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We, who live and work at Reed’s, see ourselves as members 

of a community shared with our pupils and their parents.  

We firmly believe that this sense of community, a feeling 

of belonging and having a role to fulfil, are essential to the 

educational  progress of our pupils; we hope it gives us a 

united purpose  and commitment from which comes the 

confidence to formulate and  achieve personal goals.  This 

document is intended to give you an idea of the School’s 

academic, disciplinary and pastoral structures.  The objective  

is to provide more information so that staff, parents and  

pupils can co-operate in achieving our aims at Reed’s. We 

hope that you will find it useful.
 

Mark Hoskins  |  Headmaster
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Our Aims

Continue to build 
on the legacy of Andrew Reed

Provide a nurturing environment 
where all pupils can flourish

Promote academic excellence 

Find the best in every pupil 

Create a community for life 

Prepare pupils for the future

Our Core Values 

Integrity

Compassion

Curiosity

Resilience

Responsibility 

Independence

AIMS AND VALUES
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INTRODUCTION

Headmaster’s PA   (01932) 869050
Bursar’s PA    (01932) 869042
Reception / School Office  (01932) 869044 
Health Centre           (01932) 869041
School Shop (RSE)                 (01932) 863255

Day Housemasters:
Blathwayt      Mr G S Hart  (01932) 869084
Bristowe       Mr A J Blackman (01932) 869092
Capel          Mr J E Allison  (01932) 869044 
Mullens        Mr J W Norman  (01932) 869044

Boarding Housemasters
The Close      Mr J B Douthwaite      (01932) 869027 
School House Mr B J Haining  (01932) 869054
Sixth Form    Mr L G Michael  (01932) 869017

Sixth Form House   
Mr L G Michael    (01932) 869017
Miss Z Rice (Head of Girls)  (01932) 869211
Mr J Anderson (Head of L6th)  (01932) 869044
Mr A J Davey (Head of U6th)  (01932) 869044

Senior Leadership Team
The School’s Senior Leadership Team consists of:
Headmaster       Mr Mark Hoskins 
Bursar      Mrs Lucy Hurford
Deputy Head (Academic)   Mr David Atkins
Deputy Head (Pastoral)    Mr Alex Balls
Senior Master (Co-curricular)   Mr Ian Clapp
Development and Marketing Director  Mrs Kathryn Bartam
Assistant Head (Teaching and Learning) Ms Caroline St-Gallay
Assistant Head (Head of Sixth Form)   Mr Luke Michael
Assistant Head (Curriculum)   Mr Des Thompson
Assistant Head (Pupils Forms 3-5)  Mr Lukas Pytel
Assistant Head (Academic Development) Mr Jon Ross

School Hours
ARRIVAL   BUSES DEPART
For 8:15am  5:30pm
Pupils not on School buses can be collected after lessons 
finish at 3:50pm, unless they have an activity. They can, 
however, stay at School to complete prep if they wish.
Day pupils are expected to play a full part in all School 
and House activities so that they can contribute to, and 
benefit from, the corporate life of the community outside 
the  classroom.  Day pupils in Forms 1 to 5 have a base  
during the school day in the Day Pupil Centre. Sixth 
Form day students are based in the Sixth Form House.
If parents of a day pupil have to be away from home for one 
or more nights during term, they should let the Housemaster  
know the name of the responsible person left in charge.  
Arrangements  can possibly be made for a day pupil to board 
temporarily if the need arises, but there will be a charge. A 
phone number to contact in case of an emergency during 
the day and night should be made available. 

The School reserves the right to ask day pupils to stay 
for  prep if their work is unsatisfactory.  Day pupils are 
not allowed off site during the School Day without the 
permission of their Housemaster. Certain School and 
House events involve weekend as well as week-day 
evening attendance, and a day pupil must be present on 
these occasions.  Most of these can readily be identified 
in the Calendar but others may be added at short notice 
and day pupils are responsible for informing their parents 
of any such  changes so that they may make appropriate 
travel arrangements.  
A  check on any such events can always be made by 
contacting Reception or the Housemaster. It is the 
responsibility of the pupils to see that their parents  are 
informed if they are unexpectedly delayed at School.  

* Please note that COVID-19 measures are likely to  
 have an impact on locations and catering
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Before my child joins the School
Prior to joining the School, we would ask that questions 
are directed to our Admissions Team on 01932 869001 
or admissions@reeds.surrey.sch.uk.
 
After the start of your child’s first term 
at the School
Once at the School, the Housemaster is the first port of 
call and, as you build a relationship with him/ her, your 
child’s Tutor. If contacting regarding a routine matter, it 
would be normal to contact the Tutor directly. However, 
more significant issues should be directed to the 
Housemaster in the first instance.

In the event of illness
If your child is absent or ill please ring Reception on 
01932 869044 and/or email office@reeds.surrey.sch.
uk. If we do not hear from you on the day of absence, the 
register will be marked as “unauthorised absence” and 
you will be contacted by the Front Office to confirm the 
absence. If the period of absence is due to illness and 
likely to be prolonged (please see note on absence after 
illness in Health and Well-being), you should contact 
your son or daughter’s Tutor.

In the event of lateness
If your son or daughter is late to School and will miss 
being registered by his/ her tutor, he/ she must sign in at 
Reception on arrival.  

For planned and extended absence from School
Please note that absence from School disrupts your 
child’s education and we ask that this is kept to a 
minimum. In particular, please do not take your child 
on holiday during term time (dates are published on 
our website). Requests for planned absences need to 
be made to the Headmaster by emailing headmaster@
reeds.surrey.sch.uk. 

Emailing a member of staff
To contact a specific member of staff by email, please use 
their first initial followed by their surname, then the suffix@
reeds.surrey.sch.uk eg. jsmith@reeds.surrey.sch.uk 

A list of staff with job titles and contact details can be 
found in the front of the School Calendar which is sent 
to all parents at the start of the each term. In addition a 
similar list of names, job titles and contact details can 
be found on the School Website and Parent Message 
Centre (PMC). Parents are able to access their child’s 
reports and assessment grades via the Parent Message 
Centre (PMC).
For incoming emails requiring a response, staff should 
reply within two working school days; certain emails 
may need to be prioritised in light of their content – 
professional judgement will be exercised here. A holding 
reply may be sent within the two-day period where 
further action/investigation/clarification is required. 
During lessons, duties, meetings and activities, email is 
unlikely to be a focus for staff, therefore our policy is 
that teachers read their email messages in the morning 
before school, then at the end of the working day. Many 
teachers prefer to use the telephone or a meeting to 
speak directly to parents in order to properly address 
complex and nuanced issues. For these reasons, please 
remember if you choose to send an email message to a 
member of Reed’s staff, you may not get an immediate 
reply. Reed’s staff members run a variety of activities, 
trips and after-school activities which keep them from 
being able to access a computer; if you have not received 
a reply in two working days, please forward your original 
email to office@reeds.surrey.sch.uk and include in the 
title of the email “no response” so that we can ensure 
your enquiry is dealt with. 
For urgent communication, particularly which requires 
a quick response or information to be passed on that 
day, please consider whether email is the most effective 
means to communicate. The main office can be emailed 
on office@reeds.surrey.sch.uk  or reached by telephone 
on 01932 869044.
In the case of staff absence, an auto-reply should be set 
up saying how long the staff member will be absent, and 
providing an alternative contact.
It is in everybody’s interests that communication via 
email is constructive and purposeful, as this strengthens 
the three-way relationship between pupil, home and 
the School. To this end, please note that defamatory or 
abusive emails may not be responded to by the recipient 
who will discuss the matter with a senior colleague. 

COMMUNICATION WITH AND FROM THE SCHOOL



7

COMMUNICATION WITH AND FROM THE SCHOOL
Contacting your child during the day
If you need to contact your son or daughter during 
school hours in an emergency, call Reception (01932 
869044). Pupils in Forms 1-5 should not use their mobile 
phones without specific permission during the School 
day. Therefore, it is possible that they will not pick up a 
text or message left on their device and it is usually better 
to contact Reception. Although Sixth Form students are 
allowed to use mobile phones appropriately during the 
school day, it may still be easier to contact them via 
Reception. Please note that mobile reception on the 
School site is variable and thus messages to mobile 
phones may not get through.

