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In a few weeks you will be starting your secondary school life.
This is an exciting time and we hope that the enthusiasm
you have now will stay with you for a long time.
Please read through this handbook with your parents/carers very carefully,
as it contains lots of important information, not just for you, but them as well.
If, however, you are uncertain about something, please remember that we
at LHS are all here to support and help you so please, just ask.
We do hope you will enjoy the seven years with us and know that you will
work to the best of your ability and make the most of all the opportunities
available to you. It may seem a long way away now, but before you know
it, you will be preparing to leave Little Heath School and moving to the next
step in your education or career. We want to help you to make
sure that you can have the best future possible filled
with exciting prospects and chances to succeed.
We look forward to meeting you soon!

The Key Stage 3 Team
Head of Year 7

Deputy Headteacher

Assistant Headteacher

Headteacher
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So, a little bit a bout Little Heath School...
When the school opened in 1963 it had just 155 students and 9 teachers! There were only
90 students in Year 7. Some of them may have even been your grandparents! Things
have changed a lot since then and today, LHS has over 1,650 students and
approximately 100 teachers.
Not only have we grown in numbers over the years, but the school site has also
developed. Originally, all learning was focused on the A Block, but new department
buildings were added and extended. Our fabulous Sixth Form Centre opened in October
2015, and just last year our brand new A Block building opened with amazing facilities
including, performance and sports spaces, a larger canteen space, new library and
fantastic classrooms. You will love it!

Important th ings you need to kn ow...
On your first day, you need to come to Main Reception where Mr Bennett (Head of Year
7), Mrs R Rayner (Assistant Head of Key Stage 3), Ms Button (Deputy Headteacher) and
all the Year 7 Tutors will be there to meet you. You will meet Mr Ramsden and the other
members of the Senior Leadership Team in the Main Hall.
You will be given a Transition booklet on Transition Day. Please make sure that you bring
your completed Transition Booklet with you on your first day! You will not need to bring
your PE kit on the first day, even if it is on your timetable.
Your Form Tutor will take you to your Form Room and spend some time with you. They will
give you your timetable, note book and answer any questions you may have. You will
spend lots of time with your tutor and the rest of your tutor group. Here we will spend time
making sure that you get to know one another, feel safe, reassured and positive. You will
have a tour of the school and generally just settle in.
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You will spend 10 minutes at the start of every day with your form tutor. Here you will
have the register called and will do quick uniform and equipment checks. If you have
forgotten something, here’s the time to ask your tutor for help.
All of our lessons are one hour long and you will go to a different classroom for each
lesson. Most teachers will have a seating plan and ask you to sit where they would like
you to be.
Break is at 11am and lunch is at 1.20pm. It might take a bit of getting used to after the
earlier lunches at primary school. Many students eat some of their lunch or a snack at
break time.
Afternoon registration starts at 2.05pm. There are different activities each day, one day
will be an assembly, another a quiz, another numeracy ninjas or literacy work, some silent
reading and circle time. This is where you will discuss a variety of topics and really get to
know one another.

The subjects you will study in Year 7 are listed below:

We work on a two week timetable – Week 1 and Week 2 – so you will need to learn ten
days of lessons, which is not easy! It is, therefore, all the more important that you pack
your bag the night before. Lots of students have a copy of their timetable somewhere in
their kitchen, or on a board in their bedroom and many take a photo of it on their phone
so they can look at it easily at home and make sure they are prepared for each day. Try
to get into a routine that works for you. We don’t advise you bringing all of your books
every day… it’s heavy and they’ll get scruffy in your bag. We like everyone to keep their
books nice and tidy.

What do I need to kn ow a bout homework?
We believe that homework is very important. We use an online recording system called
Satchel One (It used to be called ‘Satchel One’, so some people still call it that, or
SMHW) which you will be shown how to use when you start LHS. Make sure you check
the site every day.
It is a good idea to start homework on the day it is given. That way, it is fresh in your mind,
and you will remember it better. Some students do it as soon as they get home, others
have a break and then get it done later. It’s good to get into a routine and find
somewhere quiet at home to work. Talk to your parents/carers about where you feel you
will work best.
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Here are some tips to help you be successful with your homework:













PREPARATION Rule off your last piece of work. Put the TITLE and underline it. Write
the DATE and underline it. Remember to write HWK in the margin (or in French
‘Devoirs’).
CONTENT Think carefully about what you want to write. Do the work carefully and
neatly. Cross mistakes out neatly with one line.
DIAGRAMS Always draw these in pencil. Remember to label them clearly and give
them a title. Use a ruler for drawing straight lines.
WORKSHEETS If you have to stick things in your book, trim them to fit, and stick in
carefully.
COMPUTERS/THE INTERNET Most teachers will be happy for you to complete
homework on your computer. Remember to ensure the work is your own, so avoid
copy and paste and reference your sources.
IMPROVING YOUR WRITING Always proof read your work through and neatly correct
any mistakes. Try to get an adult to look at your work when you have finished, and
then take note of the comments you receive. Remember to look back at the
targets you were given with the previous piece of work to try to avoid making the
same mistakes.
CHECKING HOMEWORK Make sure that you and your parent/carer check what
homework you have on Satchel One each day.
HANDING IN Be sure to hand in your work on time. The submission date is shown on
Satchel One.

