Bishop Douglass Catholic School
An Academy School in the Cardinal Hume Academies Trust

PARENT GUIDE
In pursuit of excellence

Welcome new parents and carers!
We want to work in partnership with you to support your child in their journey at Bishop
Douglass School. The school is structured to ensure that your child, and our school community,
is kept safe, healthy and happy, enabling every child to secure their very best outcomes.
Enclosed in this guide is key information you will need to know before your child starts with us
but please find all our school policies and procedures and further information about our school
are on our website – www.bishopdouglass.barnet.sch.uk. If we can help you with anything at all,
please ask us.

Pastoral Care
Our Head of School, Head of Year 7 and your child’s Form Tutor will work together to ensure
that your child is given the best possible support at Bishop Douglass School.

Form Tutor
The role of the Form Tutor is to look after your child whilst they’re here with us at school and
be the first point of contact with you. TThey will monitor your child’s progress and are available
should you wish to discuss or report any problems your child may have. Your child will meet their
Form Tutor in September.

Head of Year 7, Mrs Pendakis
Mrs Pendakis looks after our new Year 7 students. She monitors and
coordinates the learning of all the students in the year. Mrs Pendakis
will come to know your child well and may support or counsel them
across a number of issues or challenges.

Head of School, Mrs Henderson
Mrs Henderson has an overview of everything that is happening within
the school. She will ensure that your child is being taught the appropriate
curriculum, that your child’s behaviour meets our expectations and that
our teaching is exceptional.

Equipment for Lessons
All students must have: pens (including a green pen), pencils, eraser, ruler, geometry set, Pritt
stick, coloured pencils, pencil sharpener, pencil case, scientific calculator (Casio fs991ES plus),
pocket dictionary, and a USB stick. All students should bring a reading book each day.
Your child will need a school bag to keep their books and equipment safe. They will have an
exercise book for all lessons and they will be given a textbook in most. They must bring the
exercise book and textbook to school when they have that lesson. Please make sure that they
take care of the books loaned by the school. If they lose or damage our books, they will have
to pay towards replacing them. Your child will be given a textbook in most subject lessons and
must bring it to school when they have that lesson. We do not have lockers in school, so your
child will need to keep their bag with them at all times. PE kit should be brought to school in the
school PE kit bag on the days when PE is on their timetable. Students will be given a timetable
when they join us in September.
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Uniform
Uniform must be worn to, from and whilst you are at school. All items of your uniform should be
clearly marked with your name.

BOYS

GIRLS

Shirt: White, long sleeved. Short sleeves may
be worn in Summer.

Shirt: White, long sleeved. Short sleeved
blouses may be worn in summer.

Ties: Each year has a different colour tie with
five stripes (from school suppliers - clip on
only). Your year colour will be blue.

Ties: Each year has a different colour tie with
five stripes (from school suppliers - clip on
only). Your year colour will be blue.

Jumper: Pullover - French navy V-necked with embroidered logo from school suppliers.

Jumper: Pullover - French navy V-necked with embroidered logo from school suppliers.

Blazer: French navy with embroidered logo
(from school suppliers). Must be worn at all
times.

Blazer: French navy with embroidered logo
(from school suppliers). Must be worn at all
times.

Trousers: Charcoal/dark grey or black.

Skirt: Green Douglass Tartan Kilt (from school
suppliers) – knee length.

Socks: White/grey/black.
Shoes: Plain black leather only with low
heels. NO suede, canvas, trainers, plimsolls,
sports shoes or boots are allowed. Laces and
stitching must be black (trainers may be worn
at break and lunch time if you are outside).

Trousers: Black boot cut style trousers (no
skinny styles are allowed).
Socks/Tights: White/grey/black knee-high
socks or black/navy thicker tights in winter.
No patterned tights. Socks must be knee
length or ankle length (in the summer).
Shoes: Plain black leather only with low heels.
NO suede, canvas, trainers, plimsolls, sports
shoes or boots. Laces and stitching must be
black (trainers may be worn at break and
lunch time if you are outside).

BOYS AND GIRLS

PE KIT

A watch can be worn. No shaved or patterned
eyebrows. No visible tattoos. Underwear
should never be visible. Hoodies and trainers
are not allowed.

Basic PE kit: a plain white polo shirt and plain
navy shorts.

