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We hope we will be able to revert back to a 

more normal school year in September. There 

will be opportunities to find out more about 

life at LGGS and make contact with your child’s 

Form tutor in the first term. 

There are many ways as parents you can 

contribute to LGGS life. We particularly value 

parental involvement in our careers 

programme and helping prepare students for 

university interviews. I hope that you will 

consider giving some of your time back to the 

school in whatever way you can.  

 

During the first half term we also run an after 

school drop in on Mondays 3.30pm to 4.15pm 

when any parent can just drop into school and 

a senior member of staff will be available to 

see them. This is of course in addition to our 

normal methods of communication when 

parents can ring in to make an appointment 

regarding any concerns with Mrs Mason, Head 

of KS3, or myself.  

I hope you will find this handbook useful in 

providing you with key information about the 

school. Our website also contains a lot of 

additional information as well as news and 

updates throughout the year. There is a half 

termly newsletter which we send to parents via 

ParentPay, which is also on the website under 

the Parents’ section.  

 

As a grammar school we place a great deal of 

emphasis on academic success, while at the 

same time ensuring that all students enjoy 

their learning and develop the skills and 

confidence to enable them to achieve their 

own personal goals. I am confident that your 

child will make a smooth transition to LGGS 

and look forward to welcoming her in school. 

 
Yours faithfully 
Mrs J. S. Cahalin, Headteacher 

Dear Parents 

I am delighted to welcome you to the LGGS community as 

parents of new Year 7 students. Thank you for choosing LGGS for 

your child’s education. Whether you already have children at 

secondary school or if the whole experience is new to you, 

preparing your child to start a new school is an exciting 

prospect for any parent. I also hope that you will enjoy being 

LGGS parents and make the most of the opportunities to get to 

know the school. Parents can sometimes feel that they lose the 

close links with school once a child starts at secondary school but we would hope that this 

will not be the case.  

HEADTEACHER’S WELCOME   
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This school has given me many wonderful 

experiences and opportunities, big and small, 

which have allowed me to grow as a person 

and become more confident in myself. My 

biggest piece of advice for you may sound a 

little cliché but it’s true – get involved with as 

much as possible! There is so much on offer – 

from the Performing Arts and Music Festivals 

which allow you to perform with your friends, 

to sports clubs where you may get the 

opportunity to represent LGGS in fixtures (or 

just play for fun!).  

 

There are also music clubs where you get to 

improve your musical abilities and make music 

together, as well as many other activities to 

choose from. There really is something for 

everyone for here, and I strongly believe that 

getting involved in these things is what has 

made my time at LGGS so amazing. Not only 

Dear New LGGS Student 

Welcome to LGGS! You have made a great 

choice in coming here. I hope you’re feeling 

excited about starting, but don’t worry if you are 

a little nervous as well. Chances are, everyone 

else is feeling the same way! It may seem 

daunting to come to a new school with new 

people, but I know you’ll be feeling comfortable 

and at home here after a few weeks settling in. 

It may be a change from what you are used to, 

but LGGS is a very stimulating and inspiring 

place to go to school, with many things you can 

get involved with throughout your time here.  
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will you be having fun and contributing to 

school life, you will also forge many new 

friendships.  

One of my favourite things about LGGS is the 

exceptional care that is offered here. I have 

always felt truly cared about by the staff, who 

will help you with any problems (no matter 

how small!) but will also celebrate your 

successes.  

I hope you will also find that the students here 

are very friendly and there is a strong 

community feel. As I am nearing the end of my 

journey here, I know that I will always look 

back on it with fond memories.  

As you begin your LGGS adventure, know that 

you are going to have an amazing time and 

embrace every moment you have here.  

Good luck! 

Rachel Head Girl 2021-22 

HEAD GIRL’S WELCOME 



HEAD OF KEY STAGE 3 (KS3)  
I have been Head of Key Stage 3 now for over 
ten years and was previously the Assistant 
Head of Key Stage 3.   
 

