-
time, though permission may be given to drive to and from the school. You may
not travel in term-time in a car driven by someone other than a member of staff or
a member of the family, unless you have obtained permission beforehand from
your Housemaster; in addition the consent of your parent/guardian must be given
in writing as well as that of the driver’s parent/guardian.

Off the Park

After tea on any day no senior school pupil in Year 9 to 11 may go off the Park
without permission. In the afternoons, Year 11 pupils must sign out in their House
before leaving the Park, having first obtained permission by having their prep book
signed by a member of the House staff. They must ensure that they are back for
tea and miss no school engagement. Permission to leave the Park after tea is only
given to sixth-formers, who must ask the member of staff on duty in the House.
Whenever they leave the Park, Sixth-formers must also sign out.

Prep

In Senior Houses prep runs from 7pm to 9pm and in Fryer House, prep takes
place from 6.15 to 7.30pm. The above time refers to the minimum periods of
studying. Older pupils, in particular, will find that they need to spend substantially
more time on private study than is available in the standard prep period. Unless
given specific permission, you should be working at your desk or at your allocated
space during prep without talking and without moving around the House. 

From January 2009, a new prep protocol has been introduced. Pupils in Years 7,
8 and 9 will be expected to hand in their prep the morning after it was due for
completion. If staff wish prep to be handed in at a different time, they will give this
instruction when the prep is set. Prep should be handed in to the staff prep
pigeonholes in Old School each morning. In Years 7 and 8 prep monitors will
collect work during registration and deliver it to the prep pigeonholes. Year 9 are
responsible for putting their own work into the staff prep pigeonholes. 

If you are late in handing in work or if you produce unsatisfactory work, your
teacher may well refer the problem to your tutor. You must then follow whatever
instructions your tutor gives you to ensure that the work is done properly.
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Public Transport

Pupils travelling into Reading From:-

1. East Lodge (Pepper Lane Entrance) - catch the number 20 or 12 bus
from bus stop “W” immediately on the right beside the school entrance.

2. North Entrance (Shinfield Road Entrance) - catch the number 9, 20 or
12 bus at bus stop “X” on the opposite side of the Shinfield Road from
North Lodge. You should use the traffic light crossing over Shinfield Road
and over Wellington Avenue to to the bus stop 30 yards further down
Shinfield Road.

Pupils returning to school from Reading should:-

1. Catch the number 9 bus and get off at bus stop “Z” immediately outside
the Shinfield Road entrance.

2. Catch the number 9, 20 or 21 bus and get off at bus stop “Y”
immediately past the university entrance on Shinfield Road. Pupils should
cross Pepper Lane using the traffic light crossing and enter Leighton Park
at the Shinfield Road entrance.

You must ensure that you use the button controlled crossing points at all times
and only cross these when the green light indicates that is is safe to do so.
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Punctuality

Punctuality is an important way we show care and respect for others. You should
not be late for Collect, Meeting, lessons and any other commitments. If you are
regularly late, you can assume that a sanction will be imposed.

Registration

This takes place at 8.15 am each school day. It is important to be punctual and to
come prepared for each morning’s lessons as you will go directly from registration
to Collect or Meeting for Worship and then to classes. Morning and afternoon
registrations take place in tutor groups.

Relationships

Leighton Park is a fully coeducational school. Whilst natural friendships between pupils
are part of any happy community, active sexual relationships are not permissible. Any
pupils involved in unacceptable intimate behaviour may be asked to leave the school. 

Safety/Personal Safety

Safety is mostly common sense, but please be careful about these special points:

• You must obey all safety rules and posted notices in the workshop, labs,
gym, swimming pool, minibuses, and any other areas where they have been
placed.

• You may never use the swimming pool unsupervised, nor go in or swim in
rivers without permission.

• You may not make any repairs or alterations to school electrical wiring or
fuses, nor have any electrical appliance without permission.

• You must be most careful not to do anything that might start a fire.

• You must observe in every detail the fire procedure in the Houses and other
areas in the school.

• You should avoid walking in secluded areas of the Park at any time on your
own, and girls must never walk alone about the Park during hours of
darkness.

• You must observe the areas of the Park which are ‘Out of bounds’ as
displayed on the map on page 57.  
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No alcohol or smoking is allowed on the Park at any time. At all times when the school
is responsible for you alcohol and smoking are strictly prohibited: serious punishments
are given to those who break these rules. For Sixth-Formers, a concession applies
when wine is offered, and consumed in moderation, at supervised school functions.

Sunday Evening Meeting

All full and weekly boarders attend the monthly Sunday Evening Meeting: parents
and other family members as well as day-boarders and friends are also welcome

Tidiness

You are expected to maintain a tidy personal appearance.

You must keep your own area within the House acceptably clean and tidy.
Bear in mind that the school is regularly visited by outsiders, and in particular on
Tuesday mornings by prospective parents.

If you have travelled in a school mini bus, it is your job to help tidy it at the end of
the journey.

Be careful not to leave sweet papers, cans etc, lying around in the Hall or outside. 

Valuables

If in doubt, don’t bring valuable possessions to school. Musical instruments
should be locked in the Music School. If you wish to bring a computer this should
be discussed first with your Housemaster. Personal television sets are not
allowed. Walkmans  and I-pods are allowed but the use of these must be
restricted to leisure hours. Mobile telephones and pagers may be used only at the
discretion of the Housemaster and within the guidelines of the school mobile
phone policy.

Your parents should insure your possessions, as the school does not. Remember
to keep a note of serial numbers of all valuable items.

Weekend Leave and Exeat Weekends

Parents request weekend leave for full boarders in writing to your Housemaster.
The form or letter should reach your Housemaster by the Thursday before the
weekend. The letter should state when you are leaving the Park and when
returning, and we need to know what meals you will be taking at school.
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Weekend Leave and Exeat weekends  are an opportunity to go home, or, by
special arrangement whereby both families write in, to the home of a friend. We
must know which adults will be taking care of you at the weekend, and you are to
be with them. If you take weekend leave frequently, you are likely to need to take
school work with you.

You must sign out in your House before leaving the Park and also sign in on your
return.

If you have a problem or wish to make a complaint

Problems can always occur, and these are usually solved fairly quickly.
Sometimes, however, something quite serious may occur either to you, or to
someone you know. It may be something that has happened outside of school; it
may concern relationships between pupils, or adults and young people.  The most
likely person you will then turn to will be your tutor or Housemaster. You might
prefer someone else in the school, perhaps the Head or the Deputy Head,
perhaps Matron, the School Counsellor, or one of the Practice Nurses.

If you feel you need to describe a specific concern or even make a specific
complaint, there is a procedure for following this up discreetly.  You may wish to
discuss the matter with your tutor or Housemaster; on the other hand if it is very
serious please see the Deputy Head, who will ask you to complete a form. The
matter will be investigated sensitively and fairly on your behalf and will be
discussed further with you within 48 hours. 

Sometimes people may prefer to speak first to someone outside the school.
0800 1111 is the Childline Help Number and 0118 9015668 is the number for
Number 5, a local youth counselling service, which is displayed in each of the
boarding houses.  There are also counsellors who can be contacted in Reading or
you may wish to see a counsellor in confidence in the school. Details of these are
on the House noticeboards or are available also from the Deputy Head.

It can happen that the problem or concern means that Social Services need to be
consulted. It will normally be the Head or Deputy Head who contact them.
Whatever your concern is, it will be followed up as discreetly and helpfully as
possible in a simple way.

What to do at Leighton Park

38


