PARENT HANDBOOK
Our Mission
‘To deliver a world class education in an environment that nurtures the love for Allah;
where both staff and students enjoy the best possible learning experience and actively
promote the highest of moral and spiritual values.’

This handbook aims to share important information about Westwood High with new parents.
Please read carefully.

Part 1
TIPS FOR PARENTS AND CHILDREN

TOP TEN WORRIES WHEN STARTING A SECONDARY
SCHOOL

1. Being Bullied
2. Not being able to make friends
3. Getting lost
4. Homework
5. Difficulty with understanding the work
6. Getting to school and back
7. Not having the right books and equipment
8. Not knowing what to do if there is a problem
9. Not getting on with the teachers
10. Getting into trouble
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So, what's different about secondary schools?
Instead of having one teacher teaching all the
subjects, in secondary school there are around
nine to ten different teachers teaching
different subjects. Students are expected to
become familiar with different adults who have
Sometimes students

different responsibilities throughout the

have to travel further

school.

need to write for
longer and will be

even have to travel

asked to become

independently.

be introduced
foreign languages
and normal

may be very
Students will

school and sometimes

such as modern

learning styles
different.

to get to secondary

New lessons will

Teaching and

more
independent

Secondary

learners.

Schools VS
Primary School

lessons be held in
a different

There will be new rules

environment, like

to remember including

science may be

different uniform and

held in
laboratories.
Students will use their
homework diaries to keep a
record of all homework. They
will also be responsible for
ensuring that they are fully

different sanctions
Instead of staying in one

procedures.

classroom, students will have to
move around for different
classes and will have to carry
their belongings with them.

equipped for all lessons and
that they bring the correct
books with them on each day.

In general, students are expected to become more
independent, responsible and organised-something
which is sometimes difficult for primary children to
adjust to.
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Getting to school on time and getting back home
Key Tasks for Pupils


 Sleep early so you can wake up early
Get dressed with the correct uniform and remember all equipment that you need
 Leave the house on time so you can get to school on time
 Leave school at the right time-do not loiter around
 Make sure you are familiar with the detention procedure
Tips for Parents

Before your child starts:








Time the journey to and from school
Discuss with your child the procedure of what to do if and when your child is late
Make sure they know a contact number by heart in case of an emergency
Buy an alarm clock so that your child can wake up on time.
Discuss with your child how long it will take them to get ready in the morning and work out what time
they will need to get up. Also, set times and days for when your child will shower, in the morning or
evening? Who will prepare the packed lunch? Etc.
Set a bedtime curfew that your child has to abide by on school nights. This will ensure that they get enough
sleep and that they wake up on time.

Once your child starts:





Encourage your child to abide by the routine. Go through it regularly so that your child is familiar with it.
If you have created an agreement, make sure that you stick to it.
Where possible, appointments should be booked outside of school hours, however, if this is not possible,
you must bring in an appointment card.
Parents are not allowed to take children early from school unless it is an extreme circumstance.

DETENTION POLICY ABOUT ABSCENCES AND LATES
You will agree that good attendance and punctuality are essential, as they are both the key to success. Arriving
early to school will help learners achieve in school and beyond.
If your child will be absent due to illness, you must inform the school before 9:15 am. If you ring in later than
this time, your child will receive an unauthorised absence. If your child is unwell over two consecutive days, it is
still necessary for you to call the school each day and inform them.
The school will take the following action to prevent regular lateness:
 Arriving after 8:15 am will be recorded as a late.
 Late comers will be given a 20 minute after school detention on the same day.
 20 minute detentions will be given without notifying parents.
 If your child fails to attend a 20 minute detention, they will be given a 60 minute detention the following
day.
 Learners who are late three times within a month will be given a 2-hour weekend detention.
 The school will notify parents via text message if your child is given a 60-minute/2-hour detention.
 Parents must call the school to acknowledge the detention.
 2-hour detentions will usually take place on a Saturday morning at 11:30am. Learners are expected to come
in full school uniform.
 Parents must pick their children up once the detention is over, as the school will close immediately once
the detention is over.
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SCHOOL TRAVEL PLAN

