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School Mission Statement

Portsmouth High School is committed to individual excellence and
encouraging girls to be creative, independent and ambitious in a caring and
friendly environment.
Portsmouth High School will encourage girls to:









be motivated, value fairness and act with integrity
be aware of themselves and their impact on others
take opportunities for leadership
be determined and engaged in all activities
seek to participate constructively in their community, society and environment
have the confidence to go forward into a challenging world
be committed to wellbeing
be a critical thinker and have a curiosity for learning

GDST Values:
 we always put Girls First – they are the focus of everything we do
 we are Fearless – we act and speak with conviction and commitment and we are
not afraid of thinking differently
 we are Forward-thinking – we stay ahead through purposeful innovation
 we are a Family of schools – we support each other and share our learning across
our unique network
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Section 1

Who’s Who
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Welcome from the Headmaster of the Prep School
This booklet has been compiled to provide you with information that
you may find useful prior to your daughter starting at Portsmouth
High Prep School and during your child’s time in Early Years (PreSchool and Reception).
However, this booklet is not your only source of information. Please
do not hesitate to contact us if you have any questions. We are only
too happy to help. In addition to this, there is also a parent SIMS app
and ‘Tapestry’, an online learning journey for your child, which you
can view and contribute to as you wish.
We are confident that your child will have an exciting, challenging and
educationally rewarding time here. We believe that the process of learning is as important as the
result. We aim to build on children’s natural curiosity and creativity, helping them discover and
celebrate their strengths. In our nurturing and supportive environment, we challenge each child
to take risks and persevere. The Early Years enables children to experience success, increase
self-confidence and develop individually. Staff and parents collaborate in support of each child’s
growth.
Mr Paul Marshallsay
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Who Should I Contact?
For general enquiries during term time contact the Prep School Receptionist (8.15am-5.00pm) by
email porjunioradmin@uk.gdst.net or alternatively call 02392 824916. During school holidays,
contact the Senior School Reception on 02392 826714 or e-mail receptionist@por.gdst.net. The
Aftercare contact, in case of an emergency for Prep School is operational from 4.30-6.00pm,
Monday to Friday 0772 0700967.
For everyday enquiries, please speak to the form teacher at drop off or pick up times. We will
endeavour to answer any questions you have in a timely manner. Please do bear in mind
however that it is not possible, except in an emergency, to interrupt lessons and teaching staff
have limited time when they are not teaching to make phone calls during the school day.
Mrs Sarah Holden (EYFS Co-ordinator), Mr Paul Marshallsay (Prep Head) or Miss Lindsay
Cunningham (Prep Deputy Head) will be most willing to meet or speak to you if you feel that is
more appropriate. Please contact them directly or by arranging an appointment through the Prep
School receptionist.
School Transport: If you have a transport enquiry contact Mr Mick Derrick on 023 9282 6714,
mobile 0797 1089668 or e-mail m.derrick@por.gdst.net
Co-curricular: If you have an enquiry regarding the activities programme contact Mr Graeme
Oliver on 02392 826714 or e-mail g.oliver@por.gdst.net
Uniform: If you have an enquiry regarding school uniform: Schoolblazer on 0333 7000 703 or
customerservices@schoolblazer.com.
Medical: Please contact the Welfare Officer, Mrs Lisa Dale on 023 92826714 or
l.dale@por.gdst.net
School Governors: The Chairman of Governors can be contacted via the Clerk to the
Governors at Portsmouth High School, 25 Kent Road, Southsea, Hampshire PO5 3EQ.
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The Parent/Staff Association (PSA) at the Prep School
We have a thriving Parent Staff Association that organise several social and money raising events
throughout the school year to raise additional funds for “extra treats” for the girls. We are
grateful for any parental support you can offer with PSA events such as the summer and
Christmas fayres, quiz nights, charity events and second hand uniform sales.
The Prep School committee comprises of at least one representative from each year group,
members of the teaching staff and the Headmaster and they hold regular meetings on average
twice a term with an AGM around the end of September. It is a great way to help the school
community and any help is always appreciated.
We welcome parent volunteers to the committee.
PSA@por.gdst.net
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General Information for Early Years
This booklet aims to provide you with information about Early Years education at Portsmouth
High School and to answer some of the questions that will undoubtedly arise during the first few
weeks. ‘Early Years’ is a term used to describe Pre-School and Reception classes for children
rising 3 to 5 years old. This section of the booklet should be read in conjunction with School
Policies and Procedures in Section 3 which also includes helpful notes and guidance.

Keeping in Touch and Feeding Back
One of the most important factors for a happy start in these early days is frequent, informal
communication between parents and staff so that we get to know each other and can build a
trusting relationship that will last for many years. Our aim is to provide a warm, secure and
stimulating environment where our children come happily to play, develop and learn at their own
pace.
It is important that you feel free to ask about anything that occurs to you that is not covered in
this handbook. Our genuine ‘open door’ policy allows parents access to staff and the Early Years
Co-ordinator whenever a need arises. Early morning and before and after afternoon pick up are
the times when the Early Years Co-ordinator will be available so you can catch her with any
questions you may have. If a longer appointment is necessary, a phone call to the office will
organise a mutually convenient time to discuss any issues. Teachers are always happy to see
parents before or after school with a little notice. We hope that you will take the opportunity to
get to know your class teacher well, as the year progresses.
We aim to keep everyone closely in touch with everything that happens at Prep School in
various ways. At the start of each term we publish our school calendar, which gives you advance
warning of events over the coming term and the parent SIMS app contains useful information.
Every week during term time we publish an email newsletter, Update giving lots of information
about the events that have happened that week and information about those to come. We also
have a notice board in the Pre-Prep entrance foyer for any other news.
The parent information area of the school website, contains links to useful external sites, a
designated PSA page, absence and medical forms, copies of key documents, for example, letters,
menus, homework timetables and pastoral information.
A Parent App enables you to see your daughter’s attendance, timetable, reports and personal
information such as contact numbers and medical information and a semi-targeted calendar. You
will also be able to update your and your daughter’s information via the ‘Data Collection’ sheet
and we ask that you check this regularly.
At the start of each year we hold parents’ information evenings for each year group, at which
teachers will outline the highlights of the coming year and how parents can be involved. It is a
good time to ask questions and ensure that you feel fully informed about every aspect of school
life.
Reporting back to parents about progress is regular and thorough. On an almost daily basis you
will get informal news as you drop off or pick up your child. On a more formal basis, there are
opportunities each term to meet with the teaching staff to review all aspects of school life. In the
autumn and spring terms you will be invited to parent interviews.
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Parent Meetings
Parents’ Evenings are held in the autumn and spring term. Each parent is given an appointment
with the form teacher and the meeting is held in the classroom.
During the course of the year, if we feel there is a particular issue which needs addressing, we
telephone parents promptly. Parents are then invited, if necessary, to have a meeting with the
class teacher, Early Years Co-ordinator or Headmaster.
Any parent who has a concern about their daughter is encouraged to discuss it with the class
teacher in the first instance and, if needed, Early Years Co-ordinator or Headmaster at the
earliest possible opportunity. Appointments can be made by telephoning the Prep School
Administrator.

Dropping off and Collection of Children
When dropping off your daughter for Early Years, please arrive in school via the main school
entrance door anytime from 7.30am onwards when she will join in our “Early Morning Breakfast
Club” session until 8.15am. Please note there is no parking or drop off on the school site for
parents during the school day from 8.15am – 5.00pm. If not joining the breakfast club, they
can arrive anytime between 8.15am to 8.30am (8.40am for Reception children) through the
pedestrian side gate and can be taken straight to the classroom where their teachers will be
waiting for them. In the summer term Reception children will be looked after by the playground
staff during this period to help prepare them for Year 1. Children arriving after 8.30am for PreSchool and 8.40am for Reception children should be taken straight to the main office where you
will need to sign the late book. A member of staff will then take your child across to the PreSchool to avoid any disruption. The first break is at 10.05am, when children have a mid-morning
snack before going outside to play.
On some days there will be music, French and Forest School taught by specialist teachers. The
teachers will let you know if you need to bring anything for these sessions. Pre-school children
may stay for lunch following their morning session or arrive in time for lunch before an
afternoon session. Pre-School and Reception lunch is served at 11.55am. Children sit with their
own teachers who eat with them. Children are encouraged to try a range of foods and
demonstrate good table manners when eating.
Pre-school children can stay for the afternoon as soon as the parents and staff feel they are
ready. Children may also attend the afternoon sessions if preferred starting at 12.45pm. The
school day finishes at 3.30pm and 3.40pm for Reception pupils, and all children are collected
from the Pre-prep building entrance with parents entering the site via the side gate. This handover time is a good opportunity to bring parents up-to-date with the events of the day and to
mention any particular achievements.
Children may only be collected by their named carers. If a named carer will not be collecting a
child as normal, the school must be notified in advance and be provided with a passport
photograph and/or a password of whoever is collecting on behalf of the named carer so that staff
can carry out necessary identity checks before releasing the child.

Healthy Snack Time
Reception children are required to bring their own healthy snack to eat during morning break.
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We recommend a piece of fruit or other healthy option. Pre-School children are provided with a
mid-morning snack. A selection of chopped fruit is prepared by the children under supervision by
the Pre-School staff. A carton of milk is also provided with the fruit snack or water is available.
Please could parents ensure the Pre-School staff are made aware of any allergies/alternative
snacks. Children learn about healthy eating and hygiene as part of the daily routine.