I feel it is very important that you feel welcome 
to LGGS and that your transition from primary 
school is a smooth one. There are lots of things 
that will be very different for you, including the 
size of the school and finding your way around, 
having lots of different teachers, and maybe 
using public transport to get to school.  Please 
don’t worry about these things, within a few 
days you will get used to your new routines. I 
am here to help with any issues that you may 
have; for example problems with settling in, or 
coping with your academic work. We also have 
lots of people in school to help if you are 
finding things difficult, including school 
counsellors and the school nurse. 
This is a fabulous school and there will be lots 
of opportunities to try new things, be open to 
new ideas and to making new friends. The 
Performing Arts Festival is a great opportunity 

to get involved, make those new friends and of 
course to support your house! 
 

Welcome to LGGS! 

Mrs Suzanne Mason 

PASTORAL TEAM WELCOME  
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We are all here to support you 

KS3 LEARNING MENTORS 

We work with Mrs Mason and as  Learning Mentors we are here to help students with any 

problems that may affect their work.  

Whether it be assisting students with 

organising their busy schedules, to 

helping students with their organisation. 

We often support students in KS3 in 

lessons as well as mentoring students on 

a one to one basis outside of lessons.  

Pastorally, we also work alongside Mrs 

Mason and Mrs Roberts supporting our 

students. We are friendly face that 

students can come to if they are finding 

things difficult.  

Ms Lucy Adams Mrs Lucy Hopps 



Mrs Marie Roberts is our full time Co-ordinator of 
Student Well-Being.  She deals with attendance issues 
and is also responsible for drawing up health plans for 
students with medical needs. 
 

I joined the LGGS community taking up my post in 
September 2014. LGGS is a fabulous place to work; for 
me no two days in my job are the same! 
When I am not working I enjoy spending time with my 
family and going to the gym. 
As Co-ordinator of Student Wellbeing I work very closely 
with Mrs Mason, Head of Key Stage 3, Ms Lucy Adams 
and Mrs Lucy Hopps the KS3 Learning Mentors.  
I am involved with supporting the students' transition 
from primary school to LGGS, to ensure it goes as 
smoothly as possible.   
I am here as a friendly face and a "listening ear" to support the students with any pastoral 
issues they may have, in addition to the support offered by the form tutor and other pastoral 
staff.  In school I can refer students to a School Counsellor should they request this and have 
regular contact with our School Nurse.  As a school we have established good links with a 
variety of external agencies who offer support to young people and families.  My other 
responsibilities include dealing with school attendance issues and supporting students with 
medical needs through contact with parents, the completion of Healthcare Plans and, where 
necessary, liaising with healthcare professionals. 
 
 

Mrs Marie Roberts , Co-ordinator of Student Well-being 
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I work with the Pastoral Team as their administrative assistant .  
 

If you need to check if you have any behaviour point points or a 
detention, get a copy of your timetable, make a counsellor 
appointment, or find out anything else, just ask. I am responsible 
for sending out letters or other documents.  
I have been at LGGS for just two years although I know the 
school well from when my daughter came here. It is a great place 
to work and everyday brings different challenges.  
 
When I am not at work I enjoy spending time  with my children, 
studying and taking my completely crazy spaniels on long walks.  
 

Mrs Fiona Alderson-Beeching  
Pastoral Support Assistant 



MRS HEATHER RICHARDSON A very warm welcome to LGGS from Mrs Richardson. I teach German and 
French and I have been a teacher at the school for over 20 years. In my spare time I enjoy spending time 
with my family, reading, gardening and travelling. I come from Scotland and I am looking forward to visiting 
family and friends north of the border when it’s allowed again.  I am looking forward to meeting you all in 
September and finding out about your interests. I’ll be here to answer your questions about the school as 
well as help you with your learning and introduce you to the many opportunities available at 
LGGS.  Hopefully we can have lots of fun activities as a form too! 

