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School Address 

 

Lea Manor High School 

Northwell Drive 

Luton 

LU3 3TL 

 

Telephone: 01582 652600 
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Mission Statement 

 

 

In order to create super learners equipped with the qualifications, 

knowledge, and skills to make lifelong choices we are committed to 

developing the following key skills – the LMHS 5Rs  

 

Resilience 

Responsibility 

Rationality 

Reflection 

Resourcefulness 

 

We are uncompromising in our belief that there are ‘no shortcuts to 

success’ and are dedicated to ensuring the academic, social and 

emotional progress of all our pupils. 
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Welcome to Lea Manor High School – Miss Gibson, Head Teacher 
 

 

 

Dear Parents/Carers and Pupils, 

 

It is a pleasure to welcome all new parents/carers and 

pupils into our school community at this exciting time 

of transition.  

 

As a school, we represent a culture of high aspiration, 

expectation and success. Our aim is to ensure that all 

pupils have access to outstanding teaching and 

learning which will meet their individual needs and 

develop them into life-long learners. Part of our ethos 

is to ensure that all pupils engage in a learning journey 

which will challenge and inspire them, therefore our 

partnership with pupils is highly valued. By sharing 

the same educational goals and working together, we are able to form the foundation needed 

to cultivate the highest levels of achievement for your sons and daughters. 

 

Transition and induction can be difficult times for pupils moving to the next stage in their 

education. Our aim therefore, is to ensure the experience is a positive one for everyone 

involved. We work closely with primary schools in helping new pupils to settle quickly into 

our larger community.  

 

We acknowledge the fact that each pupil is different and some may have additional needs.  

As a result, members of our Inclusion Team work very closely with the primary schools.  

 

This year we have seen the greatest challenge in front of us all as we work together to stay 

safe, well and alert during the Covid-19 pandemic. The feeder primaries have worked 

relentlessly with us to ensure that we have all the correct information to support you all when 

you come up to Lea Manor.  

 

Our staff work collaboratively to help pupils settle into life at Lea Manor High School quickly 

and seamlessly.  

 

We look forward to meeting you soon. 

 

 

Gwyneth Gibson 

Head Teacher 
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1. Transition Contacts  

  

Please do not hesitate to contact the School should you have any questions, concerns or other 

matters over your son / daughter’s transition into our school community.  You can use the 

transition@leamanor.luton.sch.uk email address, which will get your email to the correct 

people.  

  

In response to the current COVID-19 pandemic, parents / carers are asked to use the 

transition email as the primary source of communication. 

  

The School has a Twitter account that can be used to keep up to date with what is going on 

in school.  This will be used to send reminders and key messages on a day to day basis.  The 

address is @leamanorschool - sign up now!  

 

Lea Manor High School also has a Facebook account, which can be found using search 

@leamanorschool or Lea Manor High School 

  

Contact details for key members of transition staff for academic year 2020/2021:  

 

  

Questions / Concerns  

 

Contact Name and Position  

  

  

General transition issues; SEN; primary 

liaison; parent / carer meetings; school 

procedures; school policies  

  

Miss Renee Kunde  – Head Of Year 7   

Ms Emma Lloyd-Hepden – Key Stage 3 Dean 

  

Inclusion  

  

  

Mrs Asma Baig & Miss Helen Currr 

  

Governance; school tours; Headteacher 

appointments  

  

  

Mrs Claire Malcolm– Headteacher’s PA  
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2. The School Leadership Team 

  

The Senior Leadership Team support the Head Teacher in the running of the school. They 

work very closely with the teaching and pastoral staff in overseeing all aspects of your child’s 

pastoral care, wellbeing and academic progress.  

 

The SLT of Lea Manor High School is shown below.  

 

 

 
 

 

 

3. Key Roles  

 

The Role of the Head Of Year – Miss Renee Kunde 

  

 

Each year group is overseen by a Head Of Year. They oversee the work 

of the Learning Family Leads and the Learning Family programme. They 

may also contact parents / carers to celebrate good work/achievement or 

about concerns that may arise. The Head Of Year is also responsible for 

the monitoring of the achievements and progress of the Year group.  
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The Role of the Key Stage Dean – Ms Emma Lloyd-Hepden 

  

The Key Stage Dean ensures that pupils are able to engage fully in their 

learning and to support pupils with their social and emotional well-being. 

They will alert the Head Of Year to any issues or concerns. They may also 

contact parents / carers over any ongoing concerns with a pupil’s welfare.  

 

The Learning Family Leads  

  

At Lea Manor High School we believe that the Learning Family Lead is central to the welfare 

and success of pupils. Learning Family Leads aim to:  

  

Establish rapport:  

It is the role of a Learning Family Lead to get to know pupils and encourage them to 

talk about their ideas and experiences.  The Learning Family Lead will be one of the 

first points of contact with home, to pass on information about your child’s successes 

or if there is cause for concern.  A Learning Family Lead will also encourage tutees to 

take part in the wide range of extracurricular and enrichment activities available.  

  

Monitor progress and encourage achievement:  

The Learning Family Lead will also monitor your child’s progress by liaising with 

subject teachers.  They will report back to you at parent / carers consultation 

evenings, target review days and also prepare written reports at the appropriate time.   