Important! Always make sure you understand what you have to do before you leave the
classroom. If you are not certain about the instructions, PLEASE ASK!
Your teacher will want to help you. If you get home and cannot remember, or are
struggling, you can always email them or send them a message through Satchel One…
then they will be able to help you. Email addresses are on the website and on Satchel
One.

When your homework has been marked and given back to you, look at it carefully.
Read your teacher’s comment. WWW - What went well? What are you proud of? Don’t
be shy of feeling good when you’ve done something well. At Little Heath we like to
praise good work and effort… including ourselves! Then look at EBI - Even Better If..?
What is your teacher’s advice? Could you have done the work in a better way? What
can you do to improve in the future? Learn from what has been written. When you are
asked to improve or ‘upgrade’ your work, please do this in purple pen.

Some evenings you will have more homework set than on other evenings. Try to plan
ahead to ensure you are not trying to complete several pieces of homework on one
night. Satchel One indicates how long most homework should take.
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Remember that reading is one of the best forms of homework as it increases your
general knowledge, vocabulary and improves your written work. Do not wait to be
asked or reminded. If you have a quiet evening, rather than putting the television or a
computer game on, read for a while; it really is very good for you and can be lots of fun.
Why not ask your teacher for some other tasks to do?
Or you could do some additional research, watch YouTube clips on your favourite
subject or watch a tv programme about it, or look more things up. Teachers are learners
too and they will love to hear about any additional things you have been doing in their
subject!

If you have any problems in this area, then the first person you should speak to is your
subject teacher. They are there to help, and you should discuss any difficulties with them
first. If this is for any reason impossible, speak to your Form Tutor. They can help you by
talking to your subject teacher on your behalf, and is always there to help with any
problems, big or small. Please don’t be afraid to talk to your teachers and ask them for
help. It’s what we are here for! No-one wants to think of you struggling, so please ask or
email them if it easier.

Any major problems or concerns should be discussed with the Head of Department, your
Form Tutor or Head of Year, who will make sure they are resolved as soon as possible.
We are always willing to listen and want to help you. The same applies if you are having
problems with any other students; speak to your Form Tutor or Head of Year who will help
you to put things right.

Spread kindness and celebrate success!
There is a House system at LHS. Teachers award House points for reasons such as positive
contributions in lessons, excellent homework, resilience or a great attitude to learning. In
addition, House points can be given for representing the school in sport or contributing
to a school event, being kind to others or making a contribution to the school
community. Our Houses are Arundel, Conway, Stirling and Warwick and you will find out
which House you are in when you find out which tutor group you are in. If you have a
brother or sister at LHS you will not necessarily be in the same House. We believe it is
most important to put you in the tutor group that is right for you, rather than based on
any family connections. It also makes it more fun at Home if your House is winning!
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Our motto in KS3 is ‘Spread Kindness and Celebrate Success’. We feel very strongly that
we want our students to feel proud of their achievements and we will encourage you to
nominate other people in your class for praise. Heads of Year run praise assemblies
where we share the good work, progress and behaviour of our students on a regular
basis. House assemblies take place in the sports hall where Heads of House will give
prizes to people with the highest number of praise points!
We also encourage you to thank your teachers through our KS3 nominations process
each half term. It is great for teachers to receive thanks from you… it really means a lot
to them!

Your parents/carers are always welcome to contact us at school. You will also have
three reports during Year 7 - we call them ‘Performance Reviews’. The introductory
review just shows how well you’ve settled in and it will be accompanied by an
Introductory Evening for Parents with your form tutor and the one later in the year gives
more information about progress in each subject. There is a Parents’ Evening in the
Summer Term and a final End of Year Report.

We use an electronic mailing system called ‘In Touch’ to communicate most information
to parents. However, occasionally we need to send home paper copies. If any of the
letters include a reply slip, please complete and return in an envelope labelled with your
name and tutor group.

How do I get to school?

Yes, providing you have a roadworthy bike, are careful, and obey the Highway Code at
all times. For your own safety, we advise you wear a cycle helmet. Your bike must also
be locked when in the cycle sheds in school. It is a good idea to have a security
number stamped on your bike. You are not allowed to ride your bike on school site.

