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MESSAGE FROM THE PRINCIPAL 

On behalf of the Governors, staff and students of Copleston, it is my pleasure to welcome you and 
your son/daughter to our school community.  I hope this is the start of a happy and successful associa-
tion with the school and I am delighted to say that, for the majority, this will span the next seven years 
to include time in the Sixth Form. 

 

Many of you will know the school through students already here and I hope others have been attract-
ed by our reputation.  The principal aim of this school is to enable every student to make the maxi-
mum academic progress possible in a warm, caring and highly structured environment.  Staff will work 
hard in partnership with you to make that aim a reality. 

 

We know that starting a new school can be an anxious time for students and parents/carers.  Much 
work has been done with our colleagues in the Primary Schools to make the transition as smooth as 
possible.  The purpose of this booklet is to give you a quick reference to the basic information that you 
are likely to need in the first few weeks.  Experience tells us that students quickly settle at the school 
and I am confident that your son/daughter will soon feel at home at Copleston.  By the time you read 
this, I hope he/she has enjoyed the Induction Days with us and is looking forward to the start of term 
in September. 

 

Mr Green 

 

 

 

By September, the parents/carers of every registered student joining Copleston High School in Year 7 are to be 
aware of our school policies and expectations.  Together with the school’s values, they are a clear way of setting 
out what we believe are the most important responsibilities that the school, parents/carers and students should 
expect of each other. The fundamental aim, of course, is to enable all students to learn, develop and achieve their 
full potential in a caring community. Parents and carers should take time to familiarise themselves with the Parent 
Code of Conduct. All documents are available on our school website.  

 

 

We understand that the transition process can be a daunting one at first and we wish to work with all parents and 
carers to make the journey into, and throughout, high school as smooth and rewarding as possible. Our aim is to 
create confident, independent citizens from the moment students enter our school and to help them make in-
formed choices as they mature. This is not possible without staff, parents and carers all working together in a sup-
portive way to teach and nurture our young people of the future.  

 

 

WORKING TOGETHER 
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In September, further details about how to contact the Leader of Learning and Form Tutors will be shared with you. 

 

 Telephone No. 01473 277240—general enquiries 

 Dedicated Sickness and Absence No.  01473 277266 

 Email:  mail@copleston.suffolk.sch.uk 

 Website: www.copleston.suffolk.sch.uk 

 Keep up to date using the Copleston Website.  Most letters issued are also placed here.   

 Encourage your child to keep an eye on the screens around the school to help to keep you up to date. 

 

SCHOOL CONTACT DETAILS 

HEADS OF DEPARTMENT 

Subject Position Staff 
Art Head of Department Alice Hodgkinson 
Business Studies Head of Department Penny Quintero-Hunt 

Careers Co-ordinator of Information, Advice & 
Guidance and Employer Engagement 

Paul Walker 

Health & Social Care (6th Form) Head of Department Lyndsey Brookbanks 
Drama Head of Department Katie Heffer 
Economics Head of Department Penny Quintero-Hunt 

English Head of Department Rebecca Keats 

Geography Head of Department Stephanie Acton 

History Head of Department Simon Gore 

ICT Head of Department Philippe Kerampran 

Learning Support SENDCO Tracy Pilkington 

Maths Head of Department Daniel Lynch 

Media Studies Head of Department Matthew Brewer 

Modern Foreign Languages Head of Department  Ahmed Adam 

Music Head of Department Amanda Lockyer 

PE Head of Department John Yorke 

Psychology (6th Form) Head of Department Lyndsey Brookbanks 

Religious Studies Head of Department Khalilah Saied 

Science Head of Department Kimberley Row / Ellen Vaughan 

Sociology Head of Department Leanne James / Natarlia Baxter 

CDT Head of Department Sue Irons 

Food/Textiles Head of Department Sue Irons 

mailto:mail@copleston.suffolk.sch.uk
http://www.copleston.suffolk.sch.uk
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Dear Parents/Carers and Year 6 Students  

 

I understand that moving from primary to high school can be a little scary, but I hope that after spending two 

induction days at Copleston you will be more reassured.  

I want to make it as smooth as possible for everyone, so I hope I can communicate with you as much as pos-

sible in the lead up to welcoming students into school in September. As a school our overall purpose is to 

develop and shape our youngest students into independent, reflective, and able learners. By providing a var-

ied curriculum, we aim to build upon the skills and experiences that our students bring from primary school 

by offering them a wide range of opportunities to enrich their outcomes, inside and outside the classroom.  