Food Allergies
It is important that we are made aware of any allergies, eating problems or phobias that your child
might have. Please ensure that staff are informed of anything that may have an adverse effect on your
child so that we can deal with them safely and efficiently.

Lunches
A two course lunch is prepared every day and all lunches are eaten in the hall. The school is
committed to a policy of healthy eating. A full, varied menu is provided. Special diets and allergies
are catered for and a vegetarian option is always available.

Cleaning Procedure
We maintain a high standard of cleanliness in the Early Years classes. We monitor the areas of
learning on a daily basis to check that they are safe, clean and tidy before the children arrive. Any
broken toys are removed and all areas are checked for cleanliness. Toys are sterilised by staff on
a regular basis. Blankets, cushions and dressing up clothes are washed regularly. The school
caretaker has responsibility for the outside play area which he checks on a daily basis.

Sickness
If a child is taken ill during the school day, they are cared for by the class teacher until either the
parents or a carer can pick them up. If your child is ill during the night please do not send them
into school for at least 24 hours. This helps to ensure that they are not infectious to other
children or staff, and it is very unfair on a child to be sent in to school if they feel unwell. In the
event that your child is ill on a school day, please phone the school office on 023 92824916
before 9.00am. There may be instances when it may be necessary to exclude a child from school
for the individual’s wellbeing and to safeguard other children and adults from infection.
If a child is unwell please refer to the full Infection and Illness School Policy at the end of this booklet.

Toys
The children have access to a variety of toys in the Pre-School classroom, therefore we do try to
discourage the children from bringing in toys from home. However, we understand that some
toys can help the children to settle in initially and therefore the children may bring a cuddly toy
in the first few weeks if they wish to do so. After the settling in period we ask that they bring in
no more than one small pocket sized toy which is to be kept in their bag. Opportunities will be
provided for children to bring interesting topic based items for show and tell.

Books
The Early Years are an important time for the children to develop early reading skills and to
enjoy a range of books. Often children have their own favourite books which they request over
and over again. This repetition is of great benefit to their reading development. We aim to
develop this idea and to promote enthusiasm for books through our home reading system.
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Children may start to bring home individual reading books when ready and all children will
regularly bring home books from the school library on a two week loan.

Outings/Visits
Parents sign a consent form to allow the children to go out on all local visits. Staff plan the
visits/walks in detail using risk-assessment forms considering health and safety requirements.
Careful consideration is given to child-adult ratios. The risk-assessment must be signed by the
Head of the Prep School. Staff take with them a list of the children’s emergency contact details,
school telephone and mobile phone numbers.

Parent Partnership
We believe that parents are a child’s first and most enduring educator. A successful relationship
between home and school can have a long lasting and beneficial effect on a child’s learning and
well-being. We welcome views of all parents and recognise that an effective relationship comes
from a two-way communication.
The Early Years Department supports this by:
 Welcoming daily contact with parents
 Offering home visits when children start in the Pre-School
 Providing open sessions which are an opportunity for parents to join in with their child’s day
at Pre-School
 Holding Parents’ Evenings in the autumn and spring term
 Hosting special occasions such as family day, open days, trips and school parties
 Sharing books - books from Pre-School are shared on a weekly basis between parent and
child
 Sending ‘Buttercup’, Pre-School’s very own teddy bear, to visit children’s homes for the
weekend.

Mobile Phones
Everyone who works in Early Years will keep their personal mobile phones locked in staff
lockers in the staff room or handed in to the school office. Only school cameras and school iPads
are to be used in Early Years and these are not to be removed from school. These school
devices are locked away overnight. Use of mobile phones in the Early Years building is not
permitted at any time.

Behaviour
Our approach to behaviour management is to always try and find the positive to praise rather
than the negative. Young children like to please the adults around them, and we have found that
focusing on the positive generally brings about the desired behaviour more quickly. A quick word
of praise lets the child know that he/she has been noticed and has pleased someone. For special
achievements, rewards are given in the form of house points.
Good communication between school and home is vital to ensure a smooth transition and for
the child’s continued happiness and success. Adopting similar strategies at home and at school
will guarantee that your child feels secure.
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So much of the focus in the Early Years is about laying the patterns of behaviour for the future –
good listening skills, healthy social interaction, thoughtfulness, good manners and an awareness of
cause and effect. Your help in promoting all of these important skills is essential.
Supporting the child may involve setting up an individual plan with specific targets related to
behaviour. This would be shared with parents and any other relevant outside agencies. Our
Special Educational Needs Policy may be implemented in conjunction with our Behaviour Policy
where necessary. No corporal punishment will be used or threatened. Please refer to the whole
school behaviour for learning policy on our website for further information.
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Preparation for the First Day
Preparation for the first day is very important, so we invite each child into the Pre-School and
Reception for a visit in the term before starting their Prep School journey, so that they get to
know the teachers, the layout of the building and meet other children who will be with them the
following term.
Once you have bought the new school uniform and labelled it, your child can practice getting
dressed and undressed so that she is as independent as possible. Similarly, practice at putting on
shoes and wellington boots, zipping coats and putting on gloves is beneficial.
Talking to your child about what to expect and reminding your child about the names of the
teachers etc. are all useful. Also there are many books available in the local libraries which focus
on the first day at school which will provide opportunities for discussion.
One of the most valuable ways you can prepare your child for school is by promoting good
listening skills, so please do make time for talking, singing, saying Pre-School rhymes, story
sessions, listening games, turn taking and any other activity that encourages active listening.
Another important area where your preparation at home is most beneficial is teaching your child
how to hold a knife and fork properly, cutting up their own food and developing a positive
attitude towards food and eating, especially trying new tastes.
If your child is upset when the time comes for your departure, we suggest that a swift
withdrawal is best. The longer this moment is prolonged, the harder it becomes for both of you.
It sometimes helps to have some pressing engagement to go to, so that your child knows you
cannot stay even if they want you to. If you are concerned about how your child has settled, a
member of the Pre-School or Reception staff will telephone you later in the morning to reassure
you that all is well. Please be assured that, if your child should feel a little wobbly, the staff are
very experienced and know how to deal with the situation.
If your Pre-School child is not staying for lunch, collection time is at 11.45am. The children are
dismissed individually into your care. Once the hand-over has been made they are your
responsibility again. We would warn you that the driveway and parking area can get busy so it is
safer to keep your child close by as you leave the building.
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Introduction to Pre-School
The Pre-School class at Prep School is housed in a light, spacious classroom in the purpose built
Pre-Prep building having their own entrance and toilet facilities. They have their own secure,
outside play area with a playhouse, ride on toys and mud kitchen. Pre-School provides a safe,
welcoming environment for our youngest children. The classrooms are equipped with interactive
whiteboards and iPads. The atmosphere within this area is ordered and purposeful. It is a place
where routines are established, expectations are made explicit and the children grow and
develop in independence and confidence until they are ready to move up to Reception. The
equipment is clearly labelled and stored at child-height, so that the children can be responsible
for choosing, playing with and tidying away their own games. The Pre-School practitioners have
many years of experience with this age and are supported by our experienced learning support
staff.
The children follow the phonics programme ‘Letters and Sounds’ progressing through stages one
and two. Children learn a sound a week and are asked to bring items from home that begin with
the same sound to discuss during group times. An early mathematics programme runs alongside
phonics activities during small and large group times. Children are encouraged to count
accurately to twenty, recognise number digits and begin to order numbers as well as explore
shapes, measuring and handling money.
The Daily Routine
Mornings run from 8.30am to 11.45am and afternoon sessions from 12.15pm to 3.30pm.
Children may also stay for lunch following their morning session or arrive for lunch before the
afternoon session.
On arrival, the children are greeted by the staff and settle into a range of activities prepared for
them. The range of structured activities, incorporating key learning objectives, changes from day
to day so that there is always a varied and stimulating choice. It is important that boots, coats
and waterproof dungarees are always in school so that the outside space can be used. Outdoor
play and learning is a vital part of the children’s development and the children are taken outside
almost regardless of the weather.
Example of morning session
08.30
…………………..
09.00
…………………..
09.15
…………………..
09.45
…………………..
10.00
…………………..
10.30
…………………..
11.30
…………………..

Arrival/free play
Large group time
Small group time – phonics, writing or mathematics focus
Healthy snack time
Play time outside
Plan-do-review time
Lunch

Example of afternoon session
12.30
………………….
13.20
…………………..
13.30
…………………..
13.40
…………………..
14.00
…………………..
14.45
…………………..

Play time outside
Quiet time and story
Large group time
Small group time – phonics, writing or mathematics focus
Plan-do-review time
Healthy snack time
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15.00
15.15
15.30

…………………..
…………………..
…………………..