SCHOOL TRAVEL PLAN
To ensure that the road immediately outside school is safe for school children, staff and
members of the public, parents must follow the school travel plan.
Parents signing up to the school travel plan is also a condition for our continued planning approval.
All pupils are encouraged to travel by foot. Pupils living at a distance are encouraged to use
public transport where possible. The school is located within close proximity to bus stops
on Middleton Road and Featherstall Road South. The Westwood Tram stop is only a
minute’s walk from school.
Parents who drive to school need to comply with the following:
 If you are driving from Manchester Road, then follow the Vale Drive route and
comply with instructions set out on Plan B
 If you drive to school using the Featherstall Road South route, you must comply with
instruction set out on Plan A

Plan A: Featherstall Road South
Please do not drive past the traffic island on West Street. Park your car on Arkwright
street, Millon carpark or any of the parking bays alongside the Tramway. Secondary School
girls are to walk to school from their cars using the public footpaths. Kindergarten and Prep
children are to be accompanied by parents on foot.

Please do not park your car anywhere on West Street or Kelsall Street.
Our School Traffic Warden will be standing on the traffic island to help implement this
policy. He will also ensure that there is a smooth flow of school traffic between 8:00 am –
8:45 am, 11:15 am – 12:15 pm and 3:00 pm – 3:45 pm.
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School Carpark

Please do not park in the school carpark
unless you are:






a member of staff
a holder of a blue disabled badge
pregnant
an invited visitor to the school

Park in any of the parking bays along the
tramway.

Plan A: Featherstall Road South (continued)

Arkwright St
(wide road)

Millon
carpark

(We have
agreed with the
Business owner
to use this car
park during
school times)

Manchester
Rd leading to
Vale Drive
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Plan B: Vale Drive

If you arrive before 3:00 pm, please drive towards Broome Street (green dashed line),
turn your car safely and park facing the direction that you will be leaving the Estate.

If you arrive after 3:00 pm, please drive towards Fletcher Close (red dotted line), turn
your car safely and park facing the direction that you will be leaving the Estate.

Our School Traffic Warden will ask you to move on if he feels that your car will cause
obstruction to other road users.
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PLEASE DO NOT:

 Park on corners
marked with this
symbol
 Block driveways
 Block other cars
 Park on double
yellow
 Reverse out
dangerously
causing a traffic
queue

PLEASE COMPLY WITH ALL REASONABLE REQUESTS MADE BY OUR SCHOOL
TRAFFIC WARDEN.
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Uniform Matters
Key Tasks for Pupils



 Ensure you know the school rules regarding uniform.
 Remember, no form of jewellery or makeup is allowed in school.
 Always remember to bring your P.E Kit on the day that it is needed.
Keep everything ready the night before including your shoes and socks in order to save time in
the morning.

Tips for Parents
Before your child starts:




Check the uniform requirements including rules regarding make-up and jewellery.
Have spares of essentials at homes if possible. This prevents panic first thing in the morning if, and
when things are misplaced.
Ensure you label all pieces of clothing including shoes. Children are prone to losing things or
bringing the wrong items home!

Once your child starts:








Encourage your child to hang up their uniform straight after school.
Allocate and decide on responsibilities such as ironing the uniforms, putting them away etc. to help
your child to become more responsible and organised.
Encourage your child to keep everything ready the night before including shoes and socks - it will
be less panicky in the morning looking for odd socks and missing items.
Create a checklist for your child to help them ensure they have everything they need.
Display a timetable for your child and highlight the days that your child has P.E-so they can see
which days they need to take their P.E kit with them.
Ensure your child's uniform is washed regularly and frequently. Clothes with food stains and food
smells can often cause children to be picked on by others.
Additional uniforms can be purchased throughout the year at the reception desk. Prices are as
follows:
Jubbah-£25
Scarf-£10
Bags-£18
Note-Prices are subject to change
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Westwood High Uniform Policy
Please look at the dress code below:




