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Breakfast: 7.30 – 8.15am
All students are encouraged to start the day with breakfast 
as part of our healthy eating scheme.

Lesson 1: 8.15 – 9.15am
Students begin the day with their first lesson promptly at 
8.15am whilst their minds are most active. Registers are taken 
at the start of every lesson.

Lesson 2: 9.15 – 10.15am

Personalised Learning (+ break): 10.15 – 11.00am
Personalised Learning takes place during the daily meeting 
of mixed age Academic Tutor Groups. During this session 
students participate in: project work, target setting, paired 
reading, etc. House assemblies also take place during this 
time on a three day rota.

Lesson 3: 11.00 – 12.00 midday

Lesson 4: 1. 12.00pm  2. 12.30pm  3. 1.00pm
During lesson 4 students will have a half hour lunch break 
(see above). The three sessions for lunch ensure that the  
Café is never over-crowded. High quality, healthy and 
nutritional hot and cold dishes and snacks are prepared by 
our in-house chef.

Lesson 5: 2.30 – 3.30pm

Curriculum Enrichment: 2.30 - 3.30pm 
A wide range of activities are offered to suit the needs and 
interest of all students.

School Terms, Holidays and Closures
Terms dates, Bank and public holidays, and information on 
school closures.

Times & Dates

Autumn Term 2013

Wednesday 4th September 2013
Term starts 
INSET Day 1

Thursday 5th September 2013 
INSET Day 2

Friday 25th October 2013 
INSET Day 3

28th October – 1st November 2013
Half Term

Friday 20th December 2013
Term ends

Spring Term 2014
Monday 6th January 2014
Term starts
INSET Day 4

17th – 21st February 2014 
Half Term

Friday 4th April 2014
Term ends 
INSET day 5

Summer Term 2014
Tuesday 22nd April 2014 
Term starts

26th – 30th May 2014
Half Term

Friday 18th July 2014 
Term ends 

Bank Holidays 2013-14
25th December 2013, Christmas Day
26th December 2013, Boxing Day
1st January 2014, New Year’s Day
18th April 2014, Good Friday 
21st April 2014, Easter Monday
5th May 2014, May Day
26th May 2014, Spring Bank Holiday
25th August 2014, Summer Bank Holiday
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Looked After Children
Children in public care (children who are in the care 
or interim care of a local authority pursuant to S31 
& 38 of the Children Act 1989, or children who are 
accommodated by a local authority, pursuant to 
S20 of the Children Act 1989).

Boarding
Seven places will be allocated to students who  
wish to board. They must be deemed as suitable  
for boarding.

Siblings
Applicants whose siblings currently attend The 
Academy and who will be attending The Academy 
on the date of admission.

Distance
Applicants living nearest The Academy based on 
distance from home to The Academy, measured 
on a straight line in accordance with the LA’s 
standard method of calculation. This distance will 
be measured from the front door of the home 
address to the nearest entrance to The Academy as 
designated by the Governing Body.

Aptitude
10% of applicants in the relevant age group each year 
will be admitted by reference to aptitude in sport.

Note
Additional information which must be sent to The Academy 
by midday on 11th October: a completed Harefield Academy 
Additional Information Form. This form is available from  
The Academy if you wish your child’s sporting abilities to  
be considered.

Admission to Year 12
Application forms are available from and returnable 
to The Harefield Academy.

The Harefield Academy has a policy of open 
enrolment into the Sixth Form.  The number of 
places available for external students (i.e. those 
who have not been Academy students in Year 11) 
is dependent on the number of Year 11 Harefield 
Academy students wishing to continue into Year 12.  
Our numbers within each subject are constrained 
by physical accommodation and facilities.

A place in the Sixth Form would not be offered if it 
was considered that the admission of the applicant 
would have an adverse effect upon the provision of 
efficient education for other students in the group. 
If a place was refused the applicant’s family would 
have the right of appeal to an independent panel.

Oversubscription will be determined by two criteria:

1. Students for whom places on appropriate 
courses are available

2. In order of GCSE points scores

Entry Requirements
A Levels 

Students must have achieved a minimum of  
8 A* – C GCSE grades including Maths and English, 
and a minimum of a grade B for specific A Level 
courses. Mathematics and Sciences usually require 
a minimum of an A grade at GCSE.

Level 3 BTEC

Students must have achieved a minimum of  
6 A* – C GCSE grades including Maths and English 
to study on a Level 3 BTEC award.

After the admission of students with Statements of Special Educational Needs 
where The Harefield Academy is named on the Statement, the criteria will be 
applied in the order in which they are set out below:

Admission Criteria
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Attendance, Timekeeping  
& Punctuality
Good attendance and punctuality must be 
maintained throughout the school career of each 
student in order for them to develop their full 
education potential. It is vital for their ultimate 
success. The government gives 95% as a guideline 
for good attendance. Systems are organised 
to support students to achieve and maintain 
consistently good attendance and punctuality.