 

MRS DEBORAH OGLE I am a Maths teacher and I am very excited about being a Year 7 form tutor and 
really looking forward to meeting you in September and helping you to settle in. In my spare time I like to 
keep active, I enjoy walking, cycling and occasionally I still compete for Preston City Trampoline Club. There 
are so many fantastic opportunities at LGGS including sport, music, travel and leadership, I am sure you will 
have an amazing time.  
 

MRS JUDITH RAM-PRASAD I have been teaching French and German here for more than ten years. I 
lived in India when my children were younger and would love to live there again! One highlight of working 
at LGGS has been taking students on school trips to Europe, and of course the International Food Fair. 
Away from school I love baking, reading novels and walking my dog, Florence.   
 

MRS LUCY RUSSELL I have been a PE teacher here at LGGS for twelve years now and it is great! I will be 
teaching you lots of different  activities ranging from stomp dance to hockey and football. My favourite 
sports are netball and swimming, and I regularly attend the gym to take part in a variety of gym classes 
which is challenging and fun! Before I became a PE teacher I was a police officer in Preston. This was not 
the job for me, so here I am enjoying teaching PE at LGGS. In the summer I love to travel, especially to 
Thailand and Greece where I love the beaches. 
 

MISS LEANNE SHARPLES I have been a PE teacher at LGGS for twelve years and am now Head of PE. I am 
lucky enough to be one of five Year 7 form tutors, so I look forward to seeing you in September. In the PE 
department we offer a huge range of sporting opportunities including tennis, tag rugby, swimming and 
dodgeball. My favourite sports are football and hockey, but I love a challenge and have recently been 
running the local park run. Almost every weekend I play hockey for Fylde Hockey Club. I love to travel and I 
have been on school trips to Holland and Italy already this year! Being an ex-LGGS student myself I know 
what it is like starting at a new school so try not to worry too much; you will love it!    
MISS CARA HUTTON I went to the school as a pupil, and it really is a special and unique place. The main 
subject teach is physics, but I also teach all sciences and maths at Key Stage 3. 
I have so many fond memories of my time at LGGS and I can still remember my first day in Year 7. I keep in 
touch with lots of my friends from school and we like to reminisce on memories our time as pupils. I can't 
wait to share the school traditions, events and the school song with you! In my spare time I like walking 
and camping with my dog, Daphne (in the picture). I also enjoy gardening, crafting and playing musical 
instruments. 

YEAR 7 FORM TUTOR WELCOME   

Heather Richardson…. Cara Hutton … Deborah Ogle …Judith Ram-Prasad … Lucy Russell  Leanne Sharples 
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PUNCTUALITY 
Students should be in their classroom to register and be ready for the start of the school day at 

8.40am. Pupils are allowed into school from 8.30am. 

If for any reason students arrive between 8.40-8.50  they should go straight to their form room to 

sign in. Failure to sign in may result in an after school detention.   

• One behaviour point is given for an unacceptable reason for being late to school.   

• When five behaviour points are reached a school detention is given. 

The School Day 
8.40am Registration  

8.55am Lessons 1-2 

9.55am  [Changeover] 

10.00am  Lessons 3-4 

11.00am  BREAK (20 minutes) 

11.20am  Lessons 5-6 

12.20pm  LUNCH  

1.20pm  Movement 

1.25pm  Lessons 7-8 

2.25pm  [Changeover] 

2.30pm  Lessons 9-10 

3.30pm  End of school day 

THE SCHOOL DAY   
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DALLAS ROAD & THE FIELD   
Pupils use the various parts of the school for their lessons, including the upper floor of the Dallas 
Road Primary School building, which requires them to cross the road, and the Sports Field, which 
also involves a road crossing.   Although the latter journey is sometimes supervised, where pupils 
are involved in lunch hour activities, this would not be the case. However, KS3 students are not 
allowed to travel to the Sports Field by themselves and must walk in a group.  They will be shown 
the route in their first PE lessons.  