Communications from the School
There may be a number of reasons when the School 
will contact parents about individual pupil issues via 
telephone or email or to arrange a meeting. Individual 
letters will be sent to parents in response to a number 
of issues; for example, if a pupil receives a School 
Detention. When sending out information to groups of 
parents, the following systems will be used: 

Firefly
The School uses Firefly as a virtual learning environment. 
Pupils’ prep is set on Firefly and parents can access this 
to see what work “tasks” need to be completed. Various 
department resources and information pages can also 
be found on Firefly, and team sheets for matches are 
published via this platform as well. Messages can be 
sent to pupils and parents via Firefly and this has proven 
to be a good means of communicating. Parents will 
also be able to see a record of attendance as well as a 
summary of G/B/M/Ws (our rewards and sanctions for 
Forms 1-5). Details of how to log on to Firefly will be sent 
to new parents and pupils will be shown how to do this 
on joining. There are pupil and parent Apps for Firefly 
and these are considered to be very helpful to those 
using them.

ClarionCall
Group texts and emails will be sent out via ClarionCall. 
Text messages are normally used for short-notice 
messages such as a delayed return from a trip, reminders 

about School events or possible disruption to the School 
day due to adverse weather. ClarionCall emails often 
back these text messages up and are used to send 
longer messages.

Weekly Communication and Weekly News
An email is sent out via ClarionCall each Friday which 
includes a link to the Weekly News. The email will also 
contain relevant information for your son or daughter’s 
year group. Items of Lost Property which are named and 
have been processed will also be listed with this email.

Parent Message Centre
Parents will be sent instructions on how to log onto our 
Parent Message Centre at the start of the academic 
year. Copies of all messages sent out via ClarionCall 
are stored on the Parent Message Centre as well as 
copies of pupils’ School Reports. The booking system 
for Parents’ Evenings is also accessed via the Parent 
Message Centre and instructions on how to book 
appointments as well as reminders will be sent out prior 
to these events.

Signing Out When Leaving the Site
Consent must be obtained for pupils to leave the School 
site during the working day and they must sign out at 
Reception on departure. Pupils are not allowed off the 
School site at other times without the permission of their 
Housemaster.

Parents’ Addresses
The School Systems Administrator (office@reeds.
surrey.sch.uk) should be advised of any change of 
address and/or telephone number, and  parents are also 
requested to notify the Housemaster of any change in 
their address.  Parents should also let  the Housemaster 
know if they are not going to be contactable at  home 
for any period. The School keeps a database containing 
information on parents and pupils such as addresses 
and contact telephone numbers.
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THE SCHOOL WEEK
Monday

R e g i s t r a t i o n

B re a k t i m e

L u n c h t i m e

Assembly/Chapel/House Meetings/Tutor Periods ‘Halves’

Sport/
Activities

4.00 - 5.15

8.20

8.30

10.00 - 10.20

Period 2
10.20 - 11.30

Period 3
11.30 - 12.35

12.35 - 1.35

Period 4
1.35 - 2.45

Period 5
2.45 - 3.50

Period 1
8.50 - 10.00

Tuesday Wednesday Thursday Friday

* Buses leave at 5.30pm

Period 1a
8.50 - 9.25

Period 1b
9.25 - 10.00

Period 2a
10.20 - 10.55

Period 2b
10.55 - 11.30

Period 3a
11.30 - 12.05

Period 3b
12.05 - 12.35

Period 4a
1.35 - 2.10

Period 4b
2.10 - 2.45

Period 5a
2.45 - 3.20

Period 5a
3.20 - 3.50
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ACADEMIC CURRICULUM

5th Form:  During the Spring Term A Level Options are decided - there is an entry qualification to the 6th Form 
based on (I)GCSE performance, effort and behaviour record.

The Close:
Forms 1 & 2

In Forms 1 & 2 French and Maths 
are set on ability.

Housemaster, Tutor 
and Head of Year

The Senior School:
In Form 3 pupils are set in a 
number of subjects. Pupils are 
set in Maths and follow this 
set for their Science subjects. 
Pupils are set in English and the 
Humanities combined. Pupils are 
set in French/Spanish based on 
their ability in French.

Housemaster & Tutor

Head of Year

Form 3 - as Forms 1 and 2 plus a FutureTech 
STEM course. A choice is made from Art, Design 
Technology, Music, Computing, Latin and German.

Pupils can also start Spanish if not taken 
previously.

Forms 4 & 5
(I)GCSE / Key Stage 4

English, French, Spanish and 
Maths, are set on ability. 

Science sets are broadly set by 
subject choice

Housemaster & Tutor

Head of Year

Core Subjects:
English Lang and Lit, Maths, a Modern Language, 
at least 2 sciences from Biology, Chemistry, 
Physics, Computing.
Careers and Citizenship, Religious Education, are 
taught as part of the CPSHE syllabus.
2 or 3 Optional Subjects for GCSE chosen from: 
Art, Biology, Computer Science, Chemistry, 
Design & Technology, Drama, Geography, German, 
History, Latin, Music, Physical Education, Physics, 
Religious Studies, Spanish. *In addition some boys 
take Further Mathematics

 

During the Summer Term GCSE Options are finally decided

6th Form
A Levels

Housemaster & Tutor Subject Options for GCE A Level:
Art, Biology, Business Studies, Chemistry, 
Computer Science, Drama, Economics, 
English, French, Geography, German, Graphic 
Communication, History, Latin, Maths, Further 
Maths, Media Studies, Music, Physics, Product 
Design, Psychology,  Religious Studies, Spanish. 
Students can also choose the Extended Project 
Qualification (EPQ).

YEAR CARE CURRICULUM

Form 1 - English, Maths, French or Spanish, 
History, Geography, Physics, Chemistry, Biology, 
Art, Design & Technology, Religious Studies, 
Computer Science, Physical Education, Latin, 
Music, Drama and CPSHE. 
Form 2 - as above with choice of continuing Latin 
or starting German.

The School Curriculum broadly follows the National Curriculum but provides additional breadth. Sixth Formers study 
3 A Level subjects, a General Studies Course and and an Elective. The (I)GCSE and Sixth Form Handbooks which 
detail the 4th, 5th and 6th Form Curricula are distributed during the Autumn Term.
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ACADEMIC ASSESSMENT

TIMINGS SYSTEM FUNCTION

Daily

Weekly

Each Half Term

Record Book

Tutor Period

Assessment  Grades

A daily record of progress

Record Books are reviewed.

Review Assessment  Grades

 Autumn Term
 

 Spring Term

 

 Summer Term

Reports for Forms 1, 3, 5

(I)GCSE Mock Exams

Reports for Forms 2, 4

Internal Exams for Forms 1-4

5th Form - (I)GCSE Exams
Reports for Forms 1-3

Parents’ Evenings Forms 1-4

5th Form Parents’ Evening based upon 
mock exam results.
Sixth Form A Level Options Evening
3rd Form (I)GCSE Options Evening

2nd Form Parents’ Information evening

4th Form Parents’ Evening

TIMINGS SYSTEM FUNCTION

Autumn Term
 

 

Spring Term

Summer Term

Lower Sixth Parents’ Presentation

Assessment grades each half term

Lower Sixth Parents’ Evening
Upper Sixth Reports

Assessment grades each half term 
(L6); before half term (U6)

Upper Sixth Mock Exams

Upper Sixth Parents’ Evening
Lower and Upper Sixth Reports

Assessment grades before half term

Lower Sixth Internal Exams

Lower Sixth Parents’ Evening

Induction. 

Monitoring of progress
Comments at Parents’ Evening will be 
based on these.

Lower Sixth Parents’ Evening will 
introduce Higher Education.   

Forms 1 to 5

Sixth Form
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Parents’ Evenings
In addition to the above there is a Social Evening or meeting 
for parents of each year group at which certain academic 
and pastoral matters may be discussed. Pupil attendance is 
expected in Forms 4 - 6.

Feedback Policy
The purpose of marking at Reed’s is two fold: firstly, to monitor 
the learning and understanding of a pupil and, secondly, 
to identify ways in which the pupil can improve. As such 
pupils in all years  have work marked regularly in all subjects. 
Feedback is personal to that piece of work and will identify 
areas of strength as well as weakness. It should highlight, 
wherever possible, specific areas for improvement. Where 
work constitutes part of a larger coursework/ Non-examined 
Assessment assignment or project this will be monitored and 
marked whilst in progress.

Plagiarism
We have become increasingly aware over the last few years 
of difficulties arising with some pupils’ prep and coursework 
caused by the use of the internet for research purposes. 
Pupils must understand that plagiarism is a form of cheating 
and that anyone found to have plagiarised may have serious 
disciplinary action taken against him/ her. The consequences 
of plagiarism could include coursework being awarded 
no marks or the candidate being withdrawn from all public 
examinations.