Play time outside
Story
Home time

The High/Scope Approach to Learning
In Pre-School, children are taught using the High/Scope approach to learning, which is a
comprehensive educational programme that strives to help children develop in all areas. Our
aims for young children are:
 To learn through active involvement with people, materials, events, and ideas.
 To become independent, responsible, and confident—ready for school and ready for life.
 To learn to plan many of their own activities, carry them out, and talk with others about
what they have done and what they have learned. On the timetable this is referred to as
plan-do-review.
 To gain knowledge and skills in important academic, social, and physical areas.
Small group time
Small group activities are planned around children’s interests and needs. Children work together
in a group to develop a range of knowledge and skills led by an adult giving opportunities to
co-operate, listen and play together. The Pre-School staff deliver a program of playful phonics
and mathematics during these periods, building curiosity and thinking skills through carefully
tailored activities giving each child a head start with early reading and numeracy.
Planning time
Children are supported during ‘planning time’ to carry out their plans and to choose an area of
the classroom or outside area in which to work. Adults support the children to explore,
investigate and try out their ideas giving them confidence and extending language skills. Adults
build upon children’s interests and motivation, encouraging them to be independent learners.
Large group time
At large group time, children meet regularly as a whole group each morning and afternoon to
participate in activities such as sharing stories, news and special objects of interest. Children also
enjoy coming together to move and dance to music or to learn rhymes and songs.

Settling In
Most children joining the Pre-School will already have visited on several occasions and will be
familiar with the school and, in particular, their classroom. However, all children are different in
the way they respond to a new environment. Parents are, therefore, encouraged to stay with
their child for short periods until they and their child feels comfortable and confident. If a child
does not appear to be settling after a reasonable length of time, strategies to help will be
suggested by the Pre-School staff. If a child becomes particularly distressed during the day,
parents/carers will be contacted. It is important that we always have up-to-date contact numbers.

Sleeping Children
We liaise with parents regarding children’s regular sleeping habits and agree sleeping
arrangements during their Pre-School day. A quiet time is allocated daily (1.20 to 1.30 pm) where
children can rest on a cushion and listen to music or a story.

Using the Toilet
Using the toilet is part of the children’s daily routine. Pre-School children are encouraged to use
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the toilet facilities whenever they may need to do so. There are also times allocated for toileting
during the day, for example, before lunchtime when all children are encouraged to use the toilet
before leaving to go to the hall. Children are sent in small groups and an adult remains in the
toilet area to support the children and check that they are able to wash their hands properly.
Children are expected to be independent. The Pre-School practitioners are aware of children in
the Pre-School who need extra support with using the toilet and ask parents to provide spare
clothing in case of an accident. These children are monitored closely and always supervised in the
toilet area. If a child has an accident in school, the child is changed into the spare set of clothes.
The wet clothes are put into a sealed plastic bag and sent home with the child. We have a small
number of spare items to use and parents are asked to wash and return these promptly.

Inclusion
In Early Years we believe in equality of opportunity and we reject all forms of discrimination and
prejudice. Our objective is to provide a high quality, caring and socially aware environment which
reflects this. We aim to promote cultural and religious differences of each individual child and
their family. Equality and respect between individual sexes and groups is an integral part of the
curriculum and it is applied across a very broad front. A copy of the GDST policy on Equal
Opportunities is available on request.
We monitor children closely during their time in Pre-School and Reception. Teachers observe
the children regularly to monitor progress. We encourage teachers to be proactive, ensuring
that action is taken for any children who may need additional support or closer monitoring,
following the Special Educational Needs and Disabilities (SEND) Code of Practice. There is a
named person responsible for SEND in the Prep School who liaises with the Head of the Prep
School. The named person also liaises closely with external agencies such as EMAS, the linked
health visitor and speech therapist and the Local County Council for English as an Additional
Language (EAL).
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Introduction to Reception Class
The Reception class is also situated in the Pre-Prep building opposite the Pre-School classroom
with access to its own outside classroom area, which is used throughout the year.

The daily routine for children in Reception
08.40
08.50
09.05
10.05
10.25
10.55

…………………..
…………………..
…………………..
…………………..
…………………..
…………………..

12.10
12.40
13.40
14.10
15.10
15.40

…………………..
…………………..
…………………..
…………………..
…………………..
…………………..

Arrival/ phonics and mathematics challenge
Assembly
English (group and individual work followed by phonics games)
Break time
French
Mathematics (group and individual work followed by
mathematics games)
Lunch
Outside play
Plan-do-review time
Physical Education
Story time
Home time (collection from Pre-prep building main door)

Children follow a structured programme of phonics and mathematics every day. A range of
specialist teaching is provided for subjects to include music, French, ballet, physical education and
ICT. Throughout Reception pupils are encouraged to read daily at home, working through the
letter sounds and numbers in the learning tin, that will be provided, and practice writing out
spellings.

Staffing Ratios
While the Pre-School and Reception children spend the majority of their time in the Pre-Prep
building they are also able to take advantage of other facilities in the Prep School buildings such
as the music room, prep hall for assemblies, lunch and physical education.
Opportunities are provided for staff training and all members of staff are encouraged to further
their professional knowledge and expertise by regularly attending courses and in-service training.
We follow statutory and ISI ratios throughout the Early Years department and aftercare sessions.
All members of staff are suitably qualified as per the Independent Schools Inspectorate
recommendations.
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Learning in the Early Years
Early Years Curriculum - Aims and Principles
When considering a curriculum for very young children we take into account the nature and
needs of children at this age and stage. How children learn is as important as, and inseparable
from, the context of what they learn. The whole child and all aspects of her development are
important. Children are active learners and learn through all their senses. They learn through
play, through exploration, through investigation and through listening and watching. Children are
also social learners, and interaction with adults and other children is crucial.
The curriculum is designed to promote a positive self-image and independence within a
supportive and caring environment. Our objective is to give the girls a head start in their
academic journey through the school. We aim to provide opportunities for the development of
social, emotional, physical, intellectual, moral and creative skills. Some experiences need to be
provided daily, some weekly and some termly. Through careful long, medium and short-term
planning, a broad and balanced curriculum is achieved.
Each child enters the school with a range of experiences and an understanding of the world
unique to herself. Rates of progress and development are different and individual achievements
vary. However, all children share characteristics which need to be addressed through a
curriculum that enables them to make maximum progress across all areas. Some children need
to be given opportunities to extend their knowledge, understanding and skills beyond those
outlined in the basic curriculum. Other children will require more support in order to achieve
some or all of the learning goals.

Planning
The Early Years’ experience provided at Portsmouth High School takes account of all the factors
mentioned, as well as the four themes that underpin the Early Years Foundation Stage. These are
a unique child, positive relationships, an enabling environment and learning and development.
Our curriculum is carefully planned to offer experience in the seven areas of learning and
development. We plan a mixture of adult led activities and child initiated activities. Children’s
interests are carefully monitored to ensure a balanced curriculum.
The three prime areas of learning are:
 Communication and language
 Physical development
 Personal, social and emotional development
The four specific areas are:
 Literacy
 Mathematics
 Understanding the world
 Expressive arts and design