  

Expect and demand high standards of attendance, punctuality and behaviour for 

learning:  

The Learning Family Lead will register your child at the start of every day, and will 

have an overview of your child’s attendance and punctuality. The Learning Family 

Lead will ensure that uniform is worn correctly.   Any behavioural issues will usually 

also be dealt with, in the first instance, by the Learning Family Lead, in consultation 

with the subject teacher, where appropriate.  

  

Make effective use of the Learning Family time:  

Learning Family time gives an opportunity for the form to undertake a programme 

of Personal Social and Health Education (PSHE) that re-enforces the ethos and 

expectations of the school.  The Learning Family Lead will accompany their Learning 

Family in assemblies. 

  

Encourage pupils to take part in the decision making process of the school  

At Lea Manor High School we actively encourage our pupils to contribute to the life 

and work of the school. Pupil Voice are forums provided for pupils for this. Each 

Learning Family will have a representative on the Year Council as part of Pupil Voice. 

Learning Family Representatives are responsible for liaising with Pupil Voice and also 

updating the Learning Family on any important decisions that are made.  
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The Role of the Wellbeing Mentors 

 

Our Wellbeing Mentors provide support and guidance to pupils in all Years who are 

experiencing difficulties in learning due to social, emotional or behavioural problems or other 

issues. Wellbeing Mentors help pupils overcome behavioural, social or emotional problems 

that are affecting their learning. 

 

The Role of the Attendance Officer   

  

Our Attendance Officer’s role is to monitor pupil attendance and punctuality. They will alert 

Heads Of Year and Key Stage Deans and parents / carers to any concerns over attendance 

and punctuality and is the first point of contact with the Attendance Improvement Officer. 

 

 

4. Organisation of the School  
  

Lea Manor High School comprises Faculty Areas, each of which is led by a Lead Practitioner 

or Head Of Faculty and line managed by a member of the senior leadership team.  These 

members of staff are responsible for the academic provision and the support of pupils within 

the Teaching and Learning Area.   

  

The Faculty Areas are:  

▪ English  

▪ Mathematics  

▪ Science  

▪ Performance (Drama; Music) 

▪ PE 

▪ Creative (Technology, Art, Food)  

▪ Humanities (Geography; History; RE; PSHCE)  

▪ Modern Foreign Languages (French; Spanish)  

▪ Business, IT & Media   

     

On entry to the school, Year 7 pupils are arranged into mixed Learning Family groups. These 

groups may be subject to change after the first few weeks of term when we will know more 

about how your child is settling into secondary school. Learning Family groups are organised 

to ensure that pupils have the best opportunity to achieve when in school. Learning Family 

groups are also supported by the Year 7 Head Of Year and Key Stage 3 Dean.   

 

Each Year group also has an allocated Heart Space – this is a large area equipped with desks 

and chairs where pupils can congregate during social times.  

  

Usually you will have most contact with your child's Learning Family Lead and subject 

teachers. The Head Of Year or Key Stage Dean may also contact you over general pastoral 

issues including attendance, punctuality or behaviour. On other occasions, you may be 

contacted by a member of subject staff, or in extremely serious instances an Assistant or 

Deputy Head Teacher or Head Teacher.   

  

Staff at Lea Manor High School are keen to speak to parents/carers to discuss pupil progress 

or issues of concern. Staff may either write, telephone or meet parents/carers (by 
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appointment). If you wish to make an appointment to see a member of staff, please do so 

through the school office.  

 

 

5. The School Curriculum  

 

At Lea Manor High School we understand 

that all learners are different. We designate a 

large proportion of our time to planning for a 

differentiated curriculum, ensuring that every 

pupil has access to a range of challenging and 

exciting lessons.   

 

Our ‘keeping in touch’ meeting will provide 

you with more information regarding the 

different curriculum models and explain how 

we measure progress and support pupils to ensure success at every level.  

 

Pupils are placed into ability sets for the core subjects (English, Maths and Science) however, 

for most foundation subjects, pupils will be in mixed ability classes. Each Faculty will assess 

and respond to the needs of the individuals and ensure there is adequate provision for all 

pupils. 

 

All pupils will learn the following subjects: 

▪ Maths 

▪ English 

▪ Science 

▪ French or Spanish 

▪ Art 

▪ Computing and IT 

▪ Product Design 

▪ PE  

▪ Philosophy and Ethics 

▪ PSHE 

▪ Music 

▪ Drama 

 

To support in the delivery of our curriculum, the School follows a two week timetable 

(alternating Week A and Week B). During each week pupil timetables may be slightly 

different and it is important that they are aware which “week” the school timetable is on. 
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6. Inclusion at Lea Manor High School  

 

Inclusion is a high priority at Lea Manor High School. We are committed to supporting and 

encouraging pupils of all abilities – including those who need extending and challenging and 

those for whom learning might be more difficult.  Our school Inclusion Policy embodies the 

Inclusive Education Strategy and the Code of Practice (Education Act 1993). Fundamental to 

our policy is a good and strong partnership with parents / carers.   

  

Pupils with Special Educational Need  

  

Many pupils at some time during their school life will have an educational need that requires 

support. Pupils will be supported by additional school resources such as support from a 

Learning Support Assistant.  If the needs become more complex an assessment by an outside 

agency such as the Educational Psychology Service might be required so that the School can 

access resources from outside of school to enhance support. If a pupil has an Education 

Health Care Plan (EHCP), the pupil will receive additional support as indicated by the EHCP.   