Non-Examined Assessment
Non-Examined Assessment (NEA) is a vital component of 
some GCSE and A Level final examinations. Significant time 
is allocated to NEA introduction, preparation, and review in 
lessons. We review the timing of NEA across all subjects 
per year group to maximise pupils’ performance in all 
subjects whilst also allowing significant time for examination 
preparation. Once in progress NEA is monitored regularly by 
teachers. It remains the responsibility of pupils and a copy of 
work must be kept by pupils at all stages where it is allowed 
off site. If work is word-processed, pupils should save it in 
the relevant departmental NEA folder on the School Network 
and on a portable storage device, as well as in paper format. 
Pupils are given clear warnings about plagiarism in their work, 
which, if detected by the Examination Board, may involve the 
invalidation of all public examinations sat by a pupil.  

Gold Average effort is excellent 

Silver Average effort is very good

Bronze Average effort is good

Grey Some effort is only satisfactory and average is below good

Amber A number of effort grades are satisfactory or below

Red Average effort is unsatisfactory to very poor

Effort Grade Colour Banding

Colour Rationale 

A pupil may be put on report if he/she falls into the Red band for 
effort or is consistently in the Amber band for effort.

Assessment Grades Forms 1-5

9
8
7
6
5
4
3
2
1

Exceptional
Outstanding
Very Good

Good
Satisfactory

Barely satisfactory
Unsatisfactory

Very Poor
Exceptionally Poor

Attainment Grade Description

*In the Fourth and Fifth Form attainment grades equate to 
performance in GCSE standard work. An effort grade will also 
be given.

Assessment Grades Sixth Form

A
B
C
D
E

Attainment Grade

*In the Sixth Form attainment grades equate to performance 
in A Level standard work. An effort grade between 1 and 5 will 
also be awarded, where ‘1’ represents ‘excellent’.

ACADEMIC ASSESSMENT
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PUPIL RECORD BOOKS
The Record Book is a key tool to 
help pupils in Forms 1-5 manage 
their lives at Reed’s. It is also an 
excellent mechanism for dialogue 
between pupils, parents and 
teachers, as we all work together to 
help develop and nurture talents. 
There are pages for pupils to make 
a record of which prep tasks they 
will complete each night. Although 
these tasks are set via Firefly, the 
Record Book is still a valuable tool 
in helping pupils to manage their 
workload. There is also a range 
of information included within 
the Record Book which will help 
support pupils as they develop. 
Each week, pupils are also 
expected to spend time reflecting 
on their progress and this will be 
done either in tutor time or, in 
many ways even more effectively, 
in conjunction with parents at 
home. Every half term, there is 
a space in the Record Book for 
pupils to reflect on their overall 
development and also to plan 
ahead. Invariably, the more 
effectively these weekly and half 
termly reflections are completed 
and monitored the greater the 
outcomes for pupils, both in terms 
of academic achievement and 
personal development. 
Parents and tutors are expected 
to sign the Record Book every 
week to indicate that they have 
seen the record of progress and 
as well as monitoring overall 
pupil development through the 
reflections.
Students in the Sixth Form do 
not have a Record Book and are 
expected to use Firefly to manage 
their workload.

Weekly Spread

Half Term Reflection
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ACTIVITIES CURRICULUM
Pupils who are selected for a School Team must attend midweek practices and matches, and are obliged to attend 
matches on Saturdays. The same principle applies to those involved in activities such as music and drama. All 
pupils are expected to engage with the major games programme until the Fourth Form, when other options become 
available. Pupils in Forms 1 to 4 should be committed to three activities per week; in Forms 5 to 6 they are expected 
to be involved in a minimum of two activities. Pupils must select a balance of activities and all are expected to pursue 
at least one non-sporting and one sporting activity. If a pupil is a member of a club or society organised outside the 
School, or has extra tuition of some form, then parents may write to the School for special dispensation. Where it 
is deemed appropriate School Policy may be suspended for an agreed period of time. All pupils in Forms 3 and 4 
will be involved in a compulsory service activity through the Outward Bound course, CCF, Arts Award, or Duke of 
Edinburgh Award Scheme. All pupils are expected to pursue some intellectual, cultural and charitable service activity 
during their career at Reed’s. Extra academic lessons do not normally count as an activity.

In addition to Major Sports, Drama and Music Rehearsals the following choices have been available:

The last week of the Summer Term is an Activities Week when it is expected that all the pupils in Forms 1-4 will 
participate in residential trips away from Reed’s. 

Academic Clubs
Archery
Arts Award
Art Scholars
Athletics Club
Chess Club
Chinese
Combined Cadet Force
Debating
Design and Technology Club
Duke of Edinburgh Award
Epicureans (All scholars)
French Extension Club
French Games Club
Geography Society
Golf (Beginners)
Golf Academy
Junior Basketball
Junior Production Rehearsal
Kung Fu
LAMDA (Acting)

Library Book Club
Lucretians (3rd Form)
Mentoring
Mountain Biking
Playwriting
Photography Club
Politics Society
Robotics
Sailing (+ Saturdays)
Ski Racing
Spanish Conversation Club
Speed Typing & Mathletics
Sports Team Practices
Squash  
Squash Development 
Stage Technology
Strength and Conditioning
Swimming Squad Training, Club
Tennis Squad, Individual Lessons
Toastmasters Club
Christian Union
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The Parental Code
Do
• Remember your children play for their enjoyment,  
 not yours.
• Encourage them to play by the rules.
• Teach children to play by the rules.
• Set a good example – applaud good play by both  
 teams.
• Encourage your child to improve his or her skills  
 through coaching sessions.
• Encourage all youngsters irrespective of their ability  
 – never ridicule any individual player, regardless of  
 the team he/ she play for.
• Share concerns, if you have them, with the member  
 of staff taking that team, or with the Director of  
 Sport.
• Remember that young players learn much by  
 example.
• Respect decisions made by the match officials and  
 encourage the young players to do likewise.
• Remember that persistent, negative messages will  
 adversely affect the players’ and referee’s
 performance and attitude.
• Always support the School in its efforts to eradicate  
 loud, coarse and abusive behaviour from the game.

Don’t
• Shout at a player for making a mistake – all are 
 trying their best.
• Go onto the pitch – unless invited to do so by the  
 relevant member of staff.
• Abuse the referee/umpire – they are usually   
 volunteers and the game cannot go on without them.

The Players’ Code
Players are encouraged to:
• Recognise and appreciate the efforts made by
  coaches, parents, match officials and administrators
 in providing the opportunity for you to play and  
 enjoy the sporting environment.
• Understand the values of loyalty and commitment  
 to the School and teammates.
• Recognise that every player has a right to §expect  
 his/her involvement in sport to be safe and   
 free from all types of abuse.
• Understand that if an individual and group of young  
 players feel that they are not being treated in a  
 manner that is acceptable, then they have a right to  
 tell an appropriate member of staff.

Players should:
• Remember that skill development, fun and   
 enjoyment are the most important parts of the  
 game.
• Be attentive at all training and coaching sessions.
• Work equally hard for yourself and your team – both  
 will then benefit.
• Recognise good play by all players on your team  
 and by your opponents.
• Show good sportsmanship – win or lose.
• Play to the laws of the game and accept, without  
 question, all referee/umpire decisions.
• Control your emotions. Verbal or physical abuse  
 of teammates, opponents, or match officials is not  
 acceptable.
• Treat all players as you would like to be treated  
 yourself.

SCHOOL SPORT - Code of Conduct
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The House System
The House system is very much at the heart of School 
life, bringing together a Housemaster and a team of 
tutors to focus on the academic progress and pastoral 
care of pupils. Participation in activities and team sports 
in House competitions aids holistic development.
Pupils in our First and Second Forms (Years 7 & 8) are 
in The Close, which is the junior section of the School. 
A Housemaster is responsible for The Close supported 
by Heads of Year and a team of tutors. Within The 
Close, boys join one of four tutor-group-based Houses: 
Clapton, Reedhams, Royal Wanstead or Royal Putney 
(named after other Andrew Reed institutions).
In the Middle School (Years 9 to 11) pupils join one of 
the four main Houses: Blathwayt, Bristowe, Capel or 
Mullens (all named after some of the early benefactors of 
the Reed’s Foundation). The Housemaster and team of 
tutors are responsible for encouraging and nurturing the 
academic, social, recreational and pastoral development 
of all pupils in their house. Boarders join School House 
but are also affiliated to one of the main Houses for 
House competitions.
In the Sixth Form, students remain in their houses for 
competitions, but their academic and pastoral progress 
will be monitored and encouraged by the Head of Sixth 
Form and the Sixth Form Management Team, and their 
team of tutors.