Plain black Jilbab
Jilbab/Burqa must be loose fit
Plain black head scarf (rectangular) which covers
both the chest and back
 Loose Black trousers
 No jeans
 No leggings
 No make up
 No jewellery
 Black shoes (no heels)
 Black socks
Parents must purchase TWO sets of uniform from
school
PE KIT
Black Shalwar (trouser style)
 Black Kameez down to the knees
 Black plimsolls/pumps
 Black socks
 Black head scarf (square or rectangular)
The school does NOT supply PE kits
If your child is unable to wear the correct school uniform for a valid reason, please call in
and inform the school before school starts at 8:15 am
Parents of learners who fail to wear the correct school uniform without a reasonable
excuse, will be contacted to bring the correct uniform into school. Learners will still
receive a twenty minute detention. Learners who still fail to have their uniform will
receive an hours detention after school.
Learners must follow the school’s guidance on the following items:
School Bag
Learners must only use our school bags.
Coat
Pupils may only wear plain black coats that are loose fit. Leather jackets are not allowed.
Cardigan
Cardigans must be of plain black colour and must be worn underneath the scarf
Scarves
Scarves must be tied with a grip pin or a safety pin. Due to health and safety reasons,
learners are not permitted to wear pokey pins. Learners who fail to keep their scarves tied
will be given one warning after which they will receive a detention.
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Timetable
Key Tasks for Pupils
Ensure you know which lessons take place on
which day.
 Ensure you know where the classroom is for
each lesson and who the teacher is for that
lesson.
 Ensure that you are on time for each lessonespecially after break time and lunch as you
are responsible for your punctuality.
 Get a watch so that you can keep track of
time.



Tips for Parents
Before your child starts:




Get your child a watch to help them keep track of time.
Visit the school before the new academic year-talk about how the school is laid out/organised so that
they your child feels more familiar with the new layout
Keep reassuring your child that they will quickly become used to the new school. Teachers are very
understanding about children getting lost at the beginning and are available to offer a helping hand
when needed.

Once your child starts:



Encourage your child to learn which lessons they will be having on which days so that they can
become confident and independent.
Keep a copy of your child's timetable and keep it on display so that both you and your child can refer
to it when and as needed.
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Keeping your books and equipment organised








Key Tasks for Pupils
Ensure you know which lessons take place on which day.
Ensure you know what equipment is needed for each lesson (e.g. calculator, rulers, pencils etc)
Use your homework diary to write down any homework, important notes or any reminders.
Pack your bag the night before to ensure that you have all the equipment you need. Check your
homework diary also to ensure you have everything or any additional items that maybe required.
Equipment that you will need;
- A blue/black pen.
- A green and purple pen.
- Pencils
- Ruler
- Rubber
- A math's set which includes protractor, compass, set square and a calculator
- USB stick. (2GB memory will suffice)
- Glue
- Scissors
- Stapler
- A scientific calculator
Note: Replacement diaries will cost £4 and replacement exercise books will cost £1

Tips for Parents
Before your child starts:





Allocate a study area, if possible at home. Try to make sure they have access to a desk, with good
lighting and have storage space to keep all their school equipment in one place.
Try to keep two sets of equipment-one for home and one for school. This means that if they lose
something at school they are still able to complete any homework at home.
You can purchase a card folder that your child can take to school is also useful. Pupils are given a lot
of extra worksheets and this will help them to keep them all organised for different subjects.
An office two-tier 'in tray' is also useful. This could be used for homework. One tray for 'Homework
done' and the other for 'homework to be completed.' This will help your child keep track of what y
have done and what needs to be completed.