  

Support in the school includes helping pupils by:  

▪ Some classes will have a Learning Support Assistant (LSA) to support class 

work/activities 

▪ Alternative Curriculum provides intensive literacy and numeracy support for pupils 

who may be struggling to access all areas of the curriculum 

▪ Differentiating (adapting) work so that all pupils can learn and achieve by 

understanding and progressing 

▪ Interventions are planned and delivered to booster literacy and numeracy skills 

where individuals or small groups of pupils may be withdrawn from some lessons  

▪ Creation of a flexible curriculum in all key stages to ensure pupils are challenged and 

can make good progress.  

  

The Government’s guidelines include broad recommendations 

on homework/extended learning for pupils with special 

needs.  Staff at Lea Manor High School will consider the needs 

of individual pupils in their planning of lessons and will work 

with parents and carers to support learning and personal and 

social development.  

  

More Able Pupils  

  

It is widely recognised that pupils learn and develop at 

different rates.  Lea Manor High School acknowledges this fact 

by providing for those pupils identified as more able or ‘higher 

attaining’.   Special classroom activities extend and challenge 

these pupils.  They may also be included in workshops, visits 

and other activities.   
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7. Extended Learning at Home and Outside School  

 

Government guidelines on extended learning give a broad indication of the types of activities 

and how much time pupils of different ages might reasonably be expected to spend on 

extended learning (homework).   

  

Years 7 & 8  30 minutes per subject per week  

Year 9  45 minutes per subject per week  

Years 10 & 11  60 minutes per subject per week  

 

However, the guidelines emphasise that it is more important that extended learning helps 

your child to learn than whether it takes a certain amount of time. Therefore as a school we 

have adopted an extended learning timetable that will incorporate both investigative work 

and follow-up activities from class work. Extended learning is under constant review to 

ensure that it is manageable, varied and challenging for pupils.   

  

It is very important to contact your child's Learning Family Lead if your child:  

▪ Does not appear to have extended learning on a regular basis 

▪ Is spending very little time completing extended learning  

▪ Is spending a great deal of time completing extended learning  

  

Extended Learning at Lea Manor High School 

 

At Lea Manor High School, we believe that extended learning plays an important part in our 

pupils’ learning. Extended learning offers pupils opportunities to work independently of 

their teachers. It encourages pupils to explore sources of information which may not be 

accessible to them in the classroom such as interviewing an adult other than a teacher, or it 

may require them to visit the library in their own time. The majority of extended learning 

tasks will require pupils to practise and develop the skills learnt in lessons and can also be 

used to encourage them to carry out some research prior to starting a new project or unit of 

work.  

  

Go4Schools 

 

All pupils and parents/carers will have a password to log into Go4Schools.  This is a multi-

use online platform that is used by teachers to set homework and track progress.  Pupils can 

access the program from any PC/electronic device with internet access to get their homework 

and any resources they need.   Parents/carers can log on to the program to check what has 

been set and if the work has been given in to the teacher.  
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What Can I Do To Support My Child’s Learning?  

 

▪ Use Go4Schools to check the extended learning that has been set for your child and 

that it has been submitted by your child 

▪ Give your child confidence through lots of praise and encouragement  

▪ Encourage your child to always have a reading book - possibly reading for a short time 

before going to sleep each night  

▪ Read to, and with, your child as much as possible  

▪ Encourage your child to observe and talk about their surroundings  

▪ Make use of your local library  

▪ Visit museums and places you think your child might find interesting and talk about 

what they see  

▪ If your child is watching TV, encourage them to watch factual programmes and watch 

it too.  Sometimes talking about what they have seen will help children to understand 

and remember more about the programmes and to question what they have seen  

▪ Try and set time aside to do extended learning activities each day.  Try to provide a 

reasonably quiet place for your child to do homework/extended learning  

▪ Encourage your child to talk about the extended learning with you  

▪ Encourage them to use home computers to word process work and the internet for 

research and revision activities. The school website can also be accessed for additional 

curriculum information.  

  

 

8. Attendance and Punctuality  
  

Attendance and Achieve 

  

Pupils are expected to attend school every day.  Only genuine illness should prevent a pupil 

from being at school.  Notes should be brought to explain clearly the absence on the day the 

pupil returns to school. It is helpful if a parent / carer can ring the school when a pupil is not 

going to be attending school that day explaining the reason for non-attendance.  

  

If your child is unwell, please telephone the school on 01582 652600 and select option 1. Please 

call before 8:30am.  It is important that we know of all unexplained absences in order to 

prevent follow up procedures from our Attendance Officer. Following an absence, a letter is 

required from you to inform the school of the reason for the absence.  If your child is absent 

for a longer period of time, the Key Stage Dean or Attendance Officer will contact you to 

discuss the situation and support, where possible. 

 

Absence Line: 01582 652600 (24 hour answer phone) 

 

Absence email: attendance@leamanor.luton.sch.uk 

 

 

Lea Manor High School expects a minimum standard of at least 97% attendance. Levels of 

poor attendance and/or punctuality will affect progress and learning and will result in your 

child having to be referred to the Attendance Improvement Officer. Please note the School 

does support use of legal processes to support excellent attendance where this is necessary.  
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Please note that the taking of holidays during school terms will not be authorised, and that 

appointments with dentist and doctor should always be made outside school time.  

  

Truancy (i.e. anytime when a pupil is not in school or the correct lesson without 

authorisation) is taken extremely seriously at Lea Manor High School. This is monitored on 

an hourly basis through our electronic registration system. ‘Truancy call’ is part of this system 

whereby parents / carers are automatically alerted if, following morning registration, a pupil 

is absent from any lesson. Any pupil who does truant from school can expect to receive a 

sanction.  