Ultimately in Year 7 we aim to prepare students for lifelong learning within a nurturing, yet mature frame-

work. We understand that moving up from primary school is an exciting time for any student therefore the 

pastoral support available provides both students and parents/carers with the security of someone familiar 

and supportive whilst they get used to being part of a bigger community. Our high behavioural standards 

along with warm approach supports students whilst they lay foundations and get accustomed to our aims 

and ethos. Students are developed from the offset to take ownership of their day at school. Initially when 

students begin at Copleston, we work incredibly hard to look at all of the little things so that the bigger wor-

ries don’t occur – Students will take time to adjust and settle, but it is amazing how resilient young people 

can be and before we know it, they’re all settled in and flourishing. The pastoral team is wholly committed to 

providing the support and care that your child needs to develop as a young person and learner.  

As a Leader of Learning for Year 7, I am a non-teaching member of staff which gives me a greater opportuni-

ty to work with individuals regarding any academic, extra-curricular and personal issues. Extra-curricular ac-

tivities for Year 7 are wide ranging. Sports activities are available most lunchtimes and subjects also offer 

their own opportunities for students. For Year 7 we also run ‘WOW!’ or ‘What’s on Wednesday’, which is an 

opportunity for all Year 7 students to get involved. On Wednesdays the school day ends early to allow Year 7 

students to take part in ‘WOW!’ A wide range of activities are on offer including rock climbing, nail art, first 

aid, baking, drama and sports. Students can access several different activities throughout the year, with the 

option of changing to a different activity each half term.  

May I take this opportunity to say I very much look forward to working in partnership with parent/carers. 

There are lots of exciting times ahead creating fulfilling experiences that could well lead student to a particu-

lar study or future career route. 

 

With best wishes  

Mrs M Naseri  

MESSAGE FROM YEAR 7  

LEADER OF LEARNING 
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(A Calendar is issued in September of key school dates for the year) 

 

Autumn Term 2024 
Wednesday 4 September 2024 – Friday 20 December 2024 

Half Term: Monday 28 October 2024 – Friday 1 November 2024 
 

Spring Term 2025 
Tuesday 7 January 2025 – Friday 4 April 2025 

Half Term: Monday 17 February 2025 – Friday 21 February 2025 
 

Summer Term 2025 
Tuesday 22 April 2025 – Friday 18 July 2025 

Half Term:  Monday 26 May 2025 – Friday 30 May 2025 
Bank Holiday: Monday 5 May 2025 

 
Professional Development Days for staff only: 

Monday 2 September 2024 
Tuesday 3 September 2024 

Monday 6 January 2025 
Monday 21 July 2025 
Tuesday 22 July 2025 

 
PLEASE NOTE STUDENTS WILL FINISH AT LUNCHTIME ON THE FOLLOWING DATES: 

 MAIN SCHOOL OPEN EVENING – THURSDAY 10 OCTOBER 2024 
 LAST DAY OF AUTUMN TERM FOR THE CHRISTMAS BREAK – FRIDAY 20 DECEMBER 2024 

 LAST DAY OF SUMMER TERM 2025 –  FRIDAY 18 JULY 2025 

 

 

 

8.20 a.m. Students are required to be in school by 8.20 a.m. each day. 

8.30 – 8.40 a.m. Registration/Line up for assembly 

8.40 – 9.45 a.m. LESSON 1 

9.45 – 10.50 a.m. LESSON 2 

10.50 – 11.10 a.m. BREAK 

11.10 a.m. – 12.15 p.m. LESSON 3 

12.15 – 1.00 p.m. LUNCH 

1.00. – 2.05 p.m. LESSON 4 

2.05 - 3.10 p.m. LESSON 5 * except Wednesday – see below. 

* On Wednesdays, after Lesson 4, enrichment sessions will be available.   

TERM DATES FOR 2024 - 2025 

THE SCHOOL DAY 
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We would like all Year 7 students to arrive at school at 8.20 a.m. for an 8.30 a.m. start, to enter the main school 
entrance and to assemble by the Main Hall.  Students will spend the time until break with their Form Tutors.  Dur-
ing this time, they will receive their timetable and will attend their first assembly.  Students will not need their P.E. 
kit on the first day.  After lunch, students will attend their first lessons.   

FIRST DAY ARRANGEMENTS  
Wednesday 4 September 2024 

SCHOOL UNIFORM 

All students are required to wear school uniform and parents/carers are expected to ensure that their children leave home for 
school correctly dressed. 

The distinctive feature of our uniform is the maroon sweatshirt with logo and white polo shirt. These are available from PMG 
Schoolwear Centre in Westgate Street and Coes of Ipswich on Norwich Road.  Trousers must be plain grey and of a specified 
style for boys and girls: 
 

 
 
Shoes must be black.  Similarly, no other sweatshirt or jumper is to be worn in or to school.  Coats, when necessary, should be 
worn in addition to the school sweatshirt and not to replace it. 