Chapel
The School is a Church of England foundation but all 
denominations attend Chapel and the spirit of the services 
is  distinctly ecumenical.  There is a short daily service  
for different groups of pupils at 8.30am on Wednesday, 
Thursday and Friday.  Boarders attend special services 
each term on a Sunday to which parents are warmly 
welcomed to attend. There is a rotation system in place 
on Monday mornings which enables all pupils to attend 
an additional service. On Monday lunchtimes there is 
a Christian Union meeting which is held in the School 
Chapel and is open to all pupils and staff.

Parents’ Prayer Group
There is an active Parents’ Prayer Group which meets 
in the School Chapel to pray for the School and its 
community. Information will sent out in advance of 
meetings and those parents who would like to attend 
will be most welcome.

Pupil Induction
To help all new pupils settle in and feel that Reed’s is 
their School as soon as possible there are numerous 
induction events for all those joining the School.
For those joining the School in the First Form, there is 
an Induction Day in June so that boys can meet others 
in their year group, meet a number of key pastoral staff 
and get to find their way around the School site. The first 
day of the Autumn Term is an Induction Day where all 
new pupils will continue to find their feet a day before 
the whole School assembles. The new First Form is then  
usually taken on an activity day to High Ashurst which 
aims to build teamwork and trust within tutor groups. 
The First Form tutors will also help the boys to settle in 
as quickly and smoothly as possible. All new boys will 
be given a Second Form Buddy who will meet with them 
and help with the settling-in process. There is a Parents’ 
Evening early in the Autumn Term which serves as an 
additional mechanism through which parents and staff 
can help with the settling-in process.
For those joining the School in the Third Form, there is 
an Induction Day during the week in late June. This is 
an opportunity for new boys to join those already at the 
School (in The Close) and to come together in their new 
Houses, get to know each other, meet key staff and find 
their way around the School. As with the First Form, the 
first day of the Autumn Term is an Induction Day where 
all new pupils will continue to find their feet a day before 
the whole School assembles. 
Induction for new Sixth Form students starts with a 
Garden Party in June during which students can meet 
key staff. There are then a couple of days of induction on 
the School site towards the end of the summer holiday 
for new girls to get to know each other. Then, the Lower 
Sixth comes in for an Induction Day the day before term 
starts in September.

PASTORAL SYSTEMS
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PASTORAL SYSTEMS
Mentors
There is a team of Sixth Form students, known as the 
Student Mentoring Team, who apply to be trained to act 
as mentors to younger pupils. Having received training, 
they are attached to a pupil after consultation with the 
younger pupil’s Housemaster. Within Houses, other 
mentoring takes place whereby older students help 
out those in younger years. New Third Form pupils are 
helped to settle in by a member of their tutor group. In 
The Close, all new First Form boys are given a Second 
Form Buddy to help them settle in. Mentoring will take 
place in line with COVID-19 measures.

Pupil Voice
There are plenty of opportunities for pupils to become 
involved in shaping aspects of life at Reed’s. There 
are Student Councils in The Close, the Middle School 
and the Sixth Form, with an overall School Council 
which deals with whole School issues. There is also an 
active Environment Committee as well as a recently-
formed Equality Forum. Beyond these groups, pupils 
can become involved in various ways through House 
activities and within departments.

Tootoot
We use the reporting platform and App called Tootoot 
through which pupils can report any worries or concerns 
they might be having directly to key pastoral staff at 
the School, in a safe and anonymous way. Although 
we would like to feel that our pupils will raise concerns 
in person with a wide range of people at the School, 
the ability for them to report concerns anonymously 
empowers them and has proved to be extremely helpful 
to them. All pupils will be given a user name and initial 
password (which must be changed when first logging 
on) and they can download the App onto their phones 
or other devices.

Emotional Tracking
To augment our existing pastoral structures and 
processes we use an emotional tracking tool called AS 
Tracking. This is an online assessment, completed twice 
a year, which places your child’s voice right at the centre 
of our pastoral care.  Teachers will use the data to guide 
their pastoral interactions with each pupil, knowing 
how to support and guide them more proactively and 
intentionally during their time at our School. AS Tracking 
does not replace our existing pastoral care but will be 
another piece in the pastoral jigsaw, alongside teacher 
observations, parental feedback or direct feedback from 
pupils.
In many ways we are mirroring our academic tracking 
processes. We track each pupil’s academic development 
so we can proactively target academic support and 
challenge as and when required. In tracking each pupil’s 
social and emotional development, we can proactively 
target pastoral support and challenge.  We are interested 
in who your child is becoming, as much as what they are 
achieving.
AS Tracking is GDPR compliant, and STEER, the 
company which has developed AS Tracking, is Cyber 
Essentials accredited. Pupils’ data is anonymised. Only 
teachers at our School will be able to match a set of data 
to an individual pupil. It requires significant and ongoing 
training to interpret the data. Only those who have been 
trained and have pastoral responsibility for your child 
will access the data; it won’t be shared with parents or 
pupils. Teachers and tutors will use the data to guide their 
interactions with your child, so they can more effectively 
guide them as they steer their adolescent journey. Our 
experience from using AS Tracking thus far is that the 
data gathered has further informed our choices about 
how we support each pupil.
AS Tracking will enable us to hear your child’s voice, 
rather than assuming we already know. It will guide us in 
knowing how to support your child in a more proactive 
manner, through subtle but strategic opportunities, 
messages and challenges. Our goal is to equip all pupils 
at Reed’s with skills to steer more effectively in school, 
out of school, and beyond school.
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The Health Centre             
The Health Centre is open for all Reed’s pupils from 
8.00am to 5.30pm five days a week. Pupils are expected 
to attend the Health Centre between the following hours 
unless it is an emergency.

   Morning  8.00am - 8.40am
   Break time  10.00am - 10.20am 
   Lunchtime  12.15pm - 1.35.pm
   After school  3.55pm - 5.30pm 

The Health Centre staff provide on-call cover for the 
boarding community between the hours of 5.30pm and 
8.00am weekdays, as well as a Nurse being on call at 
the weekend and providing pitch-side support for sports 
matches.
The Health Centre offers treatment, advice and support 
to all pupils. Our trained medical practitioners operate 
in a professional, caring manner, enabling pupils to 
maintain their physical and emotional well-being during 
their time at School.
Parents who wish to discuss their child’s particular 
medical issues, or who wish to see the medical facilities 
on site, are welcome to contact the Health Centre at 
any time by telephone 01932 869041 or via email at 
medical@reeds.surrey.sch.uk 

School Doctor                
Boarding pupils will be registered with the School GP and 
the local PCT trust will request transfer of the notes from 
the pupil’s previous surgery. When pupils return home for 
the holidays they are still entitled to free treatment from 
their own surgery; they will be treated as a temporary 
resident in that practice and their names should not be 
removed from the School Doctor’s list.

Counsellor
There is a counsellor available two days a week for 
pupils to speak to. Appointments can be made via the 
Health Centre. 

Medication
All medicines including those prescribed by a doctor and 
over the counter or homely remedies that are to be taken 
at School by day or boarding pupils must be registered 
with the Health Centre in writing and the nursing staff 
will make the necessary arrangements for administering 
them. It is important that medication is not brought into 
School by pupils without disclosing this to the Health 
Centre.

Immunisation
Routine immunisation will be provided by the Health 
Centre or Central Surrey Health Nurses to pupils on 
receipt of signed parental consent.

Allergies/EpiPen
It is important for all parents to note that some people 
within the School community will have allergies; for 
example, being allergic to nuts. Although the School 
cannot guarantee to be nut free, we would ask that 
parents are responsible in considering what is sent in 
to School as a snack for their children so that this does 
not put others at risk. If your son or daughter suffers 
from an allergy you must inform the Health Centre when 
completing the online medical form stating the allergen 
and prescribed treatment. Pupils who are prescribed an 
EpiPen must carry an appropriately dated EpiPen on 
their person at all times. A spare EpiPen is to be kept 
in the Health Centre and will accompany the pupil on 
school trips. Parents are responsible for providing the 
School with the requisite allergy medication and aid 
the Health Centre in producing an Individual Health 
Care Plan, as well as reading and signing a copy of the 
School’s Allergy Policy.