  

Punctuality  

  

Pupils are expected to be on time for school and to arrive punctually for lessons. We expect 

all of our pupils to be on the school site by 8.20am each morning.   

  

  

9. Expectations of Pupils  

  

At Lea Manor High School High School, the whole community - pupils, parents/carers, staff, 

governors and partner organisations - are committed to high standards of presentation, 

conduct and behaviour for learning.   

  

Our Behaviour Policy supports all members of 

the school community in achieving the highest 

possible standards of behaviour for learning 

within our school ethos. It also encourages high 

quality, strong relationships so that teaching 

and learning can be effective and achievement 

and progress optimised in a safe, calm and 

positive teaching and learning environment.  

  

Excellent standards of behaviour are crucial to a 

pupil maximising their attainment and 

progress. The school works to provide 

opportunities to allow pupil behaviour to be 

positively managed through the provision of 

clear boundaries and the consistent application 

of expectations and supporting action. A strong 

partnership must be built between the 

parents/carers and staff, pupils and other 

appropriate support agencies to establish 

common expectations and shared practice 

regarding pupil behaviour for learning.  

  

At Lea Manor High School Behaviour for Learning is about the creation of an environment 

where every member of the learning community demonstrates a positive and proactive 

attitude to learning. It applies as much to staff and their relationship with pupils as much as 

it applies to the pupils themselves.   
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The Principles of Excellent Behaviour for Learning  

  

Excellent behaviour for learning is:  

▪ First of all in accordance with the law  

▪ Built on the 5Rs of resilience, responsibility, rationality, reflection and resourcefulness 

▪ Based on the school code of conduct and core ethos  

▪ Essential if pupils are to get the best out of their teaching and learning  

▪ That which makes effective teaching and learning possible for all pupils and staff  

▪ Essential for raising  achievement and maintaining high levels of performance   

▪ That which complies with the school’s policies and in particular with the behaviour, 

anti-bullying and inclusion policies   

▪ Habit forming, and these habits are developed through a commitment by all members 

of the school community together  

▪ That which demonstrates respect for self and those who teach and support pupils  

 

Excellent behaviour for learning is evident through:  

▪ Attending school regularly and arriving to lessons on time   

▪ Demonstrating a positive attitude to learning  

▪ Wearing the correct uniform  

▪ Being ready to learn with the correct books and equipment  

▪ An active engagement in the lesson  

▪ Using positive and appropriate language at all times  

▪ Building positive relationships with both teachers and peers   

▪ Completing work/tasks set including extended learning/homework  

▪ Working to the best of ability at all times, trying hard and never giving up  

▪ Treating adults and peers with respect  

▪ Respecting resources and the learning environment  

▪ Proactively supporting the learning and wellbeing of others  

▪ Cooperating with staff and following instructions promptly  

  

 Roles and Responsibilities of Pupils  

 

All pupils are expected to demonstrate our 5Rs in their everyday behaviour - Resilience, 

Responsibility, Rationality, Reflection and Resourcefulness.  

 

Pupils are expected to attend school regularly and act at all times and in all places with care 

for the safety and wellbeing of all members of the school community. This means showing 

respect for the rights of others, developing self-awareness, accepting responsibility for 

personal behaviour and supporting the establishment of an effective environment for 

learning throughout the school by following the school Code of Conduct.  

  

All pupils have a responsibility to help in shaping and promoting a positive ethos and 

supporting staff and other pupils. This could be by being involved in the Pupil Voice as well 

as reporting incidents of bullying or other misbehaviour.  

  

All pupils have a duty to value their own ability and seek to take full advantage of the 

opportunities afforded by the school to develop as a responsible member of the community.  
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Rewards and Sanctions  

 

We use a 5 stage approach that recognises excellent behaviour through the awarding of 

Reward Logs (R points) whilst also recording where expected standards are not met through 

Consequence Logs (C points). These logs each carry points, and pupil behaviour is tracked 

and monitored using this numerical system. A summary of this is shown below: 
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Rewards   

 

Rewards are recorded as achievement logs. In addition to the SIMS log, other examples 

include:  

 Private words of praise/public praise  

 Year Lead Choice in Assemblies 

 Letters to pupil and parents/carers  

 Display of good work or achievement  

 Certificates  

 Praise postcards  

 Head Teacher’s lunch/tea  

 Selection to represent the school/participate in special events/ represent Pupil Voice  

 Recognition at termly Achievement Assemblies or Annual Prize Giving  

  

Sanctions  

 

Sanctions are recorded as Consequence logs. More serious offences (C3 – C5), or offences that 

occur outside of the classroom, are also recorded using the school Yellow Slip system.  

  

Pupils are encouraged to accept responsibility in managing their own behaviours. This 

empowers them to manage the consequences of their actions.  

  

Restorative Conversations 

 

Restorative Conversations are expected to occur between pupils and class teachers as an 

opportunity to discuss any incidents of repeated low level disruption to behaviour for 

learning. These should take place on the day of any incident at a time decided upon by the 

class teacher. In keeping with the ethos of our 5Rs, these conversations provide an opportunity 

for pupils to reflect on actions and work out how they may respond more positively in future. 

Apologies and accepting responsibility are part of resolution.  