Extremes of fashion in hairstyles (including shaving), earrings or shoes should be avoided.  Nose studs or similar are not per-
mitted at any time nor is any “bedding in” period allowed.  Your son/daughter will be sent home to remove such items if  
necessary. 

Uniform items are listed below: 

Plain White Polo shirt/White Polo shirt with logo 
Maroon Sweatshirt with logo 
Plain Grey trousers (see above) 
Black shoes  
Socks should be plain 
 
The following uniform is acceptable: 
* Polo shirt + school sweatshirt + coat 
* Polo shirt + school sweatshirt 
* Polo shirt 
* Discreet jewellery  
* Discreet make up  
* Student Leader or Student Council Hoodies if a student has this position in the school 
 
The following are NOT acceptable: 
* Polo shirt and coat 
* Any other non-uniform sweatshirt 
* Boots 
* Hats 
* Facial piercings of any kind including noses studs 
* Multiple earrings, bracelets, necklaces or rings 

 

PLEASE ENSURE ALL UNIFORM AND EQUIPMENT IS CLEARLY MARKED with your child’s full name and form.  

BOYS GIRLS 

Grey David Luke Boys Slim Leg Trouser 

These can be bought from Coes of Ipswich, PMG School-
wear or www.yourschoolwear.co.uk (and click on the 
Copleston logo). Trousers may also be bought from  
other retailers but must match the Copleston grey 

Trutex Girls Graphite Grey Slim Leg Trouser 

These can be bought from Coes of Ipswich, PMG Schoolwear 
or www.yourschoolwear.co.uk (and click on the Copleston 
logo). Trousers may also be bought from  
other retailers but must match the Copleston grey 

http://www.yourschoolwear.co.uk
http://www.yourschoolwear.co.uk
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Boys & Girls  (Compulsory) 
Please see Information from Uniform Suppliers on our Website under Year 6 Transition 

Uniform can also be purchased from other outlets—but details given below for Coes/PMG 

Compulsory Items: COES  PMG 

Football Boots for use on the field 
and 3G 

From £50  

Maroon PE polo shirt 
(with school crest) 

£16.95—£20.50 From £15.99 - £18.99 

Maroon Hoodie with school logo Age 9/10 – 13 £16.95 
Small – X Large £22.95-£27.50 

From £14.99 - £19.99 

Plain Black Shorts 
 
Plain PE Skort 
Or  
Plain Black Trousers 
 
Or 
Plain Black Sports Leggings 

24/26 & 28/30 £9.99 
32 – 40  £11.99 
£16.95—£20.95 
 
Up to 28/30 £20.50 
30/32-38/40     £25.50 

From £9.99 - £11.99 
 
From £14.99—£17.99 
 
From £17.50—£21.99 

Black football/rugby socks (outside) 9 - 13 & 1 - 5.5 £5.50 
6 – 12 £7.50 

From £5.99 

White athletics socks (inside) (Twin 
Pack) 

12.5 – 3.5 & 4 – 7 £5.99 
7 – 11 £6.99 

  

Non-Marking Trainers for use in Sports Hall 

Optional extras: 

Black Base layer 

Shin Pads 
 

From £15 

  

Strongly recommended - A custom fitted mouthguard for rugby.  Prices correct at May 2024 

PHYSICAL EDUCATION 

Copleston’s PE department offers a broad range of practical sporting activities to enable the students to discover physical path-
ways, develop existing skills and apply techniques to modified and full sided games. Although the Key Stage 3 curriculum is 
weighted towards invasion games it also allows students to study in areas such as Health and Fitness, Trampolining, Dance and 
Athletics.  In Key Stage 4 students adopt specific activity pathways that suit their needs and preferences allowing them to look 
further into the tactical aspects of each game or event. 

 

Students are actively encouraged to join extra-curricular clubs at either a recreational or competitive level and Copleston has a 
long tradition of success in a range of sports at local, County and regional National level. 

 

Your support in ensuring that your child has the appropriate equipment for lessons is paramount.  Organisation is 
often the key to accelerated learning.  Your attention is drawn to the items that are compulsory, including appro-
priate indoor and outdoor clothing, trainers and football boots.  Please ensure that all items are clearly labelled 
with your child’s name. 
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IMPORTANT GUIDELINES FOR PE 

  

   The Physical Education staff follow-up disorganisation when students have any missing kit.  Persistent disor-

ganisation leads to school detentions.  Should your child forget an item of kit they will be given suitable kit to 

ensure as much practical continuity as possible. 

    Please name all items of kit clearly. 

     Students will be asked to tie-back long hair 

     Aerosol deodorants are not allowed in School.  Should your child wish to bring in a deodorant, please ensure 

that it is of roll-on type. 