Scarf: Plain navy, blue or black. No headscarves,
except by permission of Governing Body, may be
worn in school. All approved headscarves worn in
Bishop Douglass should be navy or black. These
are available from school uniform suppliers.
Hats: Plain navy, blue or black wool hats only
are allowed outside. These may be purchased
at school. NO baseball caps or any other hats
may be worn.
Hair: No exaggerated hair styles: streaked,
dyed, gelled, patterned, lined, permed, stepped,
spiked, high-top. Coloured hair is not allowed.
Boys’ hair: We encourage reasonably short
(but not shorter than a number 3), traditional
and tidy styles, cut to the top of collar only. No
patterns, shapes, lines or layered crops. Beards,
moustaches and wispy growth are not permitted.
Girls’ hair: Tidy without unnatural colours.
Hair bands, slides and ribbons (no wider than
2.5cm) must be navy blue or black.
School bag: black/navy bag, brief case/
canvas bag/rucksack. Must be able to hold A4
books and paper unfolded. No handbags are
allowed. Plain, logos should be subtle.
Outdoor Coat: Plain navy blue or black
topcoat/duffel or parka. No motifs, denim
or leather are allowed. No hooded tops or
tracksuit jackets are allowed.
Makeup: Make up, nail varnish, false nails/nail
extensions are not allowed.
Jewellery: Earrings, (only one pair) if worn,
should be small gold or silver sleepers or
studs (one in each lower earlobe only).
Diamante earrings are not allowed. No other
jewellery (rings, nose studs or other piercings
except a watch) is permitted. The school will
not be held responsible for items of jewellery
lost on the premises.
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The items listed below can be purchased
through our school suppliers.
Polo shirt: White, embroidered with Bishop
Douglass logo.
Shorts: Navy, shadow stripe, embroidered
with Bishop Douglass logo.
Netball skirt: Navy skirt (optional).
Tracksuit Top: Navy with white piping,
embroidered with Bishop Douglass logo.
Tracksuit Bottoms: Navy with white piping.
Football socks: Navy (boys) white (girls).
Field Boots: Blades or studs. These are
essential for field use.
Trainers: Must be white soled and laced for
indoor use.
All items of PE kit must be clearly labelled
with your name.

School Uniform Suppliers:
Uniform4Kids
Tel: 020 8209 0999
www.uniform4kids.com
1103/05 Finchley Road,
Temple Fortune,
London,
NW11 0QB
They deliver telephoned orders to the
school every Thursday.

Money, Valuables and Lost Property
Your child should not bring large sums of money or valuable items into school. If there is a
time when they must bring money in for a particular reason, then please make sure they hand
the money to the office for safe keeping.
All your child’s personal property including items of uniform should be labelled. During PE
lessons all valuables and money must be handed to the PE teacher for safe keeping. No
mobile phones are allowed in school at any time. Lost property will be taken to our Student
Services office, so please ask your child to check with them if they have lost anything.

Attendance and Punctuality
We expect 100% attendance and punctuality from all our students.

What should I do if my child is unable to attend school?
Email attendance@bishopdouglass.barnet.sch.uk or phone the school as soon as possible
to make us aware that your child will not be in school and the reason for their absence. The
school number is 020 8444 5211. If you leave a message please include your child’s full name,
year and form.
Keep us informed of any serious developments or crises at home.

How do I keep in touch with the school?
1. Via the journal
Your child will be given a journal at the beginning of each term. In the journal there is a space
where you and the Form Tutor can write notes to one another. Please remember to sign the
journal each week. This will ensure that you are aware of any messages from your child’s
Form Tutor, your child has completed their homework and that you are up to date with what
is happening.

2. Via notes, email and telephone calls to members of staff
If you contact us, we will aim to get back to you within two working days. Please remember,
however, that staff are teaching for most of each day.
It is important that we always have up-to-date contact information, including mobile phone
numbers for you. Please let us know if you move home or change telephone numbers. Emails
should be addressed to schooladmin@bishopdouglass.barnet.sch.uk and marked for the
attention of the teacher you wish to contact.

 end a note in with your child when they return to school. Failure to send in a note with your
S
child may result in a letter from the school.
If your child has continued problems with attendance this may result in the involvement of
the Education Welfare Service.

What happens if my child is late for school?
 lease ensure that your child arrives in good time for the start of the school day at 8.50am.
P
If they arrive between 8.50am and 9.30am they should enter the school by the school gate. They
will receive a late stamp in their journal and a detention of 30 minutes at lunchtime and 30 minutes
after school at 3.10pm on the same day as their late arrival. You will be advised of this.
If your child arrives after 9.30am they must report to Reception where they will receive a late
stamp in their journal. They will receive a detention of 30 minutes at lunchtime and 30 minutes
after school at 3.10pm on the same day as their late arrival. You will be advised of this.
You will receive a letter if your child’s punctuality is a cause for concern.
If there is a good reason why your child is late for school, then please put a note in their journal
or telephone the attendance line.

What happens if I need to take my child out of school for some reason?
If you need to apply for authorised absence, please write a letter to the Head of School, Mrs
Henderson, explaining the reason and dates of the leave of absence request. Mrs Henderson
has delegated authority from the Headteacher and the Governors to approve some term
time/school working days authorised absence for certain reasons.
These may include:
family funerals, or similar;
 ttendance at a sporting or artistic event. Mrs Henderson will write to advise you if your
a
leave of absence request has been approved.
Mrs Henderson will never approve:
holidays which are booked in advance, without consultation with her;
holidays when there are external examinations.
In all cases Mrs Henderson reserves the right to refuse applications and her decision is final.
If permission is refused and a child is taken out of school, their absence will be reported to the
Education Welfare Officer as unauthorised absence from school.
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How Can I Help My
Child With Homework?
You can support your child by:
 ncouraging your child to sit down at a regular time each day and at the weekend to
E
complete their homework.