  

Incident Reports 

 

Classroom incidents of a more serious nature, or incidents that occur outside of the classroom, 

are recorded on an Incident Report. These incidents are passed to the Head Of Faculty in 

which the incident occurs (for classroom incidents) or the Head Of Year of the pupil(s) 

involved, (for incidents outside of class) for investigation in the first instance. The Head Of 

Faculty / Year may then refer to the Senior Leadership Team line manager for further 

guidance.  

  

Detentions  

 

Daily after school detentions will be issued for the same day an incident occurs.  

  

Pupils will be expected to attend the detention on time, equipped with a pen / pencil. Pupils 

are expected to complete the set tasks in silence and will be dismissed following completion 

of the set detention. Failure to attend a detention will result in an escalation of sanctions.  
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For more serious incidents pupils may receive an SLT detention following an incident. These 

detentions are managed by SLT.  

  

Isolation  

 

Isolation is when pupils are withdrawn from their timetabled lessons and social times within 

school. They are supervised through the day in a designated room/area.  

  

Isolations are can be issued for:  

▪ Failure to attend an after school detention  

▪ As a possible sanction following an incident recorded on a Incident Slip  

▪ As a ‘time out’ following an incident within school or whilst  an incident is being  

investigated  

▪ Failure to comply with the Behaviour or Uniform Policy  

▪ As part of a reintegration following a Fixed Term Exclusion  

▪ Any other incident at the discretion of SLT  

  

Fixed Term and Permanent Exclusions  

 

The school operates a zero tolerance approach to bullying, racism, use of violence and 

weapons, drugs and any activity that is deemed to compromise the health and safety of 

pupils, staff or other members of the community.  

  

The full range of sanctions will be used as appropriate. This will include consideration of 

permanent exclusion for the most serious or repeated offences.  
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10. The School Day 

 

Lea Manor High School is a learning community where enrichment and learning 

opportunities are available to all pupils from the start of the extended school day at 7.30am 

and continuing after timetabled lessons until 5.00pm.  All pupils are encouraged to 

participate in the extended curriculum that the school offers.  The formal school day, when 

all pupils are expected to remain on the school site, runs from 8.15am until 3.10pm.  

  

Pupils have five lessons during the day.  Each lesson is one hour long and lunch times are 35 

minutes.  Additional enrichment activities run throughout the day.  

  

All pupils are expected to be in school by 8.15am every morning to arrive at lessons on time.  

  

Enrichment Activities / Breakfast  7.30 – 8.15am  

Learning Family Time/Assembly  8.20 – 8.50am  

Lesson 1  8.50 - 9.50am  

Lesson 2  9.50 – 10.50am  

Lunch 1 10.50 – 11.25am  

Lesson 3  11.25 – 12.25pm  

Lesson 4  12.25 – 1.25pm  

Lunch 2 1.25 – 2.00pm  

Lesson 5  2.00 – 3.00pm  

Super Learning Clubs  3.00 – 4.00pm  

  

Learning Family Time 

 

Learning Family Time is an opportunity for pupils to touch base with their key member of 

staff to set high expectations for the day. It is an opportunity for them to discuss matters 

relating to school life such as coping with transition, navigating school procedures and 

policies, exploring how to live our school mission and friendship groups as well as an 

opportunity to discuss wider pastoral issues. 

 

Pupils meet with their Learning Family every day for 20 minutes at the start of the day. Each 

week has a different theme, which allows them to explore current affairs, language and 

literacy as well as discussing attendance and achievement points. Within this time, there will 

also be a weekly assembly, which is led by their Head of Year. 

 

The Learning Lead is the first port of call for all parents and carers to contact with any queries 

relating to the School. 
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11. Lea Manor High School Uniform & Equipment  

 

At Lea Manor High School we believe that 

pupils achieve best in an inclusive, 

purposeful and educationally challenging 

school. Teaching and learning are of prime 

importance. However, attitudes to 

education and the promotion of a 

structured learning environment are vital. 

School uniform support the development 

of a positive approach to learning. Time 

spent addressing issues related to 

standards of personal presentation 

distracts from teaching and learning time.  

 

In keeping with our ethos, school policies 

allow for pupils to learn about the 

importance of personal presentation. 

However, persistently not wearing 

uniform correctly or not upholding high 

standards of personal presentation will be considered a serious matter and be dealt with 

using the full range of sanctions.   

 

Prestige is our uniform supplier and uniform can be purchased both in store and online (other 

outlets do not provide the correct uniform, please do not purchase from them).   

 

Prestige can be contacted at: 

 

Prestige Design and Workwear Ltd 

 

Unit 2, Faldo Road, Barton Industrial Estate, MK45 4RP - 01582 883222 

 

Email: Sales@prestigedesignww.co.uk 

 

Expectations  

 

There is a clear expectation that all pupils will have the highest standards of personal 

presentation and they will wear their uniform with pride. It must be worn correctly and in 

full for the journey to and from school and throughout the school day.  From time to time 

there will be special school events and activities when it will be a requirement for pupils to 

wear uniform e.g. Evening events.  

  

When in uniform pupils are seen as ambassadors of the school and are expected to follow the 

school Code of Conduct at all times.  

  

mailto:Sales@prestigedesignww.co.uk
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Uniform and Personal Presentation Requirements  
 

Girls Boys 

▪ A plain grey school blazer with a purple 

trim and school logo  

▪ Pleated knee length grey skirt or smart 

grey trousers  

▪ Plain white revere blouse 

▪ The shirt should be tucked in at the 

waist at ALL times 

▪ School jumper including school logo 

▪ Black leather low-heeled shoes of a 

comfortable, strong design.  