     Students are reminded of the need to wear clean, non-marking trainers when working indoors.  Both gym-

nastic and dance work are taught in bare feet, but students may require a change of socks for outdoor les-

sons.   

      All jewellery should be removed at the start of the lesson.  It is worth bearing this in mind should your child 

be considering having any piercing done during term time.  Recently pierced ears will need taping to prevent 

injury and the onus is on your child to bring suitable plasters/tape.  Any other piercing should be removed, 

even if covered by clothing.  Excessively long nails will need to be cut and nail extensions removed. 

    Your child takes a risk bringing any valuable item into school.  Changing rooms are locked throughout les-

sons.  Whilst every effort is made to ensure the safety of student property, neither the Physical Education 

Department nor the school can accept liability for any item that may go missing. 

     If your child is unable to take an active part in a lesson due to illness or injury, a note of explanation is re-

quested.  Please outline the nature of the problem so that an appropriate non-active PE lesson can be deliv-

ered. 

    The Department runs an extensive extra-curricular programme of activities for all students, with many going 

on to be selected to represent the school.  Most clubs and practices take place between 3.10 and 4.30 p.m. 

and most local fixtures return students to school before 6.00 p.m.  Students are given prior notice of times to 

be collected.  With our growing involvement in National competitions, some fixtures take students further 

afield and at different times.  In these latter instances, parents/carers will be given details in writing and 

asked to sign an awareness/permission of involvement slip. 
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All students should bring the following basic equipment to lessons: 

Pens Pencils 

Ruler Rubber 

Coloured pencils Compass 

Protractor  

French/Spanish dictionary – please do not purchase until you are aware of your child’s form. 

 

Calculator (scientific)   Students will be asked to use the following functions on a calculator: 

Brackets 
Memory 
Percentage 
Square 
Cube 
Square root 
Cube root 
Powers 
Fractions 
Decimal time to minutes and seconds 
Trig functions (sin, cos, tan) 
 
We recommend the Casio FX-83GTX and FX-85GTX which are widely available at a reasonable price and will be 
more than adequate right up to GCSE in Year 11. 

CLASSROOM EQUIPMENT 

WEBSITE 

Our website has been designed to provide students and parents/carers with a comprehensive picture of what 
Copleston is all about.  As well as giving important information about the key aspects of the school and school life, 
it also contains useful tips and advice about a range of topics.  These include revision, e-safety and Careers.   
Advice and guidance about these areas is available for students and parents/carers to access, and we are always 
happy to add information upon request. 

Our website can be found at www.copleston.suffolk.sch.uk 

 

 

http://www.copleston.suffolk.sch.uk
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In order to get the most from your time at Copleston High School you must have excellent attendance. 
Any absence will result in a loss of learning and work will be very hard to catch up on. 
 
What is excellent attendance? 
You might think that 90% attendance is good. 
The illustrations below show just how attendance rates impact upon learning and attainment. 
 

 

 

 

 

 

 

 

 

You should aim for 100% attendance – it’s as simple as that. 

 

How is high attendance rewarded at Copleston High School 

Copleston High School recognises the importance of high attendance and we reward students on a weekly basis for 100% and 
95-99% attendance through the automatic issuing of electronic reward points.  These reward points help contribute to a  
student’s overall total. 

 

Students who achieve 100% attendance for the term are rewarded by the Principal through the termly Principal’s Achievement 
Assemblies.  Students gaining 100% attendance for the whole year are recognised by the Principal and the School Governors. 

 

Can I take a holiday in term time? 

The school now has a policy of not allowing holidays in term time, unless there are exceptional circumstances surrounding a 
situation.  Where an application is made for a holiday, this will be considered by the Principal and will only be authorised in 
rare exceptional cases. 

 

Late Procedure. 

• If you are late but arrive before 8.40 a.m., you should go to your registration group to register in the morning.  A late mark 

will be recorded on Go 4 Schools which is our electronic registration system 

• If you have an assembly, and arrive late but before 8.40 a.m., you must go straight to the assembly location where you will 

be allowed to attend if it is felt that this is appropriate and will not disrupt the assembly. 

• If you arrive late after 8.40 a.m. you must sign in at Reception.  Reception will log this on Go 4 Schools and the class teach-

er, Form Tutor and Year team will be able to see you have arrived late when they check this on Go 4 Schools. 

• Any student that is late for registration will serve a 30 minute same day after school detention with their Year team.  The 

Attendance Office also send home emails or texts on a daily basis to inform parents/carers if their child has been late to 

registration or lessons. 

• If students persistently arrive late after the register has closed, despite appropriate warnings and sanctions, this is likely to 

result in fines for parents followed by a referral to the Educational Welfare Officer (EWO) who works for the Local Authority 

(LA). 