Once your child starts:






Create a routine with your child where they empty their bags every day after school. The subject
books that are not needed will be replaced with those that will be. Homework will be placed in the
'homework to be done' in-tray. Do this with your child at the beginning and then gradually let them
become responsible. Also, do regular spot checks to ensure this routine is carried out and still
effective.
Check to see what homework needs to be done by looking in your child's homework diary. Tick it off
once the homework has been completed and sign homework diaries on a weekly basis. If your child
fails to have their homework diary signed, their name will be added to the forgetfulness chart.
10 for equipment. Add on the equipment which is
The displayed timetable can be used as a checklist
needed to each lesson to help your child remember what they will need for each lesson.

Key Tasks for Pupils












Use your homework diary correctly. Ensure you write your homework clearly in the correct place
for the correct lesson.
Record the date on which the homework is due to be handed in.
If you are confused or unsure about the homework task, ask the teacher to re-explain it.
Make sure you take home everything that you will need to do the homework.
Ensure you write down your homework task clearly. Do not write things like "finish the stuff" as you
may forget exactly what you needed to do.
If for some reason you are unable to complete the homework, ensure you let the teacher know
before the lesson.
If you fail to complete the homework on time, or forget to do the homework then this will be
recorded on the forgetfulness chart.
If you are on the forgetfulness chart more than three times, you will be given a 20-minute
school detention.
Learn how to independently complete the task and spend enough time on each piece of homework.
Do not leave it last minute!
Tick the 'done' column in your planner when something is completed.
Take your completed homework to school on the correct day.

TRY TO DO HOMEWORK ON THE DAY THAT IT HAS BEEN SET -NOT THE NIGHT
BEFORE. IT MIGHT BE THAT YOU GET 2/3 OTHER PIECES ON THAT DAY

Tips for Parents
Before your child starts:





Create a routine with your child where they can fix a certain amount of time daily to complete their
homework. Homework is a vital part of your child's education and it is important that they always
stay on top of it.
The best time to complete homework is after having a short break after school. Better to get it
done early so that the rest of the evening is free!
It may be a good idea that you fix an agreement with your child that all other activities, phone calls,
tablets etc. will only be allowed once homework has been completed. This will create a routine for
them and they will learn to prioritise what is important.
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Once your child starts:












Check to see what homework needs to be done by looking in your child's homework diary. Tick
it off once the homework has been completed and also sign your child's homework diary.
Try to make sure that homework is completed on the day that it is set. This will prevent your
child rushing and completing it last minute.
Check to see that your child has everything they need to complete their homework.
Try to be available when your child is doing their homework so that you can carry out progress
checks to ensure that they have completed all their homework.
Try not to establish a pattern where you sit with your child throughout the entire period that
they complete their homework. Allow them to become independent.
Encourage your child to make sure that they write down all homework tasks clearly and to make
sure that they seek help if they do not understand before they come home. If they get stuck or
confused encourage them to ring a friend to help explain the topic without copying the answers
from them.
If you find that the homework is too difficult for your child or too easy then it is important that
you let the teacher know by writing a comment in their homework diary as this may hinder your
child's progress.
Read through teacher comments and feedback. Celebrate success with your child as this will
keep the child motivated.
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Attendance and Term Time Leave
Once your child starts:
It is very important for your child to attend school during every day of term. Unnecessary absences will affect her
progress. We understand, however, that there are times when your child may need to accompany you on an
annual family holiday. You may also need to take time off to attend important family engagements. We would
request such occasions are planned during school holidays so that the education of your child is not disrupted.
The following procedure will be implemented in cases where parents/carers still need to take leave during term
time:










Permission for authorised leave may be granted in special circumstances or emergency
situations
We may not authorize leave for students who have started a GCSE course however, we will
consider cases on an individual basis
If you wish to take leave during term time, you must apply for permission at least 4 weeks in
advance by completing the Term Time Leave Form
The form will be given to you upon request and should be returned to the Principal
Please do not book your holiday until the Principal has granted leave
You will receive a Permission For Leave letter if your application is successful
You will need to produce proof of travel before leaving
If the school refuses your application and you still decide to take leave, the absences will be
treated as unauthorised
More than three unauthorised absences could lead to the termination of your child’s
registration at the school
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TERM DATES FOR ACADEMIC YEAR 2018-19