ATTENDANCE    

Parents are expected to telephone or email 
the school as soon as possible and no later 
than 10.00am if their child is going to be 
absent that day. We will contact, by 
telephone, the parents of any pupil whose 
absence gives cause for concern and we have 
not been notified.  If it has not been possible 
to find out the reason for an absence a letter 
will be sent home after three days. 
 

 
Students are to make up work they have 
missed, and we can sometimes help by 
sending books home with another pupil if your 
child is sufficiently well to copy up work at 
home. Attendance and punctuality are 
carefully monitored. Where attendance is a 
concern, falling below a certain level, parents 
will be contacted. An attendance or 
punctuality action plan may be implemented.  
 

If your child has a routine medical 
appointment, which has to take place in 
school time or if she needs to leave the site for 
another event (Music Examination etc.), 
please inform your child’s tutor in writing at 
least 24 hours before the appointment. Your 
child should show their tutor the letter and 
then must get approval to leave the School in 
the form of a signature from  Mrs Cahalin, 
Miss Bellin, Mrs Hutchinson or Mrs Mason.  
This should also be done within the 24 hours 
prior to the appointment. You can also use the 
email: attendance@lggs.lancs.sch.uk 

Students in Key Stage 3 should be collected 
for appointments unless this has been agreed 
in advance with Mrs Cahalin, Miss Bellin,                
Mrs Hutchinson or Mrs Mason.  
 

All students must sign out at Reception and 
show their letter or appointment card.  If she 
is returning to school, she should sign in on 
their return. We obviously need to know that 
a pupil is or is not in school at any given 
moment. Students who have last minute/
urgent appointments should still have a note 
from home and should find Mrs Cahalin,              
Miss Bellin, Mrs Hutchinson or Mrs Mason as 
soon as possible on the morning in question, 
although we appreciate the 24 hour rule will 
not apply in this case. 
 

As from 1st September 2013, regulations 
came into force which state that 
Headteachers may not grant any leave of 
absence during term time unless there are 
exceptional circumstances. This means that 
no authorised absence will be granted for 
family holidays. If any parent chooses to take 
their child on a holiday during term time, they 
risk the repercussions of an unauthorised 
absence. 
 
 
 
 

TERM & HOLIDAY DATES 

Term and holiday dates for 2021-22 are on the school website under the:  

About Us section.  

 

Term dates for 2022-23 will be published online during the Autumn Term.  
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Every effort will be made to keep school open 
at all times, but regard to children’s safety 
must take precedence. If an event arises 
during the day that results in the decision 
being made to close the school, the following 
procedure will apply: 
 
A. The local situation will be monitored by the  

school. Advice from the police and local bus 
and train companies will be sought. The 
school will respond to their advice.  

 

B. Pupils will be informed of the need to 
 close the school. Members of senior staff 
 will brief each year group in Years 7 to 11 
 on the arrangements for the closure  and 
 help them make arrangements to get 
 home. Sixth form will be dismissed from 
 their classes.  

 

C.  Pupils will be allowed to leave school 
 once they have talked to a parent about 
 arrangements for going home.  
 

D.  After school events: clubs, detention, 
 Parents’ Evenings will be postponed. 
 

E.  Where adverse weather is forecast,  
  pupils should be suitably clothed, with                     
 appropriate footwear.  
 
 

Please have an action plan organised in 
advance if the school were to close part way 
through the day, in terms of where the pupil 
should go.  
 
 

 
 

UNAVOIDABLE SCHOOL CLOSURE   

IN THE EVENT OF SCHOOL CLOSURE  

AND ON SUBSEQUENT DAYS  

 
A decision will be made between as 

early as possible either the evening 

before or first thing in the morning 

(before 7.30 a.m.) as to whether the 

school should remain open or be 

closed. In the event of closure 

messages will be:  

• Broadcast on BBC Radio Lancashire 

• Heart Radio 

• School answer phone  

• Published on the school website 

and twitter 

 

CHANGES IN CIRCUMSTANCES  

Will you please inform the school about any change in address, telephone number or 

emergency contact so that we can amend our database. Also, please advise us of 

any change to home circumstances which might be affecting your child’s 

performance at school.  
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LUNCHES 
Our dining room is run  
by Lancashire County  
Commercial Services,  
who make available  
a range of quality food,  
both hot and cold.   
 