 

Where can I get more information on attendance at Copleston High School? 

The attendance policy is available for students and parents/carers via the school website. 

ATTENDANCE FOR LEARNING AT COPLESTON HIGH SCHOOL 

A student has an attendance rate which is always 90% - they think this is pretty good! 

 

 

 
 
 
    Absent half a day every week 

Monday Tuesday Wednesday Thursday Friday 

            

90% attendance means the student is: 

• missing half a day every week 

• missing over four weeks of school in a year 

• missing half a year of school over a five year 
period. 

• and is classed as being Persistently Absent (PA) 
by the Government 
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What is behaviour for learning? 

There is a strong link between good behaviour and good learning.  Students have a right to expect that the school 
is an orderly, safe environment where they can enjoy and achieve in their learning. 

 

What do we do as a school to promote behaviour for learning? 

At Copleston High School we aim to create an ethos which promotes: 

• mutual respect and encourages students to develop responsibility for their own behaviour 

• a purposeful atmosphere within lessons where excellent attitudes to learning are displayed 

• a system of rewards and sanctions which are understood and applied consistently by everyone 

• stimulating and attractive learning environments which help students reach their full potential 

• socially responsible behaviour both inside lessons and within the wider community 

• strict and warm approach with regards to behaviour and conduct at Copleston 

 

How does the school deal with poor behaviour? 

We believe it is totally unacceptable for the learning of others to be disrupted.  A range of strategies are used to 
deal with poor behaviour which depends on the seriousness of the incident.  These can range from being spoken 
to, through to a formal exclusion from school.  All incidents of poor behaviour are logged electronically using the 
school’s e-behaviour system. 

 

How will Students be rewarded for good behaviour? 

The school offers a huge number of awards including certificates for achievement such as excellent learning pro-
files and attendance.  Students are also awarded satchel badges daily by subjects for outstanding work or impres-
sive attitude and effort. Rewarding students is something we aim to do routinely. 

Form Tutors will discuss current badge totals with students on a regular basis.  The satchel badges are totalled up 
at the end of each term and allow students to gain further awards depending on how many badges a student has 
collected.  These awards are given out at Achievement Assemblies at the end of each term with associated prizes.   

Our new I Aspire programme is a big part of our reward system where students have the opportunity to work 
towards completing 10 challenges over the course of an academic year. Students will achieve a Satchel badge for 
each challenge they achieve. Students can then achieve further badges and prizes based on the number of  
challenges they complete.  

• Bronze – Successfully complete 3 I Aspire challenges 

• Silver – Successfully complete 5 I Aspire challenges 

• Gold – Successfully complete 7 I Aspire challenges 

• Platinum – Successfully complete 10 I Aspire challenges 

 

Students can expect that a Golden Ticket will be awarded every lesson to one student who has worked hard and 
excelled in some format.  As students accumulate Golden Tickets, further special rewards will be received to rec-
ognise achievements.   

The way in which the school judges the behaviour of its students and the school reward system can be seen on 
the next page. 

BEHAVIOUR FOR LEARNING AT COPLESTON HIGH SCHOOL 
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Copleston High School has outstanding behaviour and teachers have the highest standards. Please familiarise 
yourself with our classroom posters that share the vision and expectations for all students when they are in 
school.  Following these helps our students contribute to the fantastic learning environment, helps students learn 
well and succeed and will also help students as they develop into mature, kind, young people.  

Beacon of Brilliance  

The Beacon of Brilliance highlights the student approach that all Copleston students aim for and are  
encouraged to adhere to.  Being prepared, organised and with the right equipment and attitude is the key to a 
student’s success. Students need to learn to navigate around our large school campus and punctuality will be a 
positive life skill that they quickly develop. Completing any homework set on time and to the best of a student’s 
ability is not only a requirement but will ensure all students learn independence and the benefits of re-visiting 
and building on learning completed throughout the school day. We want our Copleston students to aim high, 
work hard towards their goals and make progress in all their subjects. In order to do this, they will need to arrive 
with the approach that they will join in, ask questions and follow SLANT, SHAPE and STEPS at all times.  

SLANT 

SLANT stands for:  

Sit up straight and pay attention 

Listen carefully to instructions 

Ask or answer questions at every opportunity but…. 

Never interrupt anyone when they are talking 

Track the teacher when they are talking to the class 

Posters are in all the classrooms to serve as a reminder of our expectations. Following SLANT means all lessons 
create a focussed, calm and working atmosphere for everyone.   