Communicable Diseases
Parents should take responsibility for their child’s health 
and are asked not to send their son or daughter to the 
School if unwell*. Viruses and infections spread round 
the school community quickly causing problems to 
others, both pupils and staff.
If a pupil is unwell the following guidelines (overleaf) 
should be adhered to when deciding when a pupil should 
return to School. 
* This is particularly important during the COVID-19  
 pandemic and those with symptoms must not visit  
 the School site.

HEALTH AND WELL-BEING
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Dental Treatment
Day and boarding pupils should receive regular holiday 
treatment by their own dentist. Should a boarding pupil 
require emergency dental treatment they will be taken to 
a local dentist if it is not possible for them to be seen by 
their own dentist. Parents are advised that there will be a 
charge levied in this case.
 

Mouthguards, Cricket Helmets & Goggles
Mouthguards are strongly recommended by the School 
for rugby, hockey and squash. These can be moulded 
and fitted by a dentist or alternatively Titan Mouthguards 
will attend Reed’s School twice a year to carry out 
mouthguard fittings. Helmets for cricket must be worn 
by batsmen and by wicket keepers standing up to the 
stumps. Goggles are recommended for squash. It is 
compulsory that pupils wear a helmet when skiing or 
snowboarding on School trips.

Emergency Contacts 
It is most important that the Housemaster and Sister in 
Charge of the Health Centre  have details of emergency 
contacts including mobile phone numbers and home 
email addresses and other important pupil information. 
Parents’ mobile numbers and email addresses will be 
held securely. Therefore, new parents should complete 
and submit the necessary form via the ClarionCall Parent 
Portal. 

Updates
The Health Centre would be grateful if parents would 
provide updates on their child’s medical conditions where 
appropriate; this is inclusive of changes to medication, 
allergies etc. medical@reeds.surrey.sch.uk.

HEALTH AND WELL-BEING
Minimum periods of exclusion from School
Disease/Illness   Minimal Exclusion Period
Antibiotics prescribed   First day at home
Chicken Pox    7 days from appearance of rash
COVID-19    10 days or current Government requirement
Diarrhoea    48 hours once the diarrhoea has stopped
Gastro-enteritis & Food Poisoning 24 hours or until advised by the relevant public health official
Impetigo    Until the skin is healed
Measles    7 days from appearance of the rash
Meningococcal Infection  Until recovered from the illness
Mumps     Until the swelling has subsided and in no case less than 7 days 
       from onset of illness
Pertussis (whooping cough)  21 days from onset of paroxysmal cough (5-15 rapid coughs 
       followed by a characteristic inspiratory whoop)
Pediculosis (lice)   Until appropriate treatment has been given
Ringworm of body   Seldom necessary to exclude provided treatment is being given
Scabies     Need not be excluded once appropriate treatment has been given
Scarlet Fever     Until appropriate medical treatment has been given and in no case for less
and Streptococcal Throat Infection than 3 days from the start of treatment
Temperature    If sent home ill, pupil must be off for 24 hours
Vomiting    48 hours after the vomiting has stopped
Shingles     Exclude if rash is weeping and cannot be covered 
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Personal Possessions & Valuables
* Please note that COVID-19 measures mean that 
pupils should only bring essential items to school 
each day. Lockers and bag racks will be limited in 
their use until further notice.
Pupils are responsible for their personal belongings and 
all clothing and equipment should be named. Pupils 
should be made aware that they bring valuable items 
onto the School site at their own risk. Each pupil will 
have a locker in which valuable items should be secured. 
Pupils will be provided with a padlock for their locker. 
If this padlock is lost, pupils will be responsible for 
providing a replacement themselves. Sports bags and 
equipment can be stored on the bag racks in the Day 
Pupil Centres. In some cases, for example, for those 
with large items to store like skis or golf clubs, pupils 
can liaise with the member of staff in charge who will 
try to help with storage options. When brought into 
School, musical instruments should be kept in the Music 
department’s instrument store or in pupils’ lockers. We 
do our best to find lost or missing items using our Lost 
Property system. Parents and pupils should be aware, 
however, that the School insurance does not cover loss 
of or damage to personal possessions.

Mobile Phones
The School’s policy on mobile phones is underpinned by 
a belief that it is incumbent on us to educate pupils in their 
proper and appropriate use. The issue of mobile phones 
in schools is frequently a topic of debate by parents and 
in the press. It is our belief that banning them entirely from 
School does not educate and experience suggests that 
several issues develop through inappropriate use when 
not at School. In Forms 1-5, pupils must not use or have 
their mobile phone out between 8.20am and 3.50pm 
unless with the express permission of a member of staff.  
Students in the Sixth Form may use such devices during 
the School day but should be mindful of social etiquette 
in their use. All mobile phones should be made silent 
and put away and must not interfere with lessons. In a 
growing number of lessons, teachers are using digital 
devices to augment the educational experience of our 
pupils. Mobile phones which are used improperly are 
likely to be confiscated by a teacher and given to the 
Housemaster of The Close, Head of Middle School or 
Head of Sixth Form as appropriate to be confiscated for 
up to one week. 

Bicycles
Day pupils may commute by bicycle, and boarders in 
the Senior School may keep bicycles at the School 
provided they have  their Housemaster’s permission to 
do so.  Although the School will exercise all possible 
supervision, parents must accept the risk of loss or 
damage.  All pupils owning bicycles should, in their  own 
interests, take out a comprehensive policy.  (Ref. Section 
5  of the School Regulations.) There is a secure cycle 
shed for those who ride to School. Bicycles must not 
be ridden on the School grounds. Cyclists are strongly 
advised to wear a crash helmet of an approved type.

Lost Property
All items of clothing and equipment (where practical) 
should be named. A system is in place whereby items of 
clothing and equipment which are left lying around the 
School are collected and recorded on the Lost Property 
system. Items can then be reclaimed by pupils from the 
Lost Property Hut, which is located behind the Middle 
School Day Pupil Centre, at set times each week. The 
School Matrons run Lost Property and a list of named 
items is emailed to parents each week as part of the 
Weekly Communication. In order to foster independence, 
pupils are expected to collect their own items from Lost 
Property at the designated times. Named uniform items 
will be held in Lost Property for a full academic year. 
Un-named or non-uniform items will be cleared at the 
end of each term. Similarly, water bottles, for reasons 
of hygiene, will only be held for one term. Valuable 
items such as mobile phones are usually handed to the 
Reception or the Deputy Head (Pastoral).

Miscellaneous

Extras - Music, Tennis, Maths
Whereas singing and music appreciation are taught in 
class, individual arrangements can be made for pupils 
to receive  individual instrumental or singing lessons.  
Applications  should be made to the School’s Director of 
Music.  For individual lessons there is a termly  charge.  
A pupil must ensure that any instrument of his/her own  
brought into School is insured. A term’s notice is required 
to cancel tuition.

ADDITIONAL INFORMATION
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ADDITIONAL INFORMATION
There is the opportunity for for extra tennis coaching 
and applications should be addressed to the Master in 
Charge, Mr Adrian Blackman (ajblackman@reeds.surrey.
sch.uk).
The possibility for additional Maths coaching exists and 
the Head of Maths will make arrangements with parents 
if necessary.

Dictionaries
Every pupil needs a dictionary, which gives the following 
information: derivation, definition, etc.

The School has bought a stock of the “Heinemann 
English  Dictionary” and these are available at the 
School Shop.  Please  ensure that if your child does not 
have the Heinemann, they  have a dictionary providing 
the same detail. The School Shop also stocks copies of 
the Philips Modern School Atlas, which is a requirement 
for all pupils studying Geography, and Bibles.

Calculators
In The Close and the 3rd Form the requirement is that 
pupils should have a non-programmable scientific 
calculator including  square root, sine, cosine and 
tangent functions.  All the pupils in the 4th and 5th 
Forms will require a calculator with the  above minimum 
requirement.  Pupils new to the School who do not  have 
a calculator will be supplied with the appropriate model,  
and the cost disbursed on the end-of-term account.

School Bags
Pupils should have a) a recommended School bag
     b) a sports bag

These are available from the School Shop.

When not in lockers, bags must be left on the bag racks. 
Pupils are recommended to make use of their lockers to 
avoid carrying heavy loads around with them.

Pens
Only fountain pens, roller-ball pens and fibre-tip pens are 
approved.

The School Shop
The School Shop is situated on the first floor of the 
Sports Complex.
THE AIM:  To provide a service to pupils and parents by 
selling good-quality products at prices, in many cases, 
at a discount  from those charged in “outside” shops but 
still to make a small  profit which will be gift aided back 
to the School.
WE SUPPLY:  School uniforms, sports wear and sports 
equipment; in fact everything which would be required by 
a pupil at Reed’s School. The Shop is always prepared 
to order items not normally carried in stock from 
manufacturers. The shop is the sole supplier of School 
Uniform.  Appropriate clothing lists can be obtained by 
contacting the School Shop.