▪ During the summer term, pupils can 

choose not to wear their school jumper.  

White shirt, and blazer must be worn. 

▪ Plain black ankle socks or tights. 

 

▪ A plain, grey school blazer with a 

purple trim including school logo 

▪ Smart grey trousers 

▪ Plain white shirt with a collar, suitable 

for wearing with a school tie  

▪ The shirt should be tucked in at the 

waist at ALL times 

▪ The school jumper including school 

logo 

▪ Black shoes of a comfortable, strong 

design, which will be safe in practical 

lessons. 

▪ Plain black socks. 

 

Bags Year 7 will receive a Lea Manor High School bag, with the School Logo on this, 

and this is to be used at all times. 

PE Kit ▪ LMHS  T-shirt 

▪ LMHS shorts or LMHS black trousers 

▪ LMHS Jacket 

▪ A pair of Socks 

▪ Trainers and moulded Boots 

Please note that, firm ground moulded boots NOT astro trainers are required as 

well as normal PE Trainers 

Hats 

 

 

Hats, caps, hoods, headbands or any other type of head cover are not allowed to 

be worn on the school grounds at any time. This includes the Recreational Centre 

during school hours. The school PE kit, worn during PE lessons, is the only 

exception.  

Religious 

observance 

 

Girls who wish to wear headscarves may do so as long as these conform to the 

following requirements: 

 

▪ The fabric should be lightweight and grey or black. The headscarves should 

be folded under the chin, taken round to the back of the neck and the ends 

tucked in. 

 

Jewellery 

 

▪ A watch. 

▪ One small, plain ring. 

▪ One nose stud. 

▪ One bracelet or charity wristband per wrist. 

▪ One small, plain stud earring in each ear lobe.  No other earring style is 

permitted; this includes stretchers and bars. 

▪ No body piercings are permitted; this includes areas of the body that 

cannot be seen.   

▪ One simple chain that must be worn inside the shirt/blouse and not visible. 

No other facial studs or jewellery are permitted throughout your time at Lea 

Manor. 
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Equipment 

 

All pupils are expected to come to school fully equipped for learning. This includes ensuring 

that they have 

▪ A compulsory school logo bag (provided for all Year 7 pupils) 

▪ Pens including a green pen for peer and self-assessment, pencils, ruler, pencil 

sharpener and calculator 

▪ Pupil Learning Diary (provided for all Year 7 pupils) - this must be carried at all times 

and is used to record homework and other information.  Teachers and Learning leads 

use this to communicate with home 

▪ A reading book 

▪ PE kit on the day of PE 

▪ Other resources required – such as cooking ingredients 

 

The following items are not required for school: 

 

▪ Jewellery, apart from a watch and small stud earrings, which must be removed for PE.   

▪ Chewing gum 

▪ Bottles of ink 

▪ Tippex 

▪ Felt pens 

▪ Drinks in glass containers 

▪ Fizzy drinks 

▪ Aerosol cans 

▪ Nuts 

 

We really do advise that uniform and equipment is prepared the night before.  This reduces 

stress and avoids last minute panic. 

 

Here are some tips for success: 

 

▪ Ensure bag is packed the night before 

▪ Ensure that your child arrives on time 

▪ School finishes at 3pm but there are lots of Super Learning Clubs to join and we really 

recommend that pupils try as many as possible 
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12. School Meals  

  

The school dining room offers a wide, healthy and nutritious menu. This very much reflects 

recent changes in Government Legislation, as we strive to ensure that pupils are provided 

with a balanced diet.  

  

A variety of ‘healthy option’ snacks are served such as cereal bars, sandwiches, wraps, pitta 

breads and paninis. Main meals include a number of rice, pasta or jacket potato options, fresh 

vegetables, fresh meat and a vegetarian choice. The menu is complemented with a daily 

selection of flavoured waters or ‘smoothies’.   

  

Cereal or a continental style breakfast is also available between 7.30am and 8.15am.  

  

We very much encourage all our pupils to take a school lunch as this forms not only part of 

a healthy lifestyle, but also contributes to increased levels of awareness and concentration 

throughout the day.  

  

Pupils with packed lunches will eat these in the dining room.  

 

All pupils are expected to remain on the school site during lunch times.   

 

Parent Pay 

 

We offer an online payment site, allowing you to make secure payments to the school using 

credit or debit cards, via the internet.  Parents / Carers can also pay for school trips and school 

meals directly through our website. This payment method is immediate and is secure. 

 

Access is made through an individual User ID and a Password, details of which will also be 

given to you once your child starts at the school. 

 

Free School Meals 

 

Free school meals are available for families who have applied for them and who are eligible.  

It is important to register for free school meals if eligible, as this allows the School to access 

additional funding that we can use to support your child.  

  

Please contact Luton Local Authority or the Lea Manor High School Student Services Office 

for further information.  
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13. Super Learning Clubs and Enrichment  

 

Super Learner Clubs 

 

It has been proven that attending a wide range of clubs and activities allows learners to 

become more successful in their academic study, they achieve better grades.  

 

At Lea Manor we are proud to offer our learners a wide range of Super Learner Clubs that 

they can access each week.  Attendance at these clubs will help pupils become Super Learners 

as they experience a wide range of activities enhancing their knowledge base and skills in 

many different contexts.  