SHAPE 

We expect our students to be able to communicate effectively and to help develop crucial speaking skills, we  
follow SHAPE. This represents:  

Speak in full sentences– no single word answers 

Have your hands away from mouth—no mumbling 

Articulate your speech instead of mumbling 

Project your voice so that it is clear and confident 

Eye contact is utilised to address the person you are speaking to —this is polite and respectful 

By routinely asking students to follow SHAPE, we are helping develop their oracy so that it becomes a lifelong skill 
that will help them become more confident individuals. 

STEPS 

STEPS is all about politeness and friendliness and encourages students to have respect for staff and other  
students. All our staff will be polite to students and we expect students to be polite in return.  
 
The first S is for ‘Sir’ (or ‘Miss) to use when addressing a member of staff. T stands for ‘thank you’- we are always 
polite at Copleston and expect students to be polite. E is for ‘eye contact ‘ with any person you interact with. P is 
for please, which we expect students to say whenever they ask for something. The final S is for ‘Smile’ as a  
positive facial expression and body language is so important.  
At Copleston we are always warm, welcoming  and friendly, have a cheerful disposition and outlook  
alongside high standards of politeness. This helps to sustain a cohesive partnership that everyone can thrive in.  

BEHAVIOUR FOR LEARNING in the CLASSROOM 
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At Copleston the welfare and safety of our students is paramount. We firmly believe that all young people have a right to be 
happy and healthy, and our everyday practices support this principle. 

All of our staff are fully trained on a regular basis to identify when a young person may be in need of help. We have clear 
procedures that we all follow to ensure that any concerns are passed on and dealt with appropriately.  In line with govern-
ment policy, we have rigorous recruitment procedures for all staff.  All visitors to the school are made aware of our proce-
dures and are expected to follow them whilst they are on our site or working with our students. 

In addition, all of our students are educated about how they can keep themselves safe and the responsibility that the school 
and its staff have in relation to safeguarding young people.  Form time, PSHE and Assemblies are the main ways that we com-
municate key messages about safeguarding, but there are lots of posters around the school in order to promote personal 
safety and to help students know what to do if they are concerned about themselves or someone else. 

The school’s Safeguarding Officer is Mr Palmer.  He has various deputies.  The School Governor responsible for Safeguarding 
is Mrs Sarah Anderson.  They work closely together to ensure that the school’s procedures and practices are robust and in 
line with changes in government policy. 

If you are concerned about the welfare and safety of a young person, please contact the school and we will follow it up using 
the appropriate procedures. 

Our Safeguarding Policy can be accessed on the School Website. 

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and 
volunteers to share this commitment. 

PASTORAL CARE 

ORGANISATION 

SAFEGUARDING 

Parents/carers and school inspectors have commented regularly over the years about the high quality of pastoral care for 
students in the school. 

In Year 7 your child will have a non-teaching, dedicated Leader of Learning who is responsible for the academic progress, 
discipline, welfare, guidance and general oversight of all students in that year.  In Year 7, the Leader of Learning is static. 
From Year 8 your son/daughter may then stay with the same Leader of Learning until the end of Year 10, whenever possible.  
This enables the Leader of Learning to focus on a particular stage of each student’s education to ensure that your son/
daughter is supported in the best way possible.  The Leader of Learning is supported by a pastoral team, the majority of 
whom are non-teaching. This pastoral team is there to guide and support each student through the academic and pastoral 
demands and expectations of their education,; having a team of specialists to do this aims to enable every young person to 
maximise their success throughout their time with us.   

The Form Tutor has a special caring relationship and becomes well acquainted with the child and is able to assess a child’s all 
round performance. 

When a student is assigned to a form, he or she becomes the immediate responsibility of the Form Tutor who endeavours to 
ensure that the student’s attendance, appearance, general progress and well-being are of a good standard. 

The Leader of Learning for Year 7 works with Mr Pheasant who continues to work with Year 7 as part of his Primary to Sec-
ondary Transition role.  There are Pastoral Support Workers in school and they work with students from all year groups.  

In PE, Art and Technology smaller groups are formed.  Students are generally grouped according to ability in Maths and Sci-
ence.  Students needing extra support in class may be helped by Classroom Learning Assistants.  A specially selected set of 
students needing additional Literacy help will be supported separately so that their needs can be met.  You will be informed if 
your son/daughter is to join this selected group. 
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ANTI-BULLYING STANCE 

Copleston High School is a friendly and caring school with a positive atmosphere.  The school will not tolerate any form of 

bullying.  It is wrong and is treated very seriously.  The school has a very clear policy on how incidents of bullying should be 

dealt with.  Students are given the opportunity in Personal and Social Education to discuss their views on this subject.  If a 

student feels that s/he is being bullied in any way s/he should speak to his/her Form Tutor, a Pastoral Support Worker or 

Leader of Learning.  S/He may also wish to speak to his/her friends or to his/her parents/carers.  Positive steps will be tak-

en by the school to ensure that s/he is supported and that there are no further incidents of bullying. 