We run a Cashless Catering System and would 
strongly encourage you to pay using ParentPay 
at the beginning of term and top up the card as 
necessary.  You may also pay by cheque. (All 
cheques to be made payable to “LGGS” with 
your child’s name and form on the back.)  
Students are not allowed to leave the premises 
at lunch time, except by special arrangement. 
Your child may bring a packed lunch if you 
prefer.   
 

FREE SCHOOL MEALS 
If  you are unsure whether your child is eligible 
for Free School Meals please go to the LCC 
website where further information is available  
at: 
www.lancashire.gov.uk/children-education-
families/schools/free-school-meals/?page=1 
There is also an online form which parents can 
submit to check their eligibility.  
 

WHERE PUPILS CAN EAT AT  LUNCH TIME 
Students in Years 7 to 11 can eat their lunch in 
the Dining Room, form room or Atrium.  In 
summer they can eat in the school grounds.  
Pupils should ensure that they leave no litter 
wherever they eat lunch.  Pupils are 
responsible for cleaning up the form room and 
ensuring that it is left clean and tidy for 
afternoon lessons.  It is recommended that 
forms have a rota of students who are 
responsible. 
 
If eating in the dining room, pupils must use a 
tray.  Tables should be left clean and dry.  If an  
accident occurs a student should alert a 

member welfare or kitchen staff and may be 
asked to  clean up any mess. 
 
Years 7 to 9 students who eat their lunch in the 
form rooms should leave their rooms by  
12.40pm.  The rooms are then locked. Pupils 
can then sit in the Hall or Atrium or go outside.  
In the summer students can use Pear Tree 
Gardens or any other of the very pleasant                  
outdoor areas.   
 
They should not go in to other students’ form 
rooms. There are many lunch time activities                       
your child can get involved in as well as visiting 
the library. A booklet is published termly giving 
information about lunch time activities. 
 

LUNCH AT LGGS 
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CODE OF CONDUCT  

AT LUNCH TIME   

Over lunch time the same standards of 
behaviour are expected of pupils as 
throughout the school day.  Pupils should 
behave with courtesy towards staff and 
fellow pupils, to act with common sense 
and to co-operate with and consider others.  
They should respect their own property, 
other people’s property and that of the 
school. They should not put themselves or 
others at risk through silly behaviour. 
 

• Mobile phones should remain switched off 
and in bag/locker over lunch time. 

 

There are a number of staff who supervise 
students at lunchtime.  They have an 
important responsibility in terms of your 
child’s health and safety.  Pupils should do 
as asked by these members of staff and 
treat them with the same respect we expect 
to be shown to all members of the school 
community. 



CLUBS & SOCIETIES   
The school offers many clubs that take place 
either at lunch time or after school.   
 
Many students participate in these activities 
and enjoy the chance to develop existing 
interests or learn new skills.  It is also a very 
effective way of getting to know other 
students from different form groups and 
different year groups.  This often helps 
students settle into the school and feel more 
at home. 
 
We actively encourage the students to join in 
clubs and activities and this is the main reason 
why we insist they leave their form rooms 
during the lunch break. 
Details of all the clubs will be given to the 
students  
in the new term and publicised through the 
School Newsletter and website. 
 

EXTRA CURRICULAR 
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GENERAL PERMISSIONS   
We ask parents to give a general permission 
for their child to move away from  the main 
school site for specific events.  These include: 
• PE lessons at the school field 
• Special whole-school events, e.g. our 

annual carol service at Lancaster Priory 
 
On occasions there are only a small number of 
pupils for a sports fixture and to hire a coach 
would not be cost effective.  Therefore, in 
order to save money, we shall be using an LEA 
approved taxi firm for local journeys. Your 
child will travel with at least one other 
student and have a mobile contact phone 
number for the member of staff in charge. 
 