 

The clubs have been designed to develop our ‘5R’ skills of being Rational, Reflective, Resilient, 

Resourceful and Responsible. 

 

During the first term all pupils will be given the information of all the clubs that they can sign 

up to. Typically the clubs run on a Monday, Tuesday and Wednesday.  

 

Sport  

 

 The School is proud of its success in many 

areas of sport including basketball, 

football, netball, athletics, rounders and 

dance. In recent years the sports teams and 

individual sportsmen and women of Lea 

Manor have been very successful and 

participated in many competitions. We are 

looking forward to new talent joining our 

teams and ask parents / carers to 

encourage pupils to join clubs and sports 

activities.  

  

 

Performing Arts  

  

Music, Art, Dance and Drama are very important to us at Lea Manor. We offer our pupils as 

many opportunities as possible to perform in a variety of productions, concerts and 

workshops. Subject areas work closely together to produce annual productions that involve 

pupils from all year groups. Trips are also made to theatres in the West End in addition to 

theatrical companies giving performances at the School.  

  

Visits also take place to art galleries and other major landmark buildings and exhibitions.   

  

Educational Visits  

  

Educational visits are a regular part of school life at Lea Manor.  All pupils are encouraged to 

participate and some trips are essential for the completion of fieldwork or coursework.  
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We believe that enrichment of the curriculum is of great importance and provide enduring, 

memorable learning experiences for our pupils that have a real impact on their classroom 

learning.   

  

All trips are planned carefully with due regard to risk assessment and a concern for the 

pupils’ safety. We have extensive expertise in planning and use reputable companies for 

peace of mind.  

  

Participation on these trips is, however, seen as a reward for pupils, not a right. Any pupil 

who is unable to display appropriate levels of commitment and behaviour within school will 

not be allowed to accompany any off site visit.  

  

  

14. Charging and Remission Policy  
 

Off-site activities, wherever possible, will be offered to all pupils in an age group or subject 

area. Education law with respect to “Charging for School Activities” does mean that:  

  

▪ Voluntary contributions towards the cost of trips will be requested for activities that 

are essential for delivery of the curriculum  

▪ No pupil will be denied access to a curriculum related visit on the basis of being unable 

or unwilling to make a monetary contribution  

  

Where a cost is involved or a trip takes place outside the school day, letters are used to inform 

parents / carers  about school visits, the educational aims of the visit, how it relates to the 

school’s curriculum and the work that will be undertaken by the pupils.  

  

We have to ascertain numbers who will participate and the level of financial contributions, 

which will be forthcoming, before we can confirm that a visit will take place.  

  

If a parent / carer would like to discuss issues relating to costs or any aspect of finance, this 

can be done in confidence with the School Finance Officer. The School will use Pupil Premium 

Grant to assist pupils where families meet certain criteria and are unable to meet the full cost 

of educational visits.  

  

 

15. Communication with Parents and Carers  

  

As a school, we aim to establish a partnership with parents / carers and other family 

members, so that we are able to work together to ensure that all our pupils enjoy school and 

achieve success.  

  

Our principle method of communication is via email.  We will also use text to communicate 

with parents / carers.  Please ensure that the school office has an up to date email address, 

mobile phone number and home/work contact information for the person(s) with parental 

responsibility to support our home school communication and safeguarding protocols.  
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In order to achieve this, we will aim to:  

  

▪ Keep parents/carers fully informed about the school, via a detailed prospectus, 

curriculum booklets, newsletters, and the school website. In addition, we will hold 

events such as consultation evenings, curriculum evenings, drama, music and sports 

events which increase your knowledge of the School 

▪ Continually review our system of reporting to parent / carers to ensure that the 

format, organisation and information conveyed, is accessible and useful 

▪ Hold regular opportunities where parents / carers are made to feel welcome and 

where they can discuss their child’s progress with their form tutor 

▪ Involve parents / carers in awards evenings and other school activities 

▪ Carry out regular reviews of school policies about which parent/carer comment is 

welcome 

▪ Seek the views of parents / carers about the strengths and areas for development of 

the school throughout the year 

▪ Ensure that teachers and support staff, especially Learning Family Leads, maintain 

regular ongoing contact with families about the positive aspects of their child’s work 

and behaviour, as well as communicating areas of concern, at an early stage. This 

contact will take place by telephone, letter, email or text.  

  

Parent / Carer Complaints  

  

Parent / carers and the school wish to do their best for each and every child in their care. The 

responsibilities and rights of parent / carers, teachers and governing bodies relate to each 

other to fulfil this purpose.  

  

There may be occasions when a parent / carer may be unsatisfied with an aspect of our work 

and we would appreciate knowing about these concerns as early as possible. The School has 

a complaints and conciliation procedure but has an excellent record of resolving issues on the 

rare occasion they occur before the procedures have to be used. The purpose of the complaints 

and conciliation procedure is to reinforce the partnership between the school and parent / 

carers by setting out a common framework for dealing with concerns and complaints that 

parent / carers may have with regard to their child’s education at school.   

    

The overall responsibility for the school rests with the governing body. The specific 

responsibility for the organisation and strategic leadership and management of the school 

rests with the Head Teacher. The Governors and the Head Teacher recognise that the 

partnership between the school and parent / carers, which is based on mutual trust and 

respect, plays an essential part in building an effective school.   

  

The school hopes it can resolve any concerns that parent / carers might have. Please help us 

to help you and your child by contacting us as early as possible if you have a concern.  