MEDICATION 

Students requiring prescribed medication should take the medication to Main Reception where it will be kept securely, 

with the completed Form ‘Request for the School to Administer Medication’.  All medication must be clearly labelled with 

the student’s name, form and dosage.  The school does not administer over the counter medication, i.e. paracetamol. 

ABSENCE FROM SCHOOL 

On the first day that a student is absent, the parent/carer must contact the school as early as possible stating the reason.  

The preferred method to report an absence or medical appointment is via parentmail ‘Absences’. Alternatively an email 

can be sent to attendance@copleston.suffolk.sch.uk or a voicemail message may be left on 01473 277266. The Attendance 

Team will contact the parent/carer of any students who are marked absent in the register and for whom the school has 

not received a message, this will be via parentmail/email as soon as possible. 

Dental/medical appointments should be made as far as possible out of school time.  It is appreciated that this is not always 

possible and students will always be released if a note from the parent/carer is brought giving date, time and place of ap-

pointment. 

 

 

 

The Principal is not able to authorise family holidays in term time unless there are exceptional circumstances.  The student 

must request an ‘Absence Request Form’ from the Main Reception Office, or download from the school website.  The 

parent/carer must complete the form and return it to our Attendance Team.  These forms should not be returned to the 

Leader of Learning. 

The Local Authority issues fixed penalty notices to parents/carers who take their children out of school for holidays during 

term time without authorisation.  This is likely to result in a fine if a family holiday is taken during term time. 

Once a student attendance falls below 92% the school may request medical evidence which can be supplied in the form of 

either:- 

Copy of prescription 

Hospital discharge letter 

Note from GP or Practice Nurse 

Medicine packaging with name and date 

Medical appointment cards 

Screen shot of text confirmation 

HOLIDAY ABSENCE/LEAVE OF ABSENCE REQUEST 

mailto:attendance@copleston.suffolk.sch.uk
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Parents/Carers need to sign up to Parentmailpmx only if they were not registered for Parentmail via their child’s Primary 

School.  In August, those who are already signed up will be automatically connected to Copleston.  The majority of forms/

emails/letters will be sent via Parentmail, therefore, it is necessary for at least one parent/carer to provide an up to date email 

address, for a link to be provided. All payments for lunches/trips/music tuition can be made through Parentmail.  This is the 

preferred method.  

 

 

 

 

We encourage all parents/carers to access up-to-date information about their children’s attendance and behaviour via the Go 

4 Schools website. 

Using the Go 4 Schools site you will be able to see the following “live” data  

 Your child’s timetable 

 Results of the formal termly assessments that your child completes 

 Summary information about your child’s attendance  

 Rewards that your child has earned  

 Sanctions that have been given 

 Copies of all Copleston school reports issued to your child  

Access to Go 4 Schools information for your child is only available by personal email login to the Go 4 Schools website, and 

you will therefore need to provide us with your email address.  Please note that you will not be able to access Go 4 Schools 

information if Go 4 Schools are unable to confirm your email address with us. 

 

 

 

 

 

We currently report twice per year for all year groups.  Dates for the release of reports on Go 4 Schools, our assessment and 
reporting system, are published on the website and in the calendar issued at the beginning of each academic year. 

Reports include information on your child’s target level and how well your child is progressing towards that target; how well 
your child learns; the quality of his/her classwork and homework and one or two action targets per subject which indicate 
what your child needs to work on to make more rapid and sustained progress.   

There will also be a Parents’/Carers’ Consultation Evening for each year group which all parents/carers are encouraged to 
attend. 

Please note that we do not provide paper copies of school reports.  You will be able to access your child’s reports by logging in 
to Go 4 Schools.   

Further details about reports will be provided through Parentmail when your child’s report is released. 

COMMUNICATION WITH PARENTS 

Parentmail 

REPORTS AT COPLESTON 
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Parents/carers can best help their children by providing a suitable working environment and by taking an interest in their work.  
Ask questions, encourage them to explain what they are doing.  Check that they establish a regular pattern of homework and 
use their time effectively in order to meet deadlines. 

Obviously, this will have to fit in with family needs and circumstances but, if it is at all possible, students should be given a 
place where they can work quietly and undisturbed for a length of time.  Ideally, they should have a table where they can 
spread their work out, in a good light.  Most students are well equipped but you might like to check that your children have all 
the pens, pencils, rulers etc. that they need! 

 

 

 

Copleston’s Homework Policy is available on the School’s Website.  Homework is an important element of high school.  It de-

velops independent learning skills, enhances subject knowledge and encourages students to be well organised.  The amount of 

homework a student gets will gradually increase as they progress through the school.  We expect homework to be completed 

to a high standard and on time.  The school uses an online system called Satchel One to manage home learning, your child will 

be trained to use this when they arrive in Year 7, and details of how you can use the system to help your child will follow in 

September. 