Early Learning Goals
During the Early Years, children will continue to build on their knowledge and skills. They will be
working towards achieving an early learning goal for each area (detailed below). Our children are
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expected to achieve these by the end of the Foundation Stage. This prepares them for learning in
Key Stage One (Year 1 and Year 2) and is consistent with the national curriculum.
Communication and language
Listening and attention: children listen attentively in a range of situations. They listen to stories,
accurately anticipating key events and respond to what they hear with relevant comments,
questions or actions. They give their attention to what others say and respond appropriately,
while engaged in another activity.
Understanding: children follow instructions involving several ideas or actions. They answer ‘how’
and ‘why’ questions about their experiences and in response to stories or events.
Speaking: children express themselves effectively, showing awareness of listeners’ needs. They
use past, present and future forms accurately when talking about events that have happened or
are to happen in the future. They develop their own narratives and explanations by connecting
ideas or events.
Physical development
Moving and handling: children show good control and co-ordination in large and small movements.
They move confidently in a range of ways, safely negotiating space. They handle equipment and
tools effectively, including pencils for writing.
Health and self-care: children know the importance of physical exercise, and a healthy diet, and
talk about ways to keep healthy and safe. They manage their own basic hygiene and personal
needs successfully, including dressing and going to the toilet independently.
Personal, social and emotional development
Self-confidence and self-awareness: children are confident to try new activities, and say why they
like some activities more than others. They are confident to speak in a familiar group, will talk
about their ideas, and will choose the resources they need for their chosen activities. They say
when they do or don’t need help.
Managing feelings and behaviour: children talk about how they and others show feelings, talk about
their own and others’ behaviour, and its consequences, and know that some behaviour is
unacceptable. They work as part of a group or class, and understand and follow the rules. They
adjust their behaviour to different situations, and take changes of routine in their stride.
Making relationships: children play co-operatively, taking turns with others. They take account of
one another’s ideas about how to organise their activity. They show sensitivity to others’ needs
and feelings, and form positive relationships with adults and other children.
These prime areas are those most essential for your child’s healthy development and future
learning. As children grow, the prime areas will help them to develop skills in 4 specific areas.
These are:
Literacy
Reading: children read and understand simple sentences. They use phonic knowledge to decode
regular words and read them aloud accurately. They also read some common irregular words.
They demonstrate understanding when talking with others about what they have read.
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Writing: children use their phonics knowledge to write words in ways which match their spoken
sounds. They also write some irregular common words. They write simple sentences which can
be read by themselves and others. Some words are spelt correctly and others are phonetically
plausible.
Mathematics
Numbers: children count reliably with numbers from 1 to 20, place them in order and say which
number is one more or one less than a given number. Using quantities and objects, they add and
subtract two single-digit numbers and count on or back to find the answer. They solve problems,
including doubling, halving and sharing.
Shape, space and measures: children use everyday language to talk about size, weight, capacity,
position, distance, time and money to compare quantities and objects and to solve problems.
They recognise, create and describe patterns. They explore characteristics of everyday objects
and shapes and use mathematical language to describe them.
Understanding the world
People and communities: children talk about past and present events in their own lives and in the
lives of family members. They know that other children don’t always enjoy the same things, and
are sensitive to this. They know about similarities and differences between themselves and
others, and among families, communities and traditions.
The world: children know about similarities and differences in relation to places, objects, materials
and living things. They talk about the features of their own immediate environment and how
environments might vary from one another. They make observations of animals and plants and
explain why some things occur, and talk about changes.
Technology
Children recognise that a range of technology is used in places such as homes and schools. They
select and use technology for particular purposes.
Expressive arts and design
Exploring and using media and materials: children sing songs, make music and dance, and
experiment with ways of changing them. They safely use and explore a variety of materials, tools
and techniques, experimenting with colour, design, texture, form and function.
Being imaginative: children use what they have learnt about media and materials in original ways,
thinking about uses and purposes. They represent their own ideas, thoughts and feelings through
design and technology, art, music, dance, role-play and stories.
The 7 areas are used to plan your child’s learning activities. The Pre-School and Reception
leaders will teach and support your child to make sure that the activities are suited to your
child’s unique needs. This is a little bit like a curriculum in primary and secondary schools, but it’s
suitable for very young children, and it’s designed to be really flexible so that we can follow your
child’s unique needs and interests.
Children in the EYFS learn by playing and exploring, being active, and through creative and critical
thinking which takes place both indoors and outside. We always encourage them to write, read
and perform mathematical skills wherever possible.
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Forest School
Forest School is an important part of our weekly routine at Prep School. It forms an integral part
of our “Think Outside First” ethos. Our stunning grounds and outdoor classroom allow us to
give our youngest children the environment they need to learn to best effect. We use Prep
School grounds as a base for a number of activities from reading stories to shelter building,
enjoying hot chocolate around a camp fire on a chilly day to using appropriate tools. Our trained
members of staff take the children out in all weather conditions, appropriately dressed in
waterproofs, hats and gloves. This ensures that the children experience at first hand the seasons
changing and different weather conditions. The only condition which bars us from the school
grounds would be high winds.
The main aims of Forest School sessions are to allow the children to develop their selfconfidence, to learn to work as a team and to cover aspects of the curriculum in an environment
which supports and enhances their needs at this stage of their educational journey. Children who
find the confines of the classroom a challenge will often be the ones who thrive in Forest School.
They problem solve effectively and the self-esteem they gain from this success allows them to
cope in the classroom with more confidence.
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Links with Key Stage One
We work hard to ensure that the children in the Early Years are made to feel part of the rest of
the school, and there are many established links that promote this. Reception children attend all
assemblies during the week from the beginning of the year and the Pre-School children also
attend the whole school celebration assembly on a Friday morning. During the year there are
themed curriculum days, when the Early Years work together for the day.
Throughout the year the Pre-School children will spend some time getting to know the
Reception teachers – both by visiting the teachers in their classrooms for stories, as well as the
teachers visiting them in the Pre-School. The Reception children will, in turn visit their new
teachers in Year 1 on move up afternoon.
The children are also put into Houses called Warrior, Nelson, Dolphin and Vernon. Each House
contains children from Reception through to Year 6. The children are awarded House points for
hard work, kindness, politeness, helpfulness etc. and the totals for each House are read out in
the celebration assembly each week. Certificates are also awarded each week for special work,
behaviour or thoughtfulness.
In the summer term the Pre-School hold their own sports day at Prep School. Reception
children join the Prep School for sports day and can win points for their House through sporting
achievements. By gradually increasing their participation in the life of the school as a whole, the
children grow, develop and find the various transitions within the school easy and comfortable.
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Wraparound Care and Co-curricular Activities
Early Birds’ Breakfast Club
The early birds’ breakfast club is available from 7.30am-8.15am.

Aftercare
Aftercare is available until 6.00pm daily.
Aftercare procedures for parents after school:







Homework Club (Year 3-Year 6) and Crèche (Pre-school to Year 2) will run from
3.30pm to 4.30pm. Aftercare will commence from 4.30pm until 6pm with a snack and
drink provided.
Tea will take place in the hall at 4.30pm. Please come to the front door if you are picking
up before 5.00pm.
Collection from activities is at 4.30pm. Please try to adhere to these times if at all
possible.
After 5.00pm collection from aftercare is via the side gate alongside Pre-Prep. Please ring
the bell for attention.
Ensure you have submitted your personal ‘pick up password’ especially when a pupil is
being collected by someone other than their parent.
Please sign your daughter out on collection.

There will be no charge for any of this provision when pre-booked. In order for the correct
staffing ratios to be applied it is essential that Breakfast Club, Homework Club, Crèche and
Aftercare are pre-booked. Ideally the Prep School office should be notified at least a week in
advance. In emergency situations the school will need to know that your daughter will be
attending by 2.00pm at the latest on any given day.
If a pupil is not pre-booked by this time but stays a £10 charge will be incurred. This will apply to
both sessions. Picking up later than 6.00pm will also attract a £10 standing charge and there will
be a ‘no show fee’ if your daughter is booked but does not attend.

Co-curricular Activities
Details about any co-curricular clubs are sent out on a termly basis, prior to the following term.
There are a large range of clubs on offer. These vary from term to term, but include such
activities as ceramics, yoga, horse riding and cookery. Co-curricular activities can be booked, and
if required, paid for on myEVOLVE online. Students who have not been collected by 4.45pm
after these activities will be placed in after care under the conditions outlined above. The general
rule is that these clubs are run throughout the school year, with the exception of the first day
back of a full academic term and teacher led clubs are not held when staff are required at whole
school staff meetings.
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Section 3

School
Policies and
Procedures
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Uniform Policy
All Trust schools require pupils to wear a uniform. School uniform gives pupils a sense of
community and can instil pride in the school. It contributes to our ethos and sets an appropriate
tone, supporting positive behaviour and discipline. It also supports pupils in learning how to dress
appropriately.
Our uniform has been developed in consultation with pupils, parents, school governors and the
local community. A full consultation of views and concerns will take place before any
amendments are made to this policy.
Cost is carefully considered in deciding on uniform design and uniform suppliers, and we review
contract arrangements with suppliers regularly so that parents continue to get value for money.
Sustainability is considered carefully when sourcing all items of compulsory uniform.

Aims
Our uniform is a positive expression of our ethos and values. The wearing of our uniform should
encourage pupils to treat each other and the school environment with respect. It should support
pupils in learning how to dress in a manner appropriate to the activity being undertaken and the
environment they are inhabiting.

Communication with Parents
This policy is available on the school website and in the Parents’ Handbook. Prospective parents
are sent clear guidance on uniform well in advance of the admission of their child.

Equal Opportunities
We will seek to make appropriate arrangements to reflect the requirements of pupils with
regards to acceptable variations of the school uniform. We are sensitive to and demonstrate a
respect for the needs of different cultures, races, medical conditions, genders and religions, and
their needs are accommodated within this policy.
Representations about uniform requirements
If any parent has any concerns before or after admission they are very welcome to contact the
Headmistress to discuss alternative arrangements.
If the Headmistress authorises trousers then please contact the School Blazer helpline 0333 7000
703 to purchase the regulation navy blue trousers. No other trousers may be worn.

Health and Safety
Any religious variations to our uniform must still comply with our Health and Safety
requirements. Health and Safety is considered in relation to appropriate dress codes for Sixth
Formers.
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To promote a healthy lifestyle, our uniform does not preclude walking or cycling to
school. Pupils are permitted to wear light colours and reflective materials over their uniform, so
that pupils are as visible as possible when walking or cycling to school during the winter months.

Procedure in the Event of Non-Compliance
Non-compliance with the uniform policy is investigated directly case by case. We may impose
sanctions for breach of the uniform policy. Persistent flouting of the uniform requirements will
be dealt with as a disciplinary matter by the Head of Year or Deputy Head.
We may ask a pupil to go home to change their clothes. This will be for no longer than is
necessary to effect the change of clothing and would only be appropriate where the change could
be made quickly and easily. In such cases parents will be notified. We will always bear in mind the
age and vulnerability of the child and availability of a parent. Exclusion is not usually an
appropriate response to breaches of this policy, except where persistent and defiant.