TERM 1
Staff INSET 3 Sep 2018
Safar Break 27 Oct - 4 Nov 2018
Rabi al Akhir Break 21 Dec – 06 Jan 2019
Opening Date
04 September 2018
5 November 2018

Closing Date
26 October 2018
20 December 2018
TERM 2

Jumada al Ukhra Break 16 Feb - 24 Feb 2019
Sha’ban Break 06 Apr – 22 Apr 2019
Opening Date
07 January 2019
25 February 2019

Closing Date
15 February 2019
05 April 2019
TERM 3

Ramadan Break 25 May - 02 Jun 2019
Eid al Fitr 4-5 Jun 2019*
Dhul Qa’dah Break 19 Jul – 04 Sep 2019
Opening Date
23 April 2019
03 June 2019

Closing Date
24 May 2019
18 July 2019

*Eid Holidays subject to moon sighting.
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Student Leaders
The development of leadership skills and behaviours in our pupils is a key priority for
the school. The school will aim to develop leadership within pupils in all aspects
throughout their school life.
Our student leaders are expected to model excellent behaviour, attitude, values and
act as ambassadors for other students. To ensure school picks the best students for
the various leadership positions, students undergo a recruitment process; they will
be asked to complete an application process and will take part in a mini interview.

Pupils at Westwood High can apply for the following roles:
 Eco Councillor
 Healthy Eating Ambassador
 Buddy
 Librarian
 Salah Monitors
 Student Shura Representative

Job descriptions are displayed and application forms can be collected from the
reception. Job descriptions are available to parents upon request.

Successful applicants will be given a badge. In the unfortunate event that your child
misplaces this badge, there will be a £1.50 replacement charge.

15

TUITION FEE POLICY
RATIONALE
This policy seeks to inform parents/carers of the school’s tuition fee structure for students starting
in September 2018.

Tuition fees for the Academic year 2018-2019 have been set at £2400.
Please find details of the payment schedule below:
Academic year 2018-19
Term 1
Term 2
Term 3









Amount (£)
800
800
800

Payment Due Date
Upon acceptance of place
01 September 2018
01 January 2019

WE NOW ACCEPT CARD PAYMENTS
Pay via bacs or at the branch. We do not accept cash or cheque
You must always quote your child’s unique reference number when making payments
You must send a copy of the payment receipt to fees@westwoodhigh.org if you
were unable to add a reference
Please retain proof of payment in case there is a pay related dispute
Fees are payable by the payment due date
The amount must be paid in full regardless of student absences
Termly tuition fee payments are non-refundable

DISCOUNTS



Parents who pay the full amount for the year in one go are eligible to a £50 discount (this
does not include parents with more than one child)
Parents with more than one child are eligible to a £50 discount per child

Parents who are unable to keep up with fee payments must get in contact with the fees office (0161
459 0025) and arrange a payment plan as soon as possible.
Failure to pay in accordance with the payment dates above could result in your child’s
termination of registration.
Your child risks being deregistered if your fee payments are not up to date by the end
of April of each year.
MONITORING
This policy will be reviewed annually.
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MOBILE DEVICES POLICY
RATIONALE
This policy on use of mobile devices in school has been drawn up in the best interests of
pupil safety and staff professionalism. Mobile devices include mobile phones, tablets, iPods,
MP3/4 players, cameras and any other devise that has similar functionality.

Pupils


Learners are not permitted to have mobile devices phones at school or on trips



If a learners brings in a mobile device to school by mistake, it must be handed in,
switched off, to the school Reception first thing in the morning and collected at home
time (the phone is left at the owner’s own risk)



The first time a mobile device is brought to school without permission, it will be
confiscated and only handed to a parent on the last day of term



The second time a mobile device is brought to school without

Parents and visitors



Parents or visitors must not use mobile phones in the school building or grounds



Mobile devices must never be used to take photographs or for filming in the school
building or grounds
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Contacting the
school-when
and who?