OPENING HOURS:  Please see the School Website 
for opening hours. New parents should arrange an 
appointment by telephoning 01932 863255 or email 
shop@reeds.surrey.sch.uk.* 

NEARLY-NEW SERVICE:  The Shop provides a nearly-
new service. Donations of clothes are always welcome. 
There is a sale every half term; please see the calendar 
for dates.
MEANS OF PAYMENT:  Uniform can be ordered and 
paid for online at www.reedsschoolshop.co.uk and 
collected from the shop by pupils or parents. All major 
debit and credit card are also welcome.

*Please see the School Website for holiday opening times.
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ADDITIONAL INFORMATION
CPHSE and Parent Presentations
Our CPHSE teaching is diverse in subject matter and 
is designed to help pupils lead confident, healthy and 
responsible lives as individuals and members of society. 
CPHSE is a compulsory part of the curriculum for all 
pupils at Reed’s from the Forms 1-5 (Years 7 to 11) 
and key aspects are incorporated into the Sixth Form 
General Studies programme.

The schemes of work are designed to encourage pupils 
to understand and manage their wider relationships, 
take responsibility for learning and life choices, as 
well as promoting a sense of well-being and high self-
esteem. A respect and appreciation for the diversity 
of, and differences between people and cultures, are 
promoted in lessons relating to Citizenship and Global 
Citizenship. All years will cover some drugs education, 
as well as Sex and Relationship Education (SRE) and 
Economic Well-being and Financial Capability. Pupils 
will be encouraged to work effectively with others and to 
deal with the spiritual, moral, social and cultural (SMSC) 
issues that they may face as they approach adulthood. 
SMSC issues are also developed through an array of 
other mechanisms such as assemblies, chapel services, 
House and year group meetings and tutor sessions. 

A variety of speakers and activities will be made available 
to pupils in the various year groups, when appropriate 
or available. Usually, when workshops are delivered to 
pupils these are followed by presentations to parents in 
the evening, and these have proved to be very helpful 
to those attending. Messages will be sent to parents 
inviting attendance at such presentations. 

Digital Learning
The School’s aims for digital learning are: 
• To improve learning outcomes
•  To leverage the potential of mobile learning   
 technologies to support anytime/anywhere access  
 to learning resources 
•  To promote effective feedback and assessment 
•  To promote collaboration 
•  To use technology to supplement rather than replace  
 effective traditional approaches
All First to Fifth Form pupils are provided with a leased 
iPad. New pupils are required to complete the OSA 
Certificate of Online Safety before they receive their iPad 
and an acceptable use policy must be signed. A group 
of pupil volunteers are trained to be Digital Champions. 
It is strongly recommended that all Sixth Form pupils 
bring their own device (BYOD) to school. This can be a 
laptop or a tablet. For further information on our digital 
learning strategy and initiatives, please see the relevant 
pages on Firefly.

Promoting Positive Emotional      
Well-Being Through the Curriculum
To augment our nurturing of pupils through pastoral 
systems and CPHSE lessons, we actively promote well-
being. Besides promoting an active lifestyle and social 
interactions through our Activities Curriculum, we also 
want our pupils to flourish emotionally. From happiness 
workshops lower down the School to the Mindfulness 
in Schools Project’s .b course, which is available to our 
Fourth and Fifth Form pupils as part of our Enrichment 
lessons, we make use of our trained staff to promote 
mindfulness across the School. The reflections prompted 
in the Record Book also help pupils to consider their 
well-being, taking into account factors such as screen 
time, exercise, diet and sleep. Having introduced the .b 
course some years ago, we also run training sessions for 
staff at Reed’s and for a range of other schools to further 
promote mindfulness.



25

REWARDS AND SANCTIONS
Distinctions
All members of the School may be awarded  Distinctions 
for work of an exceptional standard. Three Distinctions 
in a school year will gain an award.

G/B/M/W & Slips
Staff record creditable achievements, unsatisfactory work 
and misconduct directly onto SIMS, our Management 
Information System (database). 
In Forms 1-5, pupils are given Gs, Bs, Ms and Ws to 
record good and bad work/ behaviour. Pupils can 
awarded a maximum of two Gs, Bs, Ms or Ws for any 
specific piece of work or incident of behaviour.

G  Good Work 
B  Good Behaviour 
W  Poor Work
M  Poor Behaviour (misdemeanour)

Parents can keep a track of such rewards and sanctions 
via Firefly and pupils are encouraged to record their 
weekly totals in their Record Books. Such awards are 
used to motivate pupils for good work and behaviour, as 
well as challenging poor work and conduct.
The number of Ms and Ws will be subtracted from the 
number of Gs and Bs to give a weekly or half-termly total.
Pupils achieving the required weekly or half-termly total 
of Gs and Bs will gain an award at a House Meeting. 
Pupils gaining six Ms or Ws in a week or twelve in a 
half-term Assessment Period will be given a School 
Detention.
In the Sixth Form, “Slips” are recorded, for good and 
poor work or conduct. Tutors will monitor the awarding 
of “Slips” with students and will celebrate achievement 
or deal with issues on an individual basis. 

Academic Interventions
Academic interventions for all pupils are designed to 
encourage reflection, provide structure and develop 
good working habits rather than being seen as punitive 
or directly didactic.
Pupils in Forms 1-5 whose work is giving cause for 
concern may be put “On Report”, an intervention to 
help support them and provide a little more structure 
and focus. Being “On Report” means that pupils must 
hand their Record Book to their teacher at the start of 

every lesson who will then make a brief comment when 
handing the book back at the end of the lesson. Pupils 
must then initial the book every night and tutors will 
record their daily monitoring of progress. Pupils “On 
Report” will be seen by their Housemaster each week.
Sixth Form students needing support in developing habits 
for success may be required to spend compulsory time 
studying in the Atrium, given a Time Management Planner 
or placed on Performance Report or Weekly Review.

Other Forms of School Discipline in 
Forms 1 To 5 (also see School Behaviour Policy)

Headmaster’s Detention  
Headmaster’s Detention will take place on a Saturday or 
Sunday from 9.00am to 12.00pm. Pupils might be given 
a Headmaster’s Detention for three or more Behaviour 
Detentions or Work Detentons in one term, or for gross 
misbehaviour. Pupils who miss School matches are likely 
to be put into a Headmaster’s Detention.

Behaviour Detention
Detention will be held between 4.15pm and 5.15 pm on 
Fridays. A pupil who receives three or more Detentions 
in one term will be seen by the Deputy Head (Pastoral) 
or Headmaster. Pupils in detention will be set essays or 
written work that will be scrutinised by the tutor.                                               

Work Detention
This takes place on Fridays between 4.15pm and 
5.15pm. Appropriate work will be set by the member 
of staff giving the Work Detention. A pupil who receives 
three or more Work Detentions in a term will be seen by 
the Deputy Head (Academic) or the Headmaster. Special 
arrangements may be made on a Saturday or a Sunday 
to detain pupils who have an accumulation of detentions 
or a backlog of work.   

Lunch Detention
This takes place between 12.45pm and 1.10pm on 
Tuesdays and Fridays for pupils who have been reported 
for minor misdemeanours such as having untidy uniform, 
for eating or drinking while walking round the School,   
or walking across grassed areas rather than using 
footpaths.

Detention takes priority over all other 
commitments.
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The Development & Marketing Department is an integral 
part of the School, working with colleagues from across 
all areas, as well as a range of external parties, to 
benefit its pupils, its Foundation and the wider Reed’s 
community.
 
The key areas of responsibility which fall under the 
Department’s remit include:
 
The Foundation
At the heart of Reed’s School lies its Foundation, the 
204-year-old charity that provides educational and 
social opportunities for young disadvantaged children 
who have the potential but not the means to realise their 
skills and talents. The Development Office is responsible 
for not only promoting the Foundation to attract potential 
candidates, but also fundraising from a variety of 
sources to ensure that bursarial support can be offered 
to Foundation pupils, who make up around 10% of the 
School population.
 
As part of this and the wider outreach programme 
offered by the School, the Development Office manages 
the Reed’s Primary and Secondary Forums. These 
are  networks of schools based in deprived and low-
income areas of London and the South East which 
participate in a range of academic, sporting and creative 
enrichment activities organised by Reed’s that aim to 
raise aspirations and improve the performance of young 
people facing hardship. The Forums also provide a 
unique vehicle to build relationships and identify genuine 
Foundation pupils who would benefit from an education 
at the School.
 