Uniform Description
School uniform will be worn whenever pupils are on site at Portsmouth High School. This
includes the journey to and from school and on school visits as required.
Prep School Uniform
Official outfitters - Schoolblazer.
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Uniform Ordering Information
Uniform supplier: Schoolblazer.com
Company contact details: Call the Schoolblazer Helpline on 0333 7000 703 (Monday to Friday
from 9.00am to 8.00pm, Saturday 10.00am to 4.00pm) or e-mail Schoolblazer at
customerservices@schoolblazer.com
To order uniform
The preferred method is online on www.schoolblazer.com. Help with the ordering service is
available from the Admissions Registrar. Orders can be made using the computers available at
school, by appointment with the Admissions Registrar for parents who do not have internet
access.
Key sample items are available to try on at the Senior School by appointment with the
Admissions Registrar.
Delivery
It is preferable to have large orders delivered to your home address. Weekly deliveries are made
free of charge to the school during term time ONLY. You will receive an e-mail confirming the
despatch of your order to school. Your order can be collected via the Senior School reception.
Delivery time
Goods ordered online for home delivery should be delivered within 8 working days. Orders
delivered to school may take an additional 7 days because they are consolidated into a weekly
delivery.
Name tagging
Schoolblazer offers a free name-tagging service using sewn on woven name tapes. Name tags
need to be ordered accordingly and they are applied free of charge for orders over £50.
We would advise that orders are placed as early as possible, due to the high levels of demand
over the summer break.
Contact details at school
It is important that all enquires are directed to Schoolblazer (via 0333 7000 703 or
customerservices@schoolblazer.com). This is particularly important if there are concerns
regarding any items you have purchased. It is useful to copy Mrs Trim (Senior School) or Prep
Head into any e-mail sent so patterns can be identified. However, if you need to contact the
school for routine enquiries regarding your order, please contact reception.
All other enquiries and comments should be directed to the Prep Head (Prep School) or Mrs
Trim (Senior School).

Second hand uniform
A second hand uniform shop (2HUS) service is held at Prep School. Sales are held every half
term. Stock lists and forms to sell uniform are available on the PSA section of the website
(http://www.portsmouthhigh.co.uk/ ). Details from the PSA or email Julie Riggott:
PSA@por.gdst.net
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Prep School Library
A member of staff oversees the library. The library contains information books classified by the
Dewey system, and fiction books classified alphabetically by the author’s surname. Forms visit the
library on a weekly basis from Pre-school to Year 6.
The shelves are labelled with Dewey headings and numbers. Dividers between sections are
labelled with titles and numbers relevant to curriculum topics and interests.
Use of the library
Form teachers are encouraged to use the library with their pupils during English and other
subject lessons and to set research tasks on a regular basis. The librarian also works with the
pupils to improve their age appropriate reading skills.
The librarian will introduce the pupils to the layout, classification and borrowing methods at the
start of each academic year.
Pupils may borrow two books at a time. It is suggested that the books are kept for two weeks to
encourage circulation. Compulsory returns are made at the end of each full term.
Librarians
Pupils from Year 6 are chosen each year to be library prefects. They are given training
beforehand in returning books to the correct shelves, using the index system, tidying shelves etc.
They are awarded librarian badges.
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Charging Policy
Our highly competitive fees for September 2018 are currently £2,500 per term for the
Pre-School (pro-rata) and Pre-Prep, £3296 per term for the Prep School and £4,663 per term
for the Senior School and Sixth Form.
Year
Pre-School
Reception
Year 1
Year 2
Year 3
Year 4
Year 5
Year 6
Year 7 to 11
Years 12 & 13

Fees 2018/19
termly
£2,500
£2,500
£2,500
£2,500
£3,296
£3,296
£3,296
£3,296
£4,663
£4,663

Fees 2018/19 yearly Lunches per
term
£7,500
£235
£7,500
£235
£7,500
£235
£7,500
£235
£9,888
£235
£9,888
£235
£9,888
£235
£9,888
£235
£13,988
£235
£13,988
optional

The fees cover tuition, text books, scientific materials and essential curricular trips.
Public examination fees charged by the examination boards are included, except when re-marks
are requested by parents or for re-takes of modular A Levels which will be charged extra at the
examination board rate. The school may charge for some trips, examination texts, or personal
equipment.
All fees must be paid via the GDST bank direct debit system. As is the practice in all
independent schools, the fees are due and payable termly in advance by direct debit, on the first
day of the term.

Registration Fee and Deposit
For children attending over 15 hours a non-returnable registration fee of £50.00 is charged by
the school for the administration of the entrance procedure and/or examination. On accepting a
place you will be required to fill in a formal contract with the GDST, fill in direct debit details for
payment of fees and to pay a deposit. The deposit is currently £500 and is refunded after the
pupil has left, after deducting any outstanding amounts due to the school or GDST. The deposit
is forfeited if the pupil does not take up the accepted place.
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Assessment
What is Assessment?
Assessment is the process of gathering information, by teachers about their pupils, by teachers
about their teaching and by pupils about their progress.

Why do we Assess?









to evaluate the curriculum and the teaching methodology
to aid future planning
to identify specific achievement
to diagnose specific difficulties
to predict future performance
to increase motivation
to provide information to a variety of people
to fulfil legal/contractual requirements.

Effective assessment should:
 be within a meaningful and relevant learning experience for the child
 build on previous experience
 identify individual needs and achievements, strengths and weaknesses
 be concerned with the learning process as well as learning outcomes
 recognise that assessments can be made in a cross-curricular context
 be flexible so that unexpected outcomes can be assessed
 be based on a wide range of evidence
 involve children in reflecting on their own work and others and identifying their next step in
their learning
 act as a focus for the review of learning between the pupil and the teacher to identify targets
for improvement
 it should motivate and reward the pupil

inform all those involved in the learning process about individual progress
 be easily recorded.

Assessment
Assessments are made either working alongside children, individually, in groups, or with the
whole class.
Observing - Working/playing in different contexts
Listening - Talking to teachers/children, other adults. Talking in different contexts.
Questioning - Rich questioning. Open questions. Closed questions.
Analysing - Written, pictorial, graphs, art, drama, models.
Testing - Formal/informal. Summative/formative.
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Disability and Discriminatory Policy
The Equality Act (2010) states that a disability is “a physical or mental impairment which has a
substantial and long-term adverse effect on (their) ability to carry out normal day-to-day
activities”.
We are committed to not knowingly discriminating against a disabled student by: Treating the student ‘less favourably’ than others for a reason relating to their disability.
 Failing to make a ‘reasonable adjustment’ to ensure they are not placed at a ‘substantial
disadvantage’ for a reason relating to their disability.
The school is striving to meet its responsibilities in the following areas:

Buildings and Environment
By monitoring the action plan devised in association with the Trust to implement the
recommendations compiled after a full building audit by the Trust’s consultants.

Curriculum
The school’s admission information invites parents to state if their daughter has any particular
special needs. Any parent who indicates a particular need will be contacted to explore: The best way of modifying the entrance procedures so that the pupil is not treated less
favourably – e.g. by providing examination papers in large print format.
 Strategies for making all reasonable adjustments so that the pupil’s access to the curriculum is
not substantially disadvantaged.
Appointed person with responsibility for DDA policy:
Mr John Paget-Tomlinson, Deputy Head (Academic)
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Gifts Policy
Offering a gift is a natural way of demonstrating appreciation or regard. We expect staff, pupils
and parents to observe a few simple principles to ensure that gifts do not cause embarrassment,
are misinterpreted or bring the school into disrepute.

Gifts to Staff
We aim, through means such as year assemblies, and communication with parents, to ensure
pupils and parents understand the following principles:
 Staff do appreciate marks of gratitude – often a thoughtful letter or card can be valued as
much as a gift – but pupils/parents should refrain from giving anything other than insignificant
items or sums (to a value not exceeding £20) as more expensive gifts may cause
embarrassment and have to be refused or returned.
 Should parents wish to be more generous, a gift towards one of the school’s fundraising
projects would be much appreciated and have the advantage of benefiting staff and pupils for
years to come.
 Pupils should never feel obliged to give any member of staff a gift, and have the confidence to
recognise, reject and if appropriate report any form of pressure exercised on them –
personal, peer or commercial.

Staff Receiving Gifts








Any member of staff given or offered a gift to a value exceeding £20 should discuss the
matter with the Head, who will determine how to respond. In some cases the gift may have
to be refused or returned. (Group gifts, where individuals contribute a nominal sum towards
a larger present, are acceptable and do not need to be reported to the Head).
Care should also be taken to ensure that staff do not accept any gift that could be construed
as bribery, or lead the giver to expect preferential treatment.
Staff must report any offer of a bribe to the Head and must not give the impression that
their conduct is influenced by the receipt of gifts, rewards or any such consideration.
Staff should be mindful of the emotional importance pupils in particular associate with gifts
and act sensitively in all situations. Should particular circumstances make them feel
uncomfortable – e.g. if they suspect a pupil is developing a crush on them – they should seek
advice from the Head.
The acceptance of business gifts, hospitality and services is covered by a separate policy
available on Oracle (Extra-Contractual Benefits and Employment Policies).