 

How to Raise and Respond to a Concern  

  

If you, as a parent / carer, are unhappy about something in the school, you should in the first 

place, talk with the subject teacher concerned or your son / daughter’s Learning Family Lead 

and say briefly what it is about. If time is required to ascertain the issue, an appointment will 

be arranged as soon as possible. This will give staff an opportunity to explore the matter 
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before the meeting or to involve other staff concerned with the issue, if appropriate. Parents 

/ carers must not approach pupils and are asked not to involve other parents/carers in issues 

that you may wish to raise with the school.  

  

If you have been unable to resolve your concern by speaking to the class teacher / Learning 

Family Lead, or consider the matter urgent/serious, please contact the Head of Faculty (for 

subject lessons) or Head Of Year. You may like to bring a relative with you when attending 

meetings or interviews in school if this is helpful.  

  

Please note that staff will be unable to see any parent / carer who does not have a pre-

arranged appointment. 

  

16. School Travel Advice  
 

Lea Manor encourages those travelling to and from the school site to use environmentally 

friendly modes of transport and to be aware of the needs of those living in the immediate 

vicinity of the school.  We believe that this contributes to the health, safety and development 

independence of our pupils and good relationships with our neighbours.  

  

This commitment to actively promoting safe and sustainable modes of travel and maximising 

the opportunities for our community to adopt healthy lifestyles, underpins our ethos in that 

pupils must act in an environmentally responsible manner. 

  

All parents / carers are advised and encouraged to ensure that their child travels safely by 

their chosen mode to and from school.   

  

When advising parents / carers and pupils on travel to and from school, the following points 

are taken into consideration:  

 

▪ Safety remains the highest priority 

▪ Pupils walking/cycling to school should use designated paths  

▪ Any pupil who chooses to cycle to school should wear a cycle helmet at all times on 

their journey to and from school, and ensure their cycle is locked securely in the 

appropriate bike racks on the school site 

▪ All members of the local community working in the school need to be made aware of 

the need to use safe travel routes, and where possible to use sustainable methods of 

travel 

▪ Car drivers are advised and regularly reminded of the school location and 

arrangements for the safe drop off/pick up 
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17. Frequently Asked Questions  

 

How do I find out about school policies? 

Guidelines and frameworks regarding the school rules and regulations can be found on the 

school website. For further information, please contact the school directly 

 

Will the pupils be taught in ability sets? 

Pupils will be taught in ability sets for the core subjects: English, Maths and Science. 

 

How do I find out about uniform? 

Uniform guidelines can be found in the parent handbook and all items of uniform can be 

bought through Prestige. For all other enquiries, please contact the Head Of Year. 

 

What happens if my child is late or needs to leave school for an appointment? 

Pupils are required to be in their Learning Family Rooms for 8:20am. If a pupil arrives after 

8:20am, they will be issued with a late slip and a follow up detention. They must sign in at 

reception and go straight to their Learning Family or lesson. If your child needs to leave for a 

doctors/ dentist appointment, you will be required to write a note or contact the school office. 

Your child will need to sign out and back in on their return. 

 

What if my child has special educational needs?  

A great deal of specialist help and support is available through the Learning Support Team. 

Please make an appointment if your child has specific needs.   

  

Where can I find help if my child has health or social problems at school?  

Lea Manor High School is about much more than learning:  it’s about your child growing up 

and becoming confident.  We have many support mechanisms in school, including your 

child’s Learning Family Lead, Year Lead and Key Stage Dean. In the first instance contact 

your child’s Learning Family Lead.  

  

I see there are tips in this handbook for helping my child, but I don’t have time to do them 

all – will my child be behind?  

No.  The tips in this handbook are there for you to help your child as they plan their extended 

learning or coursework. We also strongly encourage our pupils to take responsibility for their 

own learning. The best way is to show an interest in what your child is learning in school and 

attend meetings and events at the school.  

  

My child seems to have difficulty keeping up at school and finds the work difficult to do?  

Talk regularly to your child’s teachers. Contact the school to speak to your child’s teacher at 

any time.  Find out more about what they are doing at school and ask the teacher what your 

child could do at home to help them with their learning. The Curriculum Booklet and website 

is a good source of advice.  

  

My child just wants to watch television instead of doing homework.  Help!  

Television can encourage learning if chosen carefully.  For example, some wildlife 

programmes are excellent for explaining important modules in Science and Humanities. 

However, extended learning is important and sometimes it may be demanding.  Try to 

establish TV as a reward for completing work/learning. On many occasions, it may be best 

simply to turn the TV off and give your child both encouragement and support when they 
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are not motivated. Please contact the school if you have ongoing concerns about 

homework/extended learning so that we can support you and your son/daughter. Getting 

into good study habits early is really helpful.  

  

What about sex education?  

Sex education is taught through PSHCE as well as through the curriculum in Science. You 

have the right to withdraw your child from lessons dealing with aspects of sex education that 

are not in the National Curriculum. Please contact the Key Stage 3 Dean in writing should 

you wish to discuss this matter further.  

  

Can my child bring a mobile phone to school?  

Pupils can bring phones in but the phone should not be seen or heard ringing.  Pupils who 

are caught using their mobile phone will be expected to hand it over to the staff member.  

Confiscated mobile phones can be collected from school reception at 3:15pm. Lea Manor does 

not take any responsibility for mobile phones which go missing in school.  

 

 