It is extremely important that you develop a strong bond with both your child and the school. However,
it is also vital that you strike a balance between offering your child too much support and leaving them to
become independent to the extent that they are left to fail. Similarly, to achieve the balance between
become an over-anxious parent who calls in for even a grazed knee and a parent who doesn't get involved
and leaves things till they are too late is also difficult.
Remember that the school is always there to help and guide you regarding your child. Make a habit of
asking your child how their day went at school and if they have settled in or if they are having any
problems. You know your child best and will be able to judge when it is important to intervene. If your
child is having problems and you have talked to them and reassured them, yet despite this they are still
continuing then things have still not improved then it may be an idea that you contact the school.
If you have a general concern about your child’s learning:
-

you can write a comment in your child's planner

If you have a more serious concern about your child's learning, and you would like to make
an appointment with your child's class teacher:
-

you can request an appointment by calling in to school and arranging an appointment at a suitable time.

If you have a general comment/suggestion about the school:
-

you can put your comment in the suggestion box which can be found in the reception area

If you have a more serious concern and would like to speak to an SLT:
-

You can contact the school administrator who will liaise with SLT to help resolve the issue.

If you feel that your concern has still not been resolved:
- You can call into school to arrange a telephone meeting with the Principal. If the problem is still not
resolved, then a meeting in person will be arranged when suitable.

If you have any further concerns after speaking to the Principal:
-

You can email the Director of Education.
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Problems children may face and
what to do about them.
Falling out with friends.
This is a common problem especially as children make new friendship circles. If your child encounters any
issues, then give advice to them but do not over react. Tears are also common especially amongst girls
who become very emotional, however most of the times these problem are solved between themselves
without adult getting involved.
If you suspect that your child is being bullied, or if they become depressed over a few weeks and are
constantly complaining that they do not want to come to school then it would be best if you contact the
school and alert the teachers who may be able to pick up any issues within the classroom. At Westwood
High we have an Anti-Bullying Policy which can be found at the end of this booklet
Worrying about particular lessons or feeling picked on by a teacher.
Speak to your child to find what exactly t is that they are having a problem with. At times children feel
embarrassed to ask for extra help if they are finding the work difficult. Encourage and reassure them that
it is good to ask questions and that teachers are available to help them progress. If they find it extremely
difficult, see if you can spend some time with them at home or ask an older sibling, cousin or friend to
help. Alternatively, you can write a note in your child's homework diary or contact the school and arrange
to speak to the teacher. If your child is complaining of the work being too easy, give the teacher a couple
of weeks to identify and pick this up as usually it takes time for a teacher to pick up on individual strengths
and weaknesses. If there is no change then contact the school to let them know.
Sometimes children feel like they are being picked on by a teacher. Most of the time, this is part of a
teacher's style of teaching that your child maybe taking personally. Give them advice and reassure them
that teachers are there to help and are not your enemies. Do not put the teacher down as this will cause
more problems than solutions. Advise your child to smile more at this teacher, and to ensure that
homework is completed. Most of the time this solves the problem.
If this continues and your child is feeling persistently distressed, then contact the school and arrange a
meeting with the teacher. Most of the time the teacher is unaware that there is a problem and discussing
it will help to open up both your eyes and theirs. You do no need to tell your child that you have arranged
a meeting with their teacher as sometimes this makes them feel more worried.

Losing belongings
This is very common especially if your child is generally disorganised. Help create checklists and label all
items as mentioned previously. If there seems to be no solution, then contact the form tutor who may be
able to do spot check and maybe devise a plan to help your child become more responsible and
independent.
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List of Policies

The following policies are available for parents upon request




















Accessibility
Admissions
Allegations Against Staff
Anti-Bullying
Assessment
Asthma
Behaviour
Careers
Complaints
Curriculum
Data Protection
Educational Visits
First Aid
GCSE
Mobile Phone
Safeguarding
Term Time Leave
Tuition Fees
Uniform
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