• 95%-100% the percentage expected – a high 
standard that allows continuity of work and 
maximum progress

• 92%-94% nearing an acceptable standard.

• Less than 92% a cause of concern; this low 
percentage will adversely affect progress. 
Letters will be sent to parents/carers. Parents 
will be invited to meetings to discuss the issues. 
The student and family may be identified to the 
Educational Welfare Service. A similar pattern 
is followed where punctuality to school is 
persistently poor.

Procedures to notify absence
If a child is unable to attend school, a parent/carer 
must telephone The Academy by 8.15am.  This 
should be repeated each day of absence. When 
the student returns to The Academy a written 
explanation signed by a parent/carer is required.

The Academy operated an automated Truancy 
Notification system in case of absence without 
explanation.

All students must be in The Academy and waiting 
outside their first lesson by 8.10am. If a student 
is late a detention of half an hour will be given. 
The parent will be notified during the day of the 
late arrival. Persistent lateness may be dealt with 
by detention on the day and/or involve a parental 
meeting to resolve the issue. Students who, for 
unavoidable reasons, have to take time out of The 
Academy are given support so that they do not get 
behind with school work.

Term Time Exceptional Leave Request
Recent Government instructions state that no 
holidays or extended exceptional leave will be 
authorised during term time. Parents are expected 
to book holidays during the school holidays. We 
work closely with the Educational Welfare Service 
to enforce this and fines may result.  Where 
there are truly exceptional circumstances an 
explanatory letter must be sent to the Principal. 
Whilst authorisation is not possible referral on 
to the Educational Welfare Service may not be 
automatic.

Attendance



The Academy ‘Student Code of Conduct’
• All students are determined to achieve to the 

best of their ability in everything they do

• All students aim for 100% attendance and 
always arrive both to The Academy and all 
lessons, punctually

• All students respect others and their belongings 
including Academy buildings, which they will 
keep tidy and free from vandalism at all times

• All students aim for excellence by;

 • always working to the best of their ability

 • always wearing the uniform correctly

 • always being fully equipped for lessons  
 and activities

• All students will respect and be inspired by the 
achievements of others

• All students show friendship to and recognise 
equality for all individuals in our community 
without exception

• All students strive to have the courage and 
determination to pursue their dreams by 
participating effectively in all lessons, activities 
clubs, and by following The Academy rules at 
all times

• All students representing The Harefield Academy 
will behave appropriately, as all other Academy 
students will be judged by their behaviour

Lunchtime
•   Students may only eat in the Café area

•   Students should spend the rest of their 
lunchtime either in the playground, sports, 
virtual area or LRC/Library

Rewards
The Academy’s reward system reflects the following 
principles that staff have agreed:

•   Praise students whenever appropriate 

•   Offer guidance and help wherever possible

•   Personalised Learning Tutors, Team Leaders 
and/or Heads of Houses will be informed of 
good work so that praise can be reinforced

•   Students will be sent with examples of their 
good work to their Personalised Learning 
Tutor, Head of House, Team Leader or a 
member of the Senior Leadership Team

•   Parental contact is an important way to 
communicate achievement

•   Curriculum Area/Subject Certificates will be 
awarded in recognition of good performance

•   Exceptional students will be rewarded 
publicly at the Annual Presentation Evening

Curriculum Areas nominate students for Subject 
Certificates, by Personalised Learning Tutors/
Senior Leadership Team for general service prizes 
and by Heads of Houses for highest achievement, 
effort and attendance certificates.

•   Work of students will be displayed in public 
places and inside and outside teaching rooms

•   The Principal and other senior staff enjoy 
meeting with students to praise them for 
work, effort and citizenship

Rewards
Students meeting our high standards will be rewarded accordingly.  Reward points will be 
given for contributions to The Academy and more specifically for individual effort in the 
various aspects of academy life.  At times students will need to be reminded of the rules.  
All breaches will be taken seriously and parents will be informed via the Student Planner 
or a letter home.
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Excellent Work
Awarded by Class Teacher

Positive Supportive Actions/Good Work
Awarded by all staff/Class Teachers

Weekly Clean Slate
Awarded by PL Tutor: for having no consequence issued

Termly Special Certificate Winners
Awarded by Head of House

Half Termly Commitment
Awarded by activity managers: library, sports team, drama 

club/society membership, 90% attendance to activity

Exceptional Achievement 
or Commitment
Awarded annually by 

HODs & APs: Teams, Student Voice, 
Sports Personality, Academy Production

Special Award
Awarded by SLT:

Exceptional contribution to 
The Academy

10

1

2

5

15

25

50

Reason Achievement Reward Points awarded:

Effort 1 grade on report 3 per 1 grade

Open Evening Helper 5

Presentation Evening Award Winner 6

Peer Mentoring, Buddying, 
Student Voice, ‘Diplomat’ Work

Helping other students/visitors 5

Sports Teams or other Club 
membership with 90% 
attendance *

Encompasses participation + 
matches/Academy production

15 per term

Sports Day First or Second place 2 or 1 respectively

Positive work ethic Excellent/good work in lessons 2 or 1 per lesson

Excellent behaviour and full 
attendance – clean slate

Full attendance, good punctuality 
and no sanction points.