Canteen
We operate a cashless system in our school canteen. Please see below information on what this
is and if you have any further queries please don’t hesitate to contact us.

What is a cashless system?

If homework is not being set regularly, please write to your child’s Form Tutor to advise them.

A cashless system is used for the payment of school meals where no cash is taken at the point
of sale. Each student using the system will be allocated an account, which you can add money
to. We use a biometric fingerprint recognition scheme and we will only use your child’s biometric
information if we have received your written consent. The fingerprint is converted into a collection
of data points via a mathematical algorithm. This data is then encrypted and stored on your child’s
account to be used as their unique identifier. A fact sheet with more information is available on our
website.

 iscussing their homework with them, explaining words and concepts and talking about
D
their ideas.

How is the system used to obtain a meal?

Make sure that they do the work specified on the correct day, so that they do not build
up a backlog.
Ensure that each piece of homework is completed.

Homework is a great way for your child to learn, so please do not do their homework for them!
Your child’s homework will be put online on a website called Satchel One. Both you and your
child will be given a login for this in September. Homework timetables can be found on our
school website and will also be in your child’s journal.

Help from the School with Homework
There is a Homework Club in room A1.1 every day from 8.00am until 8.50am and from 3.10pm to
4.10pm. The school library is open from 8.00am and students can go into the library to complete
their homework.
We run ‘Evening Prep’ sessions from Monday to Thursday until 6.00pm in the library where your
child can do their homework before leaving school. A hot meal is served at 5.45pm for those
who stay for ‘Evening Prep’. There is also a compulsory 5 o’clock club from Monday to Thursday
to support students who are not meeting their homework expectations.

When your child wishes to pay for the meal, they place their thumb/finger on the scanner at
the till and this will bring up your child’s account. A display will show the till operator your
child’s photo, name, class and current cash balance. The selected food items will be entered into
the system while the product values and the total balance will show on the display. You must
make sure that your child has enough money in their account before they buy a meal from the
canteen.

How is money entered into the system?
a. By the ‘ParentPay’ system, either online or with a Pay Point card. You will receive a letter
giving you your login details for the ‘ParentPay’ system in due course.
b. B
 y cash (notes/coins) into one of the two Revaluation Units located in the canteen.
The machines will accept 10p, 20p, 50p, £1 and £2 coins and £5, £10, £20 notes.

How does the Revaluation Unit work?
Firstly, your child places their thumb/finger on the scanner mounted on the Cash Unit. The
system will identify your child and display their name and current cash balance held within
the system. – coins and/or notes are inserted. Each incremental cash balance will show on the
display, pressing the green lit button to complete the transaction.

What if my child is entitled to Free School Meals?
If your child is on free school meals, they will have their Free School Meals (FSM) allowance
credited to their account daily. Please note that this entitles your child to spend up to a limited
amount of money. If they go over this limit they will need to have enough credit in their account
to pay the difference or return some items. Additional funds can be added to accounts.

How much money does my child need for lunch each day?
The cost of a hot meal is approximately £2.35 (prices for September are yet to be confirmed but
will not change significantly). Please note that snacks and drinks are also available to purchase
at break. Copies of our menus and price list are available on our website.
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Letting the school know
about medical issues
If your child has any medical conditions, it is essential that you advise us so that we can ensure
that they receive the appropriate care whilst they are with us at school. If you have let us know
of any medical conditions on the medical form in the information pack, we will be in touch to
put together a care plan.

What happens if my child is not feeling well at school?
Your child must speak to a member of staff. Your child will be sent to Student Services where
our Medical Room is located. Should the decision be made that your child is unable to carry on
at school you will be contacted and asked to collect them. We cannot send your child home
unaccompanied. In case of an emergency, we will call an ambulance and telephone you.

Can my child take prescribed medicine at school?
If it is necessary for your child to have medication with them in school, you must discuss this
with us. We cannot take responsibility for ensuring medication is taken. f the parental permission
section in the journal has been signed, we are able to give out a tablet (paracetamol) if they
are in pain. If your child suffers from asthma or an allergy, it is their responsibility to keep
their inhaler and/or Epipen with them at all times during the school day. We keep generic
Antihistamines, Salbutamol Inhalers and Epipens for use in an emergency situation if parental
permission has been given. We cannot give your child any medication without your permission.

Medical Appointments
A letter from you giving the date and time, plus an appointment card, should first be signed by
your child’s Head of Year, and should then be given to the Attendance Office who is based in
Student Services. Please ensure that general check-ups, e.g. dental and optician appointments,
are made out of school hours or during the holidays.

We look forward
to your child starting
in September. In the
meantime if you have
any queries please let
us know.

Hamilton Rd, London N2 0SQ
schooladmin@bishopdouglass.barnet.sch.uk
020 8444 5211 www.bishopdouglass.barnet.sch.uk
Twitter-square @BishopDouglass