The Department also organises the Andrew Reed 
Lecture. This annual event celebrates the vision of our 
Founder, Andrew Reed, by focussing on the power of 
education to both transform lives and enable social 
mobility, as well as overcome disadvantages.  
 

Old Reedonians & Current Students
The Development Office provides a dedicated service to 
all its Old Reedonians to:
 
•    encourage and facilitate lifelong associations with  
 ORs and others from the Reed’s community;

• provide career and business networking
  opportunities within the OR and wider Reed’s  
 community;

•    raise awareness of social, cultural and sporting  
 activities within the OR community; and

•    encourage support for the development of the
  School and the Reed’s School charitable   
 Foundation.
 
With a dedicated and interactive website, an annual 
alumni magazine, termly newsletters, pages on 
Facebook, Twitter and LinkedIn, and regular events, 
we try to ensure that all communication with our ORs is 
regular, engaging and beneficial.
 
For our current pupils, the same opportunities are 
offered in terms of career and networking  within the OR 
and parental communities.  Events such as the annual 
careers fair and university workshop, as well as support 
with work placements and CVs, are just a few ways that 
the Development Office can help pupils.
 
Parents
All parents and guardians are a valued part of our School 
community. The aim for the Development Office is to 
ensure that they are fully involved and informed of the 
work that is carried out within the Department and how it 
complements the School as a whole.  The Development 
Office also works to build the School network through 
good marketing and communications, and unite a 
network of School stakeholders including the staff, 
pupils and parents of the School today.
 

DEVELOPMENT & MARKETING DEPARTMENT
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Major Projects
The School is always looking to the future to provide 
the latest academic, sporting and cultural experiences 
for its pupils to ensure they are equipped with the skills 
and knowledge to make their way in the world.  The 
Development Office plays a key part in raising funds 
to deliver the future vision of the School as sanctioned 
by the Governors, Headmaster and Senior Leadership 
Team.  In the recent past, fundraising campaigns have 
ranged from the large capital project to the smaller 
specialist purchase, such as the New Sixth Form Atrium, 
the Jarrett Indoor Cricket Centre, FutureTech (our unique 
STEM initiative), our state-of-the-art indoor tennis 
centre and a new Steinway grand piano for the Music 
department.
 
All of this would not be possible without the strong 
relationships that the Department is lucky enough to 
nurture amongst the wider Reed’s network.
 
If you are interested in learning more about the work 
of the Development Office, please do not hesitate to 
contact us:
 
Kathryn Bartram, Development & Marketing Director
e: kbartram@reeds.surrey.sch.uk   t: 01932 869025
 
Alison Atkins, Assistant Marketing Director
e: aatkins@reeds.surrey.sch.uk   t: 01932 869071
 
Sharmaine Matthews, Assistant Alumni Director
e: smatthews@reeds.surrey.sch.uk   t: 01932 589490
 
Ed Whiffin, Events and Outreach Manager
e: ewhiffin@reeds.surrey.sch.uk   t: 01932 869089

Lucy Sadler, Alumni and Development Officer
e: lsadler@reeds.surrey.sch.uk   t: 01932 588029
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Friends of Reed’s School
Friends of Reed’s School is a parental organisation 
which arranges social events for parents, as well as 
raising funds for the School for minor projects.

Recent items funded by FORS include:
     
•  3D Printer for the FutureTech Building – 
 Design & Technology

•  3 x SatNav for School Minibuses – Sports

•  Video Camera for GCSE/A Levels and filming  
 shows – Drama

•  Netball Post Protectors – Girls’ Sport

•  Camera for photographing School Sports and  
 other Events – Photography

•  Part-funding of new grand piano for the   
 Ensemble Room – Music

•  Kyam Sports Shelter for Rugby Sevens   
 Tournaments and Sports Day – PE/Rugby

•  Fast Fold Projection Screen for functions in   
 the Assembly Hall and elsewhere in the school  
 
•  A set of timing lights to be used for    
 Toastmasters speeches – Toastmasters

•  TIG Welder for the FutureTech Building –   
 Design & Technology

•  Gazebo for use by the Sports Department and  
 other outdoor events – Sports Department

A “Parent Link Scheme” also exists whereby several 
parents within each age group act as liaisons to 
welcome new parents to Reed’s, inform parents of 
events at the School and encourage participation in 
social and fundraising occasions.

Reed’s School Enterprises Limited (RSE)
Reed’s School Enterprises is a limited company set up 
to run the School’s commercial activities. It has a Board 
of Directors from the appointed School Governors and 
staff, and administers all hirings of School facilities and 
runs the School Shop. All profits generated are gift aided 
for the benefit of Reed’s School.

FRIENDS OF REED’S/ RSE/ SPORTS CLUB
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Child Protection and Safeguarding
The School takes its responsibility towards promoting 
the welfare of children seriously. Children includes 
everyone under the age of 18. The School has regard 
for the statutory guidance “Keeping Children Safe in 
Education” from the Department for Education issued 
under Section 175, Education Act 2002 and the Education 
(Independent School Standards) (England) Regulations 
2010 as amended by SI 2012/2962. It also adheres to 
the “Working Together to Safeguard Children” issued 
under the Children Act 1989 and the Children Act 2004. 
For further details on the School’s approach to child 
protection, please refer to the School’s Child Protection 
Policy which can be found on the School website. The 
Deputy Head (Pastoral) is the School’s Designated 
Safeguarding Lead (DSL) and the Deputy DSLs are Mr 
Jon Ross , Mr James Norman, Mr Adrian Blackman and 
Ms Emily McGhee.

Parents’ Complaints Procedure
In the event of a parent having a complaint about any 
aspect of School life in relation to his/ her own son 
or daughter, the normal procedure should be to bring 
the matter in the first instance to the attention of the 
pupil’s Housemaster and/or Tutor. If there are further 
concerns the relevant member of the Senior Leadership 
Team should be contacted – the Deputy Head (Pastoral) 
about pastoral matters; the Deputy Head (Academic) 
about academic matters; the Senior Master about sport 
and activities and the Deputy Head (Pastoral) about 
discipline and any other matters. These senior members 
of staff will investigate complaints and discuss the 
matter with the Headmaster. If a satisfactory resolution 
is still not reached an appointment should be made to 
see the Headmaster and, if matters remain unresolved 
,parents have access to a nominated member of the 
Governing Body currently Dr Alison McLean (01323 
871871). Complaints about financial matters should be 
addressed initially to the Bursar and subsequently, if 
necessary, to the Headmaster and then to the nominated 
member of the Governing Body. If a parent is still not 
happy after contact with Dr McLean, the Chairman of 
Governors can convene a panel of Governors and an 
independent member to investigate the complaint. The 
Chairman of Governors can be contacted through the 

Secretary to the Governors (Bursar) at the School. All 
staff should normally respond within forty-eight hours 
of any communication, although serious issues may 
take longer. Normally a full response should be received 
or a meeting should be arranged within a week. A 
panel hearing should be set up within two weeks of a 
complaint being made to Governors. A full copy of the 
Complaints Procedure can be found on our website.

Pupil Guidelines
Worries and Complaints
If pupils feel worried about something and wish to 
complain about their treatment, there are two things to 
remember:

(a)  they can talk to someone about their problem;
(b)  they can make a formal complaint to someone.

There are a number of people to whom a pupil can talk 
or from whom they can ask advice - a close friend who 
may be able to  help a fellow pupil, or an older student 
such as a House Captain or one of the Prefects, or a 
member of the Student Mentoring Team or Matron - if 
a pupil does not wish to go straight to a member of the 
academic staff.
Problems with academic work are normally discussed 
with subject teachers, Tutor or Housemaster. Medical 
problems should be discussed with Matron or Sister. 
Other personal problems can be taken to a Matron, 
Sister, Tutor, Housemaster, the Chaplain or the School’s 
Counsellor. A pupil wishing to see the School Counsellor 
can make an appointment at the Health Centre. Pupils 
who wish to record a concern or a complaint can also 
use the ‘suggestion box’ situated in the library, Health 
Centre, and on the School email system.

SAFEGUARDING
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COMPLAINTS
To Make A Complaint 
The first thing a pupil should do is to speak to any 
member of staff he/she trusts.