5 per week

Rewards

As an example
The Academy has a system of Merits that is  
just one way of recognising community work,  
effort and excellence. The best students  
from each House will be nominated for  
prizes. The Academy will contribute to  
the cost of this activity.

Individual student rewards are banked  
for the enrichment activity at the  
end of the year.  

* award includes reward for participation in school  
    matches and productions



Incidents
All incidents are logged onto SIMS behaviour system. 
Team Leaders, Personalised Learning Tutors, Heads 
of Houses and the Senior Leadership Team will make 
decisions about suitable actions regarding individual 
students.  Records of incidents are stored online in 
students’ files on SIMS.

Subject Detentions
•   Students receive 24 hours notice and parents are 

informed by post, telephone or by a note in the 
Student Planner as a matter of courtesy.

•   Students who fail to attend a Subject Detention will 
be given an Assistant Principal Detention.

Head of House/Assistant 
Principal/Friday/Holiday 

•   Head of Houses Detentions are to be used at the 
discretion of the Head of House to support tutors 
and to ensure high standards of behaviour in the 
House group.

•   Assistant Principal Detentions are for one hour 
after school. They can be used to address truancy 
and punctuality issues. They are used where a 
Subject Detention is missed or where refusal to 
hand staff the school planner occurs.

•   Failure to attend an Assistant Principal Detention 
will result in a two hour Friday Night Detention 
being issued.

•   Holiday detentions are used where persistent 
issues in a range of contexts have not been 
resolved by other means.

Student Manager/Tutor Report  
(Green Report)
Should a student come to the notice of the Student 
Manager/Tutor as a result of incidents recorded or other 
concerns, the Student Manager/Tutor may place that 
student on Student Manager/Tutor Report.  The 

Student Manager/Tutor Report is a personal contract 
between staff and student, the terms of which are 
negotiated with the student.  The purpose of this report 
is to help the student to overcome any temporary 
problem he/she may be experiencing relating to work 
or behaviour.

Assistant Principal/Head of House 
Report (Amber Report)
Should the student not respond to being on a Student 
Manager/Tutor Report, the student will be referred to 
the Assistant Principal/Head of House.  If the Assistant 
Principal/Head of House is satisfied that the student 
is not responding to the rewards or sanctions at the 
disposal of the Student Manager/Tutor the student will 
be placed on Assistant Principal/Head of House Report.

The report documentation is placed on the student’s 
file.  The Assistant Principal/Head of House works with 
parents and sometimes outside agencies, to ensure that 
the student returns with a responsible approach to his/
her education.

Senior Leadership Team Report (Red Report)
This is issued by a member of the Senior Leadership 
Team on request from the Assistant Principal/Head of 
House.  The Senior Leadership Team member contacts 
the parents; informs them of the seriousness of being 
on the report and possible consequences of failure to 
improve.  After an agreed time, if the student does not 
conform to this report, appropriate action will be taken 
e.g. meeting with parents/internal exclusion (removal 
from all lessons).

Any further problems will result in the student being 
referred to the Principal.

Sanctions 

Note 
It would not be expected that a student who satisfactorily 
completes a Head of Houses or Senior Leadership Team Report 
in most cases would be removed from the report system.  
Occasionally they may remain on it for longer periods to facilitate 
further monitoring.  If a student’s behaviour deteriorates again 
they return to the report level at the same point at which they 
finished it previously.
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C0 –   No homework, lack of equipment, wearing jewellery, incorrect uniform, make-up 
removal required, uniform swap

C1 –   Disruption of lessons, lateness – less than 10 minutes, rudeness, no planner,  
item confiscation

C2 –   Subject detentions; continued disruption, lateness of more than 10 minutes

C3 –   Assistant Principal Detention – 1 hour (persistent disruption, inappropriate 
behaviour, repeated subject detentions, truancy)

C4 –   Internal Exclusion, Friday Night or Twilight Detention (persistent C3 behaviour, 
aggression, vandalism)

C5 –   Fixed Term Exclusion (persistent C4 behaviour, verbal abuse to staff)

C6 –   Permanent Exclusion (persistent C5 behaviour)

Behaviour Consequences

Homework, lack of equipment, jewellery, incorrect uniform, 
make-up removal required, uniform swap

Disruption of lessons, lateness (less than 10 minutes), 
rudeness, no planner, item confiscation

Continued disruption or inappropriate behaviour, 
lateness more than 10 minutes

Persistent disruption and inappropriate  
behaviour

Persistent C3 behaviour 
(aggression, vandalism)

Persistent C4 behaviours 
(violence, verbal abuse  

to staff)

Persistent 
C5 

behaviour

C1

C0

C2

C3

C4

C5

C6
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