Reading Buses provide a dedicated bus service for Little Heath School. You can see the
timetable here: www.reading-buses.co.uk/schools.

Yes, although the traffic outside the school on Little Heath Road can get extremely busy
during drop off and pick up times. If this is the best option for you to get to school, you
may want to arrange to meet them somewhere nearby. Of course, walking to school is
always an option. Not only is it good for the environment, but you can walk with your
friends. Just remember to stay safe and stay visible in the winter months.
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What do I do if...
If you are late to school you will need to enter through the main gates at the front of
school. A member of staff will be there between 8:50am and 9.15am and will ask you
why you are late. If you do not have an acceptable explanation (accompanied by a
written note from home) you will be set a lunchtime detention for 25 minutes that day. If
you arrive after this time you need to sign in at Pupil Reception and you will receive a
Same Day sanction (SDS) for one hour after school. If there is a reason for your lateness
you will require a letter from home or your parent/carer should contact Main Reception.

This is the thing that most students worry about, but you don’t need to. If you are not
sure where your next lesson is, ask your teacher to help you find your way to the next
lesson. If you get lost, ask any student or teacher, they understand how you feel and
they will want to help you. If you cannot see anyone, either pop your head into a
classroom and ask the teacher for help, or go to the KS3 Office or Puipil Reception… we
will make sure that you are helped. Teachers understand that it takes some time to get
used to the school, so you will not get into trouble.

Firstly, look carefully for the item yourself. Then ask your form or subject teacher, who
may be able to help you. Finally, Pupil Reception collects lost property, so go and see
them at break or lunchtime. They will return all named items, so please make sure that
you label all your own property, including uniform.
Large amounts of money and expensive items should not be brought to school. Under
no circumstances should you leave money or personal belongings unattended. You
can hand in these items during PE and Drama lessons. You are allowed to bring your
phone to school but it must always be switched off and in your bag at ALL TIMES.

If you start to feel ill whilst you are at school you should make a member of staff aware
immediately. If this is during a lesson you will need written permission from your teacher
to visit Pupil Reception where the First Aid staff will assess if you need a painkiller. If you
feel well enough to stay in school the staff will make a note and give you further
advice. If you are not well enough to remain in school, the staff will contact your
parent/carer to be collected and taken home. First Aid staff cannot deal with injuries
that have happened at home prior to coming into school.
If you are on prescribed medication which needs to be taken whilst you are at school,
your parent/carer should send this in to Pupil Reception in a clearly labelled bag with
written instructions about how much and when it should be taken.

8

If you have a medical or dental appointment, or need to be out of school for part of the
day, then you will need to get a ‘signing out slip’ from Pupil Reception. You will need to
show a note from your parent/carer to confirm the time you need to leave school and
what the appointment is for i.e.; Doctor, Dentist, Optician etc.
‘Signing out slips’ are only issued on the day you need to leave school for your
appointment – not in advance. You can get them from Pupil Reception office first thing
in the morning or at break or lunchtime.
If your appointment is first thing in the morning and you are not coming into school, then
you do not need a signing out slip. Your parent/carer, however, must leave a message
on the absence line to inform the school you will not be attending morning registration.
You must report to Pupil Reception when you arrive at school and sign in and have a
note from your parents detailing why you are late into school.
When you are leaving school, you must go to Pupil Reception and write your name in the
signing out book and write the name of the person who gave you permission – this is
usually your Head of Year. If you return to school after your appointment, please do not
forget to sign back in at Pupil Reception. This is in case the fire alarm rings or a teacher is
looking for you as the school must know who is here at all times.

Lunchtimes and clubs
Our school canteen is run by a company called Caterlink. Their aim is to provide a good
choice of well balanced hot and cold food. They operate a cashless biometric
(fingerprint) service where your parent/carer is able to place money on your account via
ParentMail. You then use your finger image/scan to pay for food.
They have a main restaurant area where hot snacks, sandwiches, various salad
selections, fresh fruit salad pots, variety of cold drinks and home cooked main meals are
served.
They also run a service from 8.00am each day where you can buy breakfast.
A large snack shack is situated in the middle of the school and provides a range of
healthy options, including homemade soup, cold sandwiches, pizza, salad, pasta pots,
fruit juices, homemade cakes, still drinks and healthy snacks. The snack shack is covered
by a large canopy and there is outdoor seating available.
To encourage students to follow a healthy diet, Caterlink incorporates various meal deals
and themed lunches throughout the school year.
You do not have to buy your lunch. You can bring a packed lunch from home to eat in
our designated outside areas when the weather is fine or indoors in wet weather.
Water fountains are situated around the school and you can fill up your water bottles at
break and lunchtime.
Lunchtime is often a time for you to meet up with friends, have a chat and eat lunch
outside. In colder weather you can use your tutor room to have your lunch.
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Some people play football on the field or MUGA (astro turf) and others make use of our
table tennis courts, or attend one of our many clubs.
Some students use the library at lunchtime to read, study, do homework or meet friends
for quiet chat.