Gifts to Pupils





The giving of gifts or rewards to pupils should be in line with the school’s policy for
supporting positive behaviour or recognising particular achievements.
It is recognised that staff may wish to give groups of pupils a gift or reward in certain
circumstances. Staff should however exercise care in how pupils are selected to receive gifts
or rewards in order to avoid perceptions of favouritism or injustice. Methods of selection or
exclusion should always be subject to clear criteria.
In general members of staff should not single out individual pupils for special gifts or marks of
favour. It is acknowledged that there may be specific occasions when a member of staff may
consider it appropriate to give a pupil a small personal gift. Any such occasion should be
discussed in advance with a senior manager and parents. The gift should be given openly and
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not be based on favouritism. Staff should bear in mind that the giving of gifts can be
misinterpreted as an attempt to bribe or ‘groom’ a young person.
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Personal Data Consent

Personal Data Consent Form
PUPIL NAME (Please print):
Portsmouth High School regularly celebrates the achievements and activities of girls throughout the year.
We do this through displays in school and at local events, through our publications and website, on social
media such as Facebook, Twitter, YouTube, and in the school magazine. We also send news stories
involving pupil achievements and events in school through to the local and wider press.
Publishing school news involves taking photographs and videos and we hope that Portsmouth High School
parents will allow us to use such images in these general promotional contexts. This is normal practice at
independent schools and will not, of course, involve giving out the pupil’s contact details.
Further to changes to the General Data Protection Regulation (GDPR) 2018, I must seek your express
consent to the use of your daughter’s photographic image and /or information about her activities and
achievements in school for publicity or alumnae related purposes.
You should be aware that declining your consent means that we will not be able to include your
daughter’s photograph and/or information about your daughter’s activities and achievements in any school
publication. As a result if, for example, she was on a school trip, a member of a sports team, or
participating in a music or drama performance, she would be excluded from photos.
Photographs are considered ‘personal information’ under data protection legislation, and we would like to
seek consent to use your daughter’s image and name in these publications.
For students in Year 6 and below, we will seek the consent of a parent or guardian. We believe students
in Year 7 and above should also be involved in this decision, and for these students we will seek their
consent, as well as that of a parent or guardian.

PHOTOGRAPHY AND VIDEO CONSENT
Please confirm, by ticking the appropriate boxes, whether you and your daughter both agree to ONE
of the following statements:
 I AGREE to the use of my daughter’s photographic image in publications, on websites and social
media sites which are produced on behalf of the school and the GDST (Girls’ Day School Trust). I
also agree to my daughter’s photographic image being sent to the local and wider press and
understand that it may subsequently appear on websites and social media sites maintained by these
external organisations.
 I DO NOT AGREE to the use of my daughter’s photographic image for any purposes related to
the publicity of the school or the GDST (Girls’ Day School Trust).

INFORMATION CONSENT
Please confirm, by ticking the appropriate boxes, whether you and your daughter both agree to ONE
of the following statements:
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 I AGREE to the use of my daughter’s information in publications, on websites and social media
sites which are produced on behalf of the school and the GDST (Girls’ Day School Trust). I also agree
to my daughter’s information being sent to the local and wider press.
 I DO NOT AGREE to the use of my daughter’s information for any purposes related to the
publicity of the school or the GDST (Girls’ Day School Trust).

Please note:
We will only divulge personal data to the extent necessary for the purposes concerned, and will
use our discretion sensitively and with due regard to your daughter’s privacy.
We will not include the full name (which means first name and surname) of any child together
with her image, without good reason. For example, we may include the full name of a
competition prize-winner if we have their consent or a photograph for inclusion in the local
newspaper who insist on having the name and age of any pupil mentioned. Likewise, if we use
images of individual pupils, we will not use the name of that child in the accompanying text or
caption without good reason.
We will not disclose (1) “sensitive personal data” as defined in the Data Protection Act 1998, or
(2) address, telephone or email details without your and your daughter's explicit consent, unless
the disclosure is strictly necessary to protect your daughter's vital interests.
In this form the terms:
“Personal Data” means, for the purposes of the consents sought, photographic or video images
of, and/or information relating to, the pupil named below including her name, age, subjects
studied, public examination results, awards achieved, and participation in co-curricular activities.
“School” means the school identified at the head of this form.
“Trust” means The Girls’ Day School Trust.
Parent/Guardian Name:
(PLEASE PRINT)
Signed:

Date:

Pupil Name:
(PLEASE PRINT)
Signed:

Date:

Once we have received consent we will not ask for this again, but you (or your daughter) are
free to withdraw your consent at any time by informing the school office.
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Missing Child Procedure
Our procedures are designed to ensure that a missing child is found and returned to effective
supervision as soon as possible.
If it is realised by any member of staff or pupil that a child is missing, this procedure should be
followed immediately:
1 Alert class teacher.
2 Inform the Head, Deputy Head of Prep School or a member of the Prep School Leadership
Team, who will co-ordinate search. The Head of Prep School (or delegated person) will:







Ask all of the adults and children calmly if they can tell us when they last remember
seeing the child
Organise staff to check classrooms, cloakrooms, play areas.
Contact grounds staff to check grounds, starting with Prep School.
Organise search of all areas of Prep School with help from available staff (checking store
cupboards as well as classrooms and cloakrooms).
Alert Prep School Reception and Senior School Reception.
Inform the Headmistress, or members of SLT in her absence, who will organise a search
in the Senior School.

3 If the search is unsuccessful, the Head of Prep School will contact parents and police. Police
will be given description, details of clothing, last sighting and any relevant circumstances
(information may be collected from staff and girls).
4 Search of school site will be continued by all available staff until child is found or police arrive
and supervise search.
5 Following the incident:
 A report will be written detailing the incident.
 A meeting should be arranged to discuss what happened with the parents.
 Procedures and security arrangements should be reviewed.
Missing child on school trip
Safety of our children on school trips is of paramount concern. Risk assessments take place
prior to any Prep or Senior trip in accordance with our Educational Trips Policy and Trip
Handbook. Stated adult/child ratios are used according to the requirements of each trip. Parent
helpers are fully instructed as to safety issues prior to participation in any trip.
In the unlikely event that a child should be missing on a Prep school trip the following procedure
will apply:



The teacher leading the trip should be informed immediately upon suspicion of there
being a missing child.
The teacher in charge will ensure that all children stand with their designated adult and
carry out a head count immediately.
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If the trip is taking place on the premises or grounds of a third party such as a museum or
activity centre, the teacher in charge will notify the management immediately and ensure
they begin search procedures.
Where possible, two adults (one should be a GDST employee) will remain with the main
party in a designated space/on the coach whilst other staff carry out the search.
In the event that the search is unsuccessful, the teacher in charge will ensure the police
are informed and the Head and Head of Preps are notified, following GDST procedures.
The teacher in charge will ensure the remaining children return to school safely, and
would return to school when advised to do so by the police.
The Head of Prep will notify parents and continue to liaise with the trip leader on
progress.
Within two days of the event a meeting will be held with staff as required to review
procedures. Any staff involved in the incident are monitored for their wellbeing.
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School Safeguarding Policy Statement
We believe that we should provide excellent pastoral care. All pupils, regardless of age, special
needs or disability, racial/cultural heritage, religious belief and sexual orientation have the right to
protection from all types of harm and abuse.
Our aim is to help keep our pupils safe by providing a safe environment for them and to educate
the girls about keeping themselves safe.
Our approach to child protection is based on, and reflects the current principles recognised in
UK legislation, including those around maintaining confidentiality and reporting concerns about
pupils likely to suffer harm to the child protection agencies.
The school may need to share information and work in partnership with other agencies should
there ever be a major concern about a pupil’s welfare. The school will endeavor to work with
parents regarding any contact with other agencies but under exceptional circumstances may
make contact without informing parents first.
Any member of staff who suspects that a pupil’s welfare is at risk for whatever reason, such as
abuse in the home or some form of self- harm, should discuss their concern with the Deputy
Head or Prep Head.
We encourage the girls in our care to raise any concerns that they might have and ensure that
these are taken seriously. We will also encourage pupils to contribute their own ideas, according
to their age and understanding, about how their safety and welfare could be further improved.
We are committed to working in partnership with parents, child protection agencies and diverse
communities, to develop and improve continuously the safeguarding culture within our school.
The full Safeguarding Policy is available on the website or from the School Office.

EYFS Safeguarding
All staff are made fully aware of the Safeguarding Policy. Should there be any concern regarding
safeguarding, staff report immediately to Mr Paul Marshallsay at the Prep School, who is the named
person at the Prep School for child protection, with special responsibility for EYFS. The School
Safeguarding Policy is on the school website (www.portsmouthhigh.co.uk). The out of hours telephone
number for Children’s Social Care Information Assessment Team is 0845 600 4555.
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Anti-Bullying Advice
Bullying: Advice For All Students
Bullying is a totally unacceptable form of behaviour at Portsmouth High School. If you feel that
you are the victim of any form of bullying, you must talk to someone, for example an adult or
peer supporter, about it as soon as possible and you will be given help, advice and support as
appropriate. If you think that someone else is being bullied, then you should also tell someone
immediately so that action can be taken.
Don’t suffer in silence.
Never feel that by talking to a member of staff about bullying you are “telling tales”. Your actions
may well help other people who might be suffering in the same way.

What is Bullying?
Bullying is behaviour which makes other people feel uncomfortable or threatened.
It includes:
 Being called names or made to feel small.
 Having rumours spread about you or information about you misused.
 Being deliberately ignored or left out.
 Getting abusive, hurtful or threatening text messages, emails or messages on Facebook or
social networking sites.
 Making jokes about a person’s sexuality.
 Having possessions damaged or hidden.
 Being punched, pushed or attacked.
 Being forced to hand over money, mobiles or other possessions.
 Being forced to do something you didn’t want to do.
 Being attacked or made to feel uncomfortable because of your sexuality, disability or
appearance.
 Racial taunts, graffiti, gestures and excluding due to your culture, skin colour, religion,
background, accent, clothes etc.
A full copy of the anti-bullying policy is available on the website or from the school office.