 

 

 

All cycle access to the school is via the cycle lane on Heath Lane.  There is limited cycle accommodation for students.  All those 
who live within the radius of approximately one mile are asked to walk or make alternative arrangements for the care of their 
bicycle during the day.  Special circumstances are always given individual consideration.  Students bringing cycles to school 
must be able to lock them and it is advisable to remove all possible equipment from them.  Any loss or damage to bicycles is 
investigated, but neither the school nor the Authority can be held responsible for loss or damage howsoever caused.  

 

 

 

 

There is only one vehicular entrance to the school which is via Foxhall Road.  Immediately before and after school sessions, 
with 1500 students plus 300 sixth formers and over 100 staff in daily attendance, the congestion can be considerable.  There is 
a barrier in use on the Foxhall Road entrance which restricts access.  The school operates a ‘Park and Stride’ Policy and if chil-
dren need to be brought to school by car, parents/carers are asked to drop them off within walking distance of school to avoid 
congestion. 

 

 

 

 

The decision to close the school in the event of severe weather conditions will be taken by the Principal.  Situations which de-
velop during school hours can be dealt with as appropriate but when conditions deteriorate overnight, the school’s ‘Task Force’ 
will convene and take decisions under the control of the Principal. 

A message regarding severe weather will be communicated to parents/carers via Parentmail.  

Our School website (www.copleston.suffolk.sch.uk) will also be kept up to date and should be checked for the latest infor-
mation. 

HELPING STUDENTS TO STUDY 

HOMEWORK 

CYCLE ACCOMMODATION 

CHILDREN BROUGHT TO SCHOOL BY CAR 

SEVERE WEATHER ARRANGEMENTS AND CLOSURE OF THE SCHOOL 

http://www.copleston.suffolk.sch.uk
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Copleston High School operates a cashless catering system which provides a more efficient, faster and ultimately better quality 
of service through the use of a pin number eliminating the need for students to carry cash throughout the day. 

Any amount of money can be paid into a student’s account on-line via Parentmail.  Any money spent on food and drink is de-
ducted on a daily basis.   

We have many service areas for all students:  Main Canteen, Diner, Coffee Shop and The Shack which offer a range of hot and 
cold dishes including vegetarian and snack meals.  The Coffee Shop (accepts cash), the Diner and Snack Shack also provide a 
variety of meals.   

Parents/carers requiring information about the provision of free school meals should apply to the Southern Area Education 
Office in Endeavour House, 4th Floor, Russell Road, Ipswich, IP1 2BX or telephone 01473 260989. 

 

 

 

The Learning Resource Centre is available for students to use throughout the school day including before and after school. It 
holds a wide range of resources to help and support student study, reading for pleasure, as well as providing a welcoming and 
friendly learning environment. Students are responsible for any books/resources when they are borrowed from the Learning 
Resource Centre.  These must be returned to the Learning Resource Centre by the due date which can be found stamped in the 
front of each book.  If a book/resource is lost or damaged, it is expected that students will be responsible for replacing it.  If the 
Learning Resource Centre is closed, books can be placed in the book returns box located at the entrance to the Learning  
Resource Centre. 

 

 

 

There will a questionnaire on the Parents/Year 6 Transitions area of the Copleston Website to indicate if your child is currently 
receiving tuition and what their previous musical experience has been.  This will go live on the website during our Induction 
Process. 
 

 

 

 

 

On Wednesday afternoons at Copleston, school finishes at 2.05 p.m.  We offer a range of extra-curricular activities between 
2.05 p.m. and 3.10 p.m. known as ‘What’s on Wednesday’ (WOW).  

  

Students can participate in a variety of activities which change every half term. The students opt for the choice they prefer so it 
gives an opportunity to try things they haven’t tried before.  

 

Your son/daughter will attend an introductory session on a Wednesday in September (2.05 p.m.) when the option system and 
activity choices will be explained.  They will pick their options for the winter term in this lesson.  They will choose an activity up 
to October half term and then another one from October to December.  The options will usually be chosen during Form time at 
the beginning of each term.  You can opt your child out of WOW each term, a form will be sent to you in September to explain 
how this will work.  

 

We have many activities which we rotate throughout the year, and always value your comments to help us improve.  

 

 

LUNCHTIME ARRANGEMENTS 

LEARNING RESOURCE CENTRE 

MUSIC TUITION 

WEDNESDAY AFTERNOON ENRICHMENT ACTIVITIES WEDNESDAY AFTERNOON ENRICHMENT ACTIVITIES 