Yes! Little Heath offers a wide variety of clubs at lunchtimes and after school. They are
an important part of school life and we would really encourage you to try something
new! Some clubs offered in Year 7 include Art Club, Boys’ and Girls’ Choirs, Writing Club,
Drama productions, Samba Group, Homework Hub, Debate Club, Christian Union and a
range of sporting clubs including football, netball, hockey and athletics. Details of clubs
on offer are issued to parents, carers and students each September.

The library is open Monday to Thursday from 8.00am to 4.00pm, and Friday from 8.00am
to 3.30pm. Mrs Cossey is the school librarian and is happy to help you during these times.
The Library is here for your benefit and enjoyment and we hope you start using it as soon
as you arrive at the school. Computers are available for you to use and it’s an ideal
place to do your homework, do some research or read quietly. The Library staff are
always happy to help you.
The School Library System is available as an icon on the desktop of all computers within
school, which means you can easily access it to see what books we have and it also
shows links to really useful websites. In Year 7 you will have some lessons in the Library
where we will talk to you about how to choose a good book and how to use the School
Library System to search for books.
You will be participating in the Accelerated Reader program. This means that you will
take a STAR reading test which will determine your reading level. You can then pick a
book in your level and then when you have finished it you will take a short quiz on the
computer. This means we can check that you have understood what you have been
reading, and from the results of your quizzes your teacher can set your reading targets
and help with the selection of books.
You can borrow books from the Library and you can have up to four books on loan to
you at one time. Any books you wish to borrow must be registered on the computer by
Library staff – simply go to the desk where your book will be issued, stamped and handed
back to you. There is a security system in the library, so any books not issued to you will
set off the alarm.
Books are loaned for two weeks after which they must be renewed or returned. The date
for return is always stamped in the front of the book when it is issued to you. Please make
sure you check your book is not overdue. Other people may want to use the books you
have borrowed; it is therefore very important that you return books on time.
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DEAR means Drop Everything And Read. Every day all students in Y7-10 have 20 minutes
of silent reading. We start in Week 1 with reading every period 1 that week, the second
week it’s Period 2, the third week of term is period 3 and so on, so, quick quiz for you…
which period will it be in Week 6 of term? Don’t worry if you don’t know, your teachers
will remind you because they will be reading too. All you need to do is remember your
reading book every day.

We’re here to support you!
In this case there are many people around who can help you. Firstly, tell your Form Tutor
and they will be happy to help you. If you cannot find your Form Tutor then go to either
Mr Linz or look out for members the Smile Team (more on this later) or the Key Stage 3
office to see your Head of Year, Mrs Harper or Mrs Baker at the nearest opportunity.
Ms Button and Mrs Rayner are also around to help you. Please do not hold a worry in.
We are here to help you and do not want you to worry.

In the first instance, speak to your Form Tutor who will talk to you about the best way of
dealing with it. If there is a problem in a lesson then speak to that subject teacher. If a
problem continues, make sure that you go back to the teacher because they might not
know. You can always talk to the KS3 Office about any problems you have.

A welcome from the SMILE tea m

Hello!
We are the SMILE team and we are a group of friendly, older students who are here to
support and help you in your first year at Little Heath School.
We want to help you settle in and enjoy your first year here. We will be coming in to your
tutor groups in the first half of the Autumn Term so that you can get to know us and we
will also be running a lunchtime drop in where you can come by, say hello and have a
chat. You will always get a friendly welcome and if there is something you need help
with, we will try and help as best we can. Together, we will turn any frowns upside down.
We are easily recognisable around the school by our “smiley face” badges...please do
come and chat to us when you see us around the school.
We are really looking forward to meeting you and to welcoming you to Little Heath
School.
Mr Linz and the SMILE team
jlinz@littleheath.org.uk
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Las t words from the KS3 Tea m...
We are really looking forward to welcoming you to Little Heath
School and getting to know you all properly.
Please try not to worry, we’ll help you
‘turn your frown upside down’!
Don’t forget to send any questions to us on
transition@littleheath.org.uk
YOU are the most important person, so never sit at home worrying
about something, get in touch, we are here for you!

transition@littleheath.org.uk
www.littleheath.org.uk/transition

mbaker@littleheath.org.uk
rharper@littleheath.org.uk
pbennett@littleheath.org.uk
kbutton@littleheath.org.uk
rrayner@littleheath.org.uk
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