Advice to Parents




Do talk to your daughter about her social life in and out of school as well as her progress in
lessons. Disagreements and/or difficulties with relationships are often symptomatic of
bullying.
Note signs of distress or tension, particularly an unwillingness to attend school or
uncharacteristic irritability.
In the event of bullying by text messages or e-mail save and keep a record of the date and
time of any offensive message. Encourage your daughter to be careful about who they give
their mobile phone number or e-mail address to and monitor and discuss with them their
use of the internet.

If you think your daughter is being bullied either telephone or write to the relevant form tutor in
the Prep School or Head of Year in the Senior School immediately. They will investigate the
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situation which concerns you and will contact you again within three school days. Please do not
hesitate to let the school know of your concerns.

Prep School advice for Pupils
Written by: Prep School council
Anti –bullying advice
o Help out other people.
o Always tell someone you trust.
o Think before you speak.
o Stand up for yourself and others.
o Look out for all types of bullying.
o Don’t be physical with people.
o Don’t tell tales over something small.
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Collective Worship and Religious Education Policy
Assembly is a very important part of school life which brings together all sections of the school
community in a worshipping environment which reflects our spiritual and moral values. While
broadly Christian, our approach is inclusive and non-confessional; we hope that parents of all
faiths or none will wish their daughters to take part, but they are, of course, free to withdraw
them if they wish. In these circumstances, parents should make their requests in writing to the
Head of the Prep School.
All pupils at Portsmouth High School receive lessons in religion and philosophy in each key stage
up to the end of KS3. Our aims are set out in the religion and philosophy department’s aims and
we hope that all parents will feel able to agree to their daughters attending lessons which are
always conducted in an atmosphere of tolerance, understanding and inclusiveness. It is, however,
possible for parents to withdraw their daughters from such lessons, on religious grounds, if they
wish to. In these circumstances, parents must make their requests in writing to the Head of the
Prep School.
Please contact the school if you would like a copy of the religion and philosophy department’s
aims.
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Health and Safety
We take the health and safety of pupils, staff and all visitors to Portsmouth High School very
seriously. The Head has overall responsibility, but Heads of Department ensure that any hazards
associated with the activities undertaken by the pupils are effectively managed by a process of
risk assessment and safe working practices. In the event of an incident, we have a wide range of
procedures in place, e.g. provision of first aiders, fire drills, instruction in safe practice.
We ask that you support our efforts to ensure that PHS is a safe place for your daughter(s) to
come to school by:
 Keeping us informed of any issues that would affect your daughter’s health and safety whilst at
school, e.g. medical problems, allergies, food intolerances.
 Keeping us informed of any changes in your emergency contact details.
 Promptly returning all forms giving permission for your daughter to attend school visits.
 Abiding by the School’s Code of Conduct.
 Ensuring that your daughter wears sensible shoes to school at all times.
 Taking great care when driving or parking on, or in, the vicinity of the school.
The Health and Safety Policy is available on request from the Head’s PA at
headsec@por.gdst.net

Portsmouth High School – Lock Down Procedure
Lock down procedures should be seen as a sensible and proportionate response to any external
or internal incident which has the potential to pose a threat to the safety of staff and pupils in the
school. The procedure aims to minimise disruption to the learning environment whilst ensuring
the safety of all pupils and staff.
The lock down procedures may be activated in response to any number of situations, but some
of the more typical might be:
 A reported incident/civil disturbance in the local community (with the potential to pose a
risk to staff and pupils in the school).
 An intruder on the school site (with the potential to pose a risk to staff and pupils).
 A warning being received regarding a risk locally, of air pollution (smoke plume, gas cloud
etc).
 A major fire in the vicinity of the school.
 The close proximity of a dangerous dog roaming loose.
Communication with parents:
 In the event of an actual lock down, any incident or development will be communicated to
parents as soon as is practicable via the school ecomms and website.
 Parents will be given enough information about what will happen so that they:
Are reassured that the school understands their concern for their child’s
welfare, and that it is doing everything possible to ensure her safety.
 Do not contact the school. Calling the school could tie up telephone lines that are required
for contacting emergency providers.
 Do not come to the school. They could interfere with emergency providers’ access to the
school and may even put themselves and others in danger.
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Wait for the school to contact them to inform them when it is safe to collect their children
and where this will be from.

Parents will be told
‘..the school is in a full lock down situation. During this period the switchboard and entrances
will be un-manned, external doors locked and nobody allowed in or out…’
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Portsmouth High School First Aid and Medical Procedures
Prep (including EYFS)
The full First Aid Policy and Medical Procedures is available on request from the Head’s PA at
headsec@por.gdst.net
The Welfare Officer is available from 8.30 am to 4.30 pm on a daily basis during term time and is
based at the Senior School.

Medicines
Administration of Medicines
No medicine can be given without a letter of authorisation. If parents wish for staff to
administer medicine they must inform a member of the Prep School and complete a medication
form at the reception desk. (This includes cough sweets etc.) If you are not delivering your child
to school please email to alert us to the presence of medication in your child’s bag and include a
letter giving clear details of dosage, times and the medication to be administered. Any prescribed
medicine that needs to be taken during the school day should be sent in the original container as
dispensed by the pharmacist clearly labelled with the pupil’s name, form and dosage. Staff will
then confirm that the medicine has been administered and for EYFS pupils we request a parent’s
signature on collection of the medicine. All medication is kept in the medical room/Prep School
office.
A copy of this form can be found on the parents information area of the website.
No pupil should carry any form of medication for self-administration with the exception of
preventative asthma inhalers and epipens/adrenalin auto-injector. Girls of a responsible age
should carry their own inhaler/ epipens/adrenalin auto-injector. Spare inhalers and
epipens/adrenalin auto-injector should be kept at school for emergency purposes and these must
be clearly named and Paul Marshallsay or the Welfare Officer informed if, at any time, the
treatment is changed.
Should an emergency situation occur and an epipens/adrenalin auto-injector be required, this will
be administered by a first aider and they will lay your daughter down and send for an ambulance.
If any deterioration occurs and the ambulance has still not arrived, a second epipens/adrenalin
auto-injector will be administered by the First Aider approximately 5 to 10 minutes after the last
application.
Refusing medicines
If a child refuses to take medicine, staff will not force them to do so, but will note this in their
records and parents will be informed on the same day. If a refusal to take medicines results in an
emergency, the school’s emergency procedures will be followed.

Procedures for Pupils Who Are Unwell
Absence
Please telephone the school to notify us of your daughter’s absence before 9.00 am. A message
can be left on the answer phone prior to the office opening at 8.30 am. In the case of illness or
unexpected absence of any kind, the school should be notified as soon as possible on the first
morning of absence and on every consecutive day of absence from school by telephone, e-mail
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or letter. If a pupil is sent home from school, a note for that day is not required. However, if she
is absent for any subsequent days, the school should be notified in the normal way. This is
particularly important in the case of infectious diseases.
We recommend that the advised exclusion periods for common diseases are followed and if
your child is unwell, in the interest of the school community, it would be appreciated if you could
keep her at home until she is fully recovered.
Please do not hesitate to contact the Welfare Officer for help or advice, especially if your
daughter is returning after a period of illness or has sustained an injury. It is crucial that if your
daughter’s mobility is affected, the Welfare Officer is contacted in advance of her return to
school in order to discuss arrangements and complete a risk assessment.
Parents are reminded of the policy relating to medical confidentiality which forms part of the
Pupil’s Health Record and permits the Welfare Officer to inform staff of any medical condition
that may affect a girl during the school day to enable them to act in her best interest.
Work for Absent Pupils
If your daughter is absent through illness, it is important that she has time to recover. Therefore
we will not provide extra work if she is off school for a short period of time. If you expect your
daughter to be absent due to illness for a longer period, please contact the Prep School
receptionist who will contact teachers to arrange for suitable work to be provided. Please be
aware that this process will take time to organise.
Work cannot be provided in advance for pupils for planned absence due to a family occasion.
Under these circumstances, the onus is on the pupil to catch up with missed work as soon as
possible.
Sickness
Any child feeling ill during the day will be monitored and looked after by a member of the Prep
School team and remain in school. In the event of a pupil being too unwell to return to their
learning the parent will be contacted to collect their daughter, if no parent / guardian is available
to collect her immediately then the child will be monitored by staff in the medical room.
The Trust terms and conditions which a parent signs when they agree to their daughter joining
the school, expressly permits the school to agree to treatment in a hospital when neither
parent/guardian can be contacted.
Infection Control and Illness Procedures
If you are aware that your daughter is suffering from, or has been in contact with any infectious
or contagious illness or condition, please inform us immediately so that we can take any
precautions necessary to minimise the risk of infection to others and also to inform vulnerable
persons who may be exposed to the infection. Children who are unwell with an infectious
disease should not attend school until the infection has passed, the child is well and she no longer
poses a risk of infection to others. There may be instances when it may be necessary to exclude
a child or member of staff from school for the individual’s well-being and to safeguard other
children and adults from infection.
Parents/carers may be asked to collect a child during the day if it appears the child is suffering
from any of the conditions listed. The child will be made as comfortable as possible until they are
collected.
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Please refer to our infectious diseases list at the end of this policy to confirm how long your
daughter will need to be absent from school.
The children are shown how to wash hands and put used tissues in the bin. The nursery is
cleaned daily and a deep clean is carried out in every holiday.
Children with broken limbs or stitches can return once plaster is set and on receipt of medical
advice. In these instances, all possible steps will be taken to ensure a child can take part in as
many school activities as possible and an individual risk assessment will be carried out. Parents
are asked to discuss this fully with a member of staff before or as their child returns to school.