If a pupil has tried one of these approaches and is 
not satisfied that the problem has been dealt with 
satisfactorily,  he/she may speak to either of the 
following adults who have  agreed to act  independently 
on behalf of pupils as “student advisors”.
They are:

(a)  Within the School estate -
  Mrs L Hurford (School Bursar)   01932 868680
   

(b)    Off the School estate - 
  Dr Alison McLean (School Governor) 01323 871871

Pupils may contact either one of these advisors at any 
time  and make an appointment to see them. Pupils 
may take a friend with them and may arrange to meet 
either in School or at their homes.
 
(c)  Pupils may also contact the local Social Services  
  Department.

Some addresses and telephone numbers 
which may be useful:

(A)  STUDENT ADVISORS FOR REED’S SCHOOL:

   Mrs L Hurford   
  Midfield      
  Reed’s School    
  Cobham     
  Surrey KT11 2ER 
  01932 869012 (H) 
  01932 868680 (W)

  Dr Alison McLean 
  Frog Firle Barn
  Alfriston
  E. Sussex BN26 5TT 
  01323 871871
  

(B)  Surrey County Council     
  Social Services
  Inspection and Registration Unit
  Astolat 
  Coniers Way
  New Inn Lane
  BURPHAM
  Surrey GU4 7BR

  Telephone number:   01483 579808

(C)  CHILD LINE: 0800 1111
  CALL FREE OR WRITE TO:
  CHILDLINE, FREEPOST 1111, LONDON N1 0BR.
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These pages contain a considerable amount of 
information and will hopefully allow everyone to have a 
clear understanding of how The Close operates. However, 
it will probably be of more use as a reference document 
for parents to refer to while their children are in The Close. 
The Close pupils will be separate from their senior-school 
counterparts in various ways but also join with them a lot 
of the time. This is a system designed to help the youngest 
pupils settle in to what, for many, is a very much bigger 
school than they will have been used to.

What is The Close?
The Close is what we call our junior section. All boys 
in Forms 1 and 2 (National Curriculum Years 7 & 8) 
are referred to as being in “The Close”. However, the 
junior boarding house is also called The Close. The 
Close Boarding House is primarily used by the Boarders 
although Day Boys staying for prep will join the Boarders 
at The Close.

The Close Day Pupil Centre (The Close DPC)
On the main School site at the edge of the 1st XI cricket 
field is The Close Day Pupil Centre (The Close DPC) 
which has two rooms for Close pupils, one for each year 
group. Each pupil usually has a locker in the appropriate 
room and The Close Heads of Year and Housemaster 
have offices there. The area is also supervised by a 
duty teacher outside lesson time. As part of Covid-19 
measures, the use of lockers and the Day Pupil Centres 
will be reviewed regularly. As a general rule for the start 
of the 2020-21 academic year, pupils should make every 
attempt to be organised so that they bring into school 
only the things they need for that day, which will avoid 
the need to us e a locker.

Houses 
Pupils in The Close are allocated to one of four Close 
Houses: Royal Wanstead, Royal Putney, Clapton 
and Reedhams (all named after other Andrew Reed 
institutions). Boys remain in these Houses for their two 
years in The Close. In Form 3, boys are moved into one 
of the four main Houses of the School. This allows us to 
get to know the pupils and then allocate them to a senior 
House. We endeavour to place pupils in Houses in such 
a way that there is a mixture of ability for drama, music 
and sport, so that each house has a good balance. We 
will, of course, try to accommodate requests, but this is 
not always possible. The Houses in The Close contest for 
a number of House events throughout the year. There are 
currently twelve tutor groups in The Close.

Organisation of Tutor Groups. 
Tutor groups in The Close are structured in a linear 
manner whereby each tutor group will consist of a 50/50 
mix of both Form 1 and Form 2 pupils. Each new Form 
1 pupil will be “buddied up” with a Form 2 pupil within 
the tutor group to aid the settling in process and to be on 
hand for any questions. When Form 1 pupils move in to 
Form 2 they will remain in the same tutor groups.

Tutors, Heads of Year and Housemaster
At present there are a group of 12 tutors who work with 
both Form 1 and Form 2 pupils. Hence, a pupil will have 
the same tutor during their two years in The Close. There 
is a Head of First Form and a Head of Second Form who 
lead the team of tutors. The Housemaster co-ordinates 
the team of tutors.

THE CLOSE
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THE CLOSE
Assembly, Chapel, Morning Meetings 
and Tutor Periods
On a Monday there is a tutor period at 8.20am in which 
Record Books are checked with particular reference to 
the previous week. Parents are asked to check Record 
Books every weekend and to sign them in the appropriate 
space. All Close pupils attend an Assembly (currently 
on a Tuesday) at 8.30am. Each Wednesday at 8.30am 
there is The Close House Meeting and each Thursday 
at 8.30am there is an extra “tutor period”. Fridays at 
8.30am is always a Chapel service. Registration takes 
place every morning at 8.20am in the tutor room.

What to do when waiting for transport 
home
Between the end of lessons and 5.30pm, when the buses 
depart, both the School Library and The Close Day Pupil 
centres will be supervised so pupils are able to work 
there should they wish. The Close Day Pupil Centres are 
also a good place to study, with computers available. 
At The Close, the Prep Room can be used although it is 
not directly supervised. There is a duty member of staff 
around the building who will regularly look in on the Prep 
Room.

Day Pupil Pick-up
The time a pupil finishes School each afternoon varies 
according to the activities they take on. Lessons 
currently finish at 3.50pm but every day there are 
activities between 4.00 and 5.15pm. All Close pupils 
can be picked up from the Main School “pick-up point” 
although it might be wise to pick up from The Close as 
there will be less congestion there. 

Day Pupils Boarding
Day pupils are always welcome to board temporarily if 
there are beds available. There is a charge for this, but 
it very much depends on bed availability. If you wish to 
enquire about this option, please contact Matron or your 
son’s Housemaster. 

School Meals 
Day pupils can take any School meals but should book 
meals, other than lunch, by speaking to a member of The 
Close staff. 

Day Pupils Staying for Prep	
Some day pupils stay at The Close for prep. Some 
even stay for after-prep activities and are then picked 
up at about 9.00pm. This is all perfectly acceptable, but 
please try to give the School as much notice as possible, 
so that everyone knows where boys should be.

Activities
Each Close pupil is expected to do three after-school 
activities each term, although this is often lessened for 
pupils in their very first term at Reed’s to allow them to 
settle in to School routines. Where pupils are selected 
as members of teams requiring compulsory attendance 
at practices then these count as activities. A pupil in the 
School team of the term and in the choir would have 
one team practice a week and one choir rehearsal; this 
would mean that they would only have to take on one 
other activity unless they wanted to follow more.  

Breadth of Activities and Out-of-school 
Activities
The School does encourage pupils to achieve a balance 
between sporting and cultural activities and it is hoped 
parents will offer support in attempting to achieve this. 
Where a pupil regularly attends a commitment outside 
school, e.g. Scouts, parents can write in and ask for their 
child to have this counted in their “activity tally”.
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Each term has its own designated major sport. For The 
Close this is hockey in the Autumn Term, rugby in the 
Spring Term and cricket in the Summer Term. In the 
Senior School the hockey and rugby are reversed to 
allow The Close full access to the astro pitches and the 
coaching staff. All pupils play the major sport of the term 
in Forms 1-3 and generally continue to do so until Form 
4 when other options may be offered to those not in the 
team squads. 

Reed’s is committed to ensuring all pupils get a thorough 
grounding in the major sports and will attempt to provide 
teams for as many pupils as possible. Pupils in team 
squads have to attend practices and these count as 
one activity. The Director of Sport and Activities will 
advise of the days and times of team practices each 
term. This is extra to the timetabled games lessons 
that are currently for all Form 1 pupils on a Thursday 
and Form 2 on a Tuesday from 1.35 to 3.50pm in both 
cases. Arrangements for rugby in the Spring Term and 
cricket and tennis in the Summer Term will be notified as 
necessary before each term begins. 

To sort out the U12 teams, each term often begins with 
compulsory practices for all Form 1 on the first one or 
two Saturdays. These will be published in the School 
calendar and on the School’s website. Every term each 
pupil and each parent is given a School calendar, a little 
book that comfortably fits in the inside pocket of the 
School jacket. This contains most School commitments, 
fixtures etc. Parents are asked to note fixtures and 
commitments that might involve them or their children. 
It would be sensible for the parents of a child who might 
make the hockey team to note the dates of The Close 
hockey fixtures as soon as the Calendar is obtained.

There are also a number of minor sports available; these 
are taught in PE lessons and many are available as after-
lesson activities. Some also have School teams and 
most notable are tennis, skiing, athletics, swimming, 
squash, golf and basketball.

THE CLOSE
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