Accidents and Emergencies
Advice in an emergency
 If you witness an incident and the injured person is able to walk, take them to Reception. If
the school First Aider is not there send a message to Reception to ask them to contact a
First Aider. Do not leave the person unattended.
 If you witness an incident and the injured person does not seem able to move, do not try to
help them move; stay with them and send a message to the nearest First Aider or to
Reception to ask them to contact a First Aider.
 If a first aider is not available, or the situation requires urgent medical assistance, do not
hesitate to call an ambulance and alert the Welfare Officer.
Accidents
If a child has an accident she will be treated by a member of the Prep School staff, the accident is
recorded, parents are informed and parents are asked to sign to acknowledge the
information. This information is stored in the Early Years Accident/Medical File for EYFS pupils
and the school database for Year 1 – Year 6. If the accident is of a more serious nature then
parents will be contacted straight away. Parents are informed if a child receives a bump to the
head and are given a ‘bumped head card’ showing what signs to look for.
NB In the event of a medical emergency, staff will act in ‘loco parentis’.
There will always be a member of staff with a current first aid qualification to attend to the
children’s needs.
Injuries at home – EYFS pupils
There is a requirement for schools to be made aware of injuries and accidents that happen in the
home as part of child protection regulations for EYFS pupils. If your child is injured at home and
the injury is enough to cause marking or bruising you will need to inform us in writing.
Accident Reporting
It is a legal requirement that all accidents and significant incidents should be recorded. Therefore,
any accident must be reported to Welfare Officer and recorded on RIVO which is the schools
accident reporting system as soon as possible with the exception of very minor accidents which
can be recorded in the Early Years Accident/Medical File for EYFS or on the school database for
Year 1 – Year 6. The accident recording system is monitored regularly to identify hazards and
areas for the prevention of accidents. The school’s Health and Safety Officer will be kept
informed and any serious issues will be brought to the termly meetings of the Health and Safety
Committee.
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Accidents on school visits and expeditions
Whenever a group of pupils is taken out of school, a first aid kit and trip folder must be taken
and kept by the group leader. Trip leaders should check pupil information in advance so that any
potential problems can be identified. This information is in the trip folder and in a pupil
information file which is kept in the office which identifies all conditions including hay fever,
asthma, epilepsy and anaphylaxis. Girls of a responsible age are asked to carry their own
inhalers/epipens and accompanying staff take the emergency medication.
All accidents should be reported to Welfare Officer upon return to school and if it has been
necessary for a pupil to receive medical treatment from a medical professional, the group leader
or accompanying adult should ask for a note describing the treatment, x-rays taken, etc.
All staff are encouraged to familiarise themselves with the school’s various policies and advice regarding
the management of asthma, epilepsy, diabetes and anaphylaxis and the symptoms of eating disorders
(anorexia nervosa and bulimia). In addition, staff need to be aware of the school’s Child Protection Policy
and the accompanying sub-section General Pupil Welfare, which offers advice with regard to
confidentiality.
First Aid Boxes
Notices in various areas of the school give details of first aid box locations and the names of staff
qualified in first aid. The first aid boxes are checked regularly to ensure that they are adequately
stocked.
Medicals
Basic health checks are arranged for all girls in Reception, Year 7, Year 10 and any pupil who has
recently joined the school. All health checks are carried out by external medical professionals.
Parents are invited to attend these medicals. However, for girls in EYFS, if parents are unable to
attend then the Welfare Officer will accompany their child. During the medical the nurse will
check general development. The nurse will ask the parents or girl about her health and discuss
normal development informally with her and answer any questions which may arise. All girls will
have height and weight checks at the time of the health check and their BMI is calculated. Parents
will receive notification of medical dates and a letter from the nurse after the medical check has
taken place.
Parents are encouraged to contact the Welfare Officer beforehand with any specific concerns
they may have and are welcome to accompany their daughters. In order not to infringe
confidentiality, parents will be informed of any issues by the medical professional carrying out the
examination/check.
School policies on medical conditions
The school has policies on the management of anaphylaxis, asthma, diabetes, eating disorders
self-harm and epilepsy. There is also a policy on help in bereavement for pupils. Please do not
hesitate to contact the Welfare Officer for further information.
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Illness and Infections Guidelines
Health Protection for schools, nurseries and other childcare facilities
Exclusion table
Infection

Exclusion period

Comments

Athlete’s foot

None

Athlete’s foot is not a serious
condition. Treatment is
recommended.

Chicken pox

Five days from onset of rash and all
the lesions have crusted over

Cold sores (herpes simplex)

None

Avoid kissing and contact with the
sores. Cold sores are generally
mild and heal without treatment.

Conjunctivitis

None

If an outbreak/cluster occurs,
consult your local HPT.

Diarrhoea and vomiting

Whilst symptomatic and 48 hours
after the last symptoms

Diphtheria *

Exclusion is essential. Always
consult with your local HPT

Preventable by vaccination. Family
contacts must be excluded until
cleared to return by your local
HPT.

Flu (influenza)

Until recovered

Report outbreaks to your local
HPT.

Glandular fever

None

Hand foot and mouth

None

Contact your local HPT if a large
numbers of children are affected.
Exclusion may be considered in
some circumstances.

Head lice

None

Treatment recommended only
when live lice seen.

Hepatitis A*

Exclude until seven days after onset In an outbreak of hepatitis A, your
of jaundice (or 7 days after
local HPT will advise on control
symptom onset if no jaundice)
measures.

Hepatitis B*, C*, HIV

None

Hepatitis B and C and HIV are
blood borne viruses that are not
infectious through casual contact.
Contact your local HPT for more
advice.

Impetigo

Until lesions are crusted/healed or
48 hours after starting antibiotic
treatment

Antibiotic treatment speeds healing
and reduces the infectious period.

Measles*

Four days from onset of rash and
recovered

Preventable by vaccination (2 doses
of MMR). Promote MMR for all
pupils and staff. Pregnant staff

Portsmouth High Prep School Handbook for Early Years’ Parents 2018-2019

Page 60

Infection

Exclusion period

Comments
contacts should seek prompt advice
from their GP or midwife.

Meningococcal meningitis*/
septicaemia*

Until recovered

Meningitis ACWY and B are
preventable by vaccination (see
national schedule @ www.nhs.uk).
Your local HPT will advise on any
action needed.

Meningitis* due to other bacteria

Until recovered

Hib and pneumococcal meningitis
are preventable by vaccination (see
national schedule @ www.nhs.uk)
Your local HPT will advise on any
action needed

Meningitis viral*

None

Milder illness than bacterial
meningitis. Siblings and other close
contacts of a case need not be
excluded.

MRSA

None

Good hygiene, in particular
handwashing and environmental
cleaning, are important to minimise
spread. Contact your local HPT for
more information.

Mumps*

Five days after onset of swelling

Preventable by vaccination with 2
doses of MMR (see national
schedule @ www.nhs.uk). Promote
MMR for all pupils and staff.

Ringworm

Not usually required

Treatment is needed.

Rubella (German measles)

Four days from onset of rash

Preventable by vaccination with 2
doses of MMR (see national
schedule @ www.nhs.uk). Promote
MMR for all pupils and staff.
Pregnant staff contacts should seek
prompt advice from their GP or
midwife.

Scarlet fever

Exclude until 24hrs of appropriate
antibiotic treatment completed

A person is infectious for 2-3
weeks if antibiotics are not
administered. In the event of two
or more suspected cases, please
contact local health protection.

Scabies

Can return after first treatment

Household and close contacts
require treatment at the same time.

Slapped cheek /Fifth disease/Parvo
virus B19

None (once rash has developed)

Pregnant contacts of case should
consult with their GP or midwife.

Threadworms

None

Treatment recommended for child
& household.

Tonsillitis

None

There are many causes, but most
cases are due to viruses and do not
need an antibiotic treatment.
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Infection

Exclusion period

Comments

Tuberculosis (TB)

Always consult your local HPT
BEFORE disseminating information
to staff/parents/carers

Only pulmonary (lung) TB is
infectious to others. Needs close,
prolonged contact to spread.

Warts and verrucae

None

Verrucae should be covered in
swimming pools, gyms and changing
rooms.

Whooping cough
(pertussis)*

Two days from starting antibiotic
treatment, or 21 days from onset
of symptoms if no antibiotics

Preventable by vaccination. After
treatment, non- infectious coughing
may continue for many weeks.
Your local HPT will organise any
contact tracing.

*denotes a notifiable disease. It is a statutory requirement that doctors report a notifiable disease to
the proper officer of the local authority (usually a consultant in communicable disease control).
Health Protection Agency (2010) Guidance on Infection Control in Schools and other Child
Care Settings. HPA: London.
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Provision of Information and Policies
The following policies are available on the website or on request from the Head’s PA at
headsec@por.gdst.net












Admissions
Anti-bullying
Cyber bullying
E-safety
Behaviour for Learning
Complaints Procedure
Curriculum
English as an Additional Language
Fixed Period and Permanent Exclusions
Learning Difficulties and Disability
Safeguarding

The following full policies are available on request from the Head’s PA at
headsec@por.gdst.net:
 Health and Safety
 First Aid and Medical
The following information is available on the website:
 The results of public examinations
 The latest ISI Inspection report
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