AFTER SCHOOL ACTIVITIES    
Students may work in the Library until 4.30pm 
(4.00pm on Fridays) or the ICT Room 3 until 
4.30pm (4.00pm on Fridays) at which time 
they need to leave the building. They are not 
allowed to stay in their form rooms or be 
unsupervised in school after 3.45pm. 
 
 

LIBRARY 
We have a fabulous school library which 
is open to all members of the school at 
break, lunch times and after school.  
There is a wide range of fiction and non-
fiction books as well as magazines and 
DVDs. Resources are available to support 
your child’s study, but also   for pleasure. 
To cater for all ages and reading abilities, 
the school library stocks many adult 
fiction as well as non-fiction books.  
Unlike DVDs, books do not have age 
restrictions, so please be aware that your 
child will have access to a wider range of 
reading materials such as would be 
found in any public library. 



COMMUNICATION 

PARENTPAY  

At LGGS we take good communication with parents very seriously.  In order to improve our 
communication we invested in ParentPay.  This is an online facility which allows us to email and 
text parents. 
 

We ask all parents to register with ParentPay (details of how to do this will be issued to all pupils, 
and then to check their email regularly. Information which will be sent on ParentPay will include 
details of trips and visits, newsletters, information about exams as well as emergency details,                
e.g. closure of school or the late running of a trip.  
 

CONTACT DETAILS FOR KEY STAFF   

Staff can be contacted via email but if your concern is urgent it is always better to telephone 
into school.  
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CONTACT 

 

POSITION 
 

EMAIL 

Mrs J Cahalin Headteacher j.cahalin@lggs.lancs.sch.uk 

Miss S Bellin Deputy Headteacher s.bellin@lggs.lancs.sch.uk 

Mrs S Mason Head of Key Stage 3 s.mason@lggs.lancs.sch.uk 

Mrs M Roberts Coordinator of Well being m.roberts@lggs.lancs.sch.uk 

Ms L Adams Learning Mentor KS3 l.adams@lggs.lancs.sch.uk 

Mrs L Hopps Learning Mentor KS3 l.hopps@lggs.lancs.sch.uk 

Mrs A Garnett SENCo a.garnett@lggs.lancs.sch.uk 

NEWSLETTERS  

 

 

 

 

 

 

 
 
 

These are issued to all parents at regular  
intervals via ParentPay and are also  
available on our website. The newsletters  
give information about forthcoming events  
as well as keeping parents informed about  
what is happening  in school. 

Celebrating school achievements … 

Providing information and celebrating 
achievements 
Left:   Main School Newsletter ‘LGGS’  
Below:  ‘Sports News’  



ACADEMIC  

In Year 7 all pupils follow the same curriculum.  
 
Pupils are taught by a number of different specialist teachers, moving between lessons.   
Most lessons are one hour long, except Technology and outdoor PE have  which have                                  
11/2 hour lessons.   
There is a two week timetable.  Each day in the two weeks will be different.  
Across the two weeks the 50 hours of teaching are allocated as shown below:   
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Curriculum 
Art  2 English 6 PE 5 

BTC (Beyond the Curriculum)  1 Geography 3 RS 2 

Citizenship   2 German 2 Science 6 

Computing 2 History 3 Spanish 2 

Drama 1 Mathematics 6  Technology 3 

French  2 Music 2   



GRADES AND LEVELS  

ATTITUDE TO LEARNING GRADES 
We will publish Attitude to Learning (ATL) levels for your child three times each year.  This will give 
you an idea of how the teachers evaluate a pupils effort and attitude in their lessons.  
 

FORMS OF ASSESSMENT AT LGGS   
A variety of assessment methods are used at regular intervals to help pupils develop as 
independent learners, raise motivation and provide feedback on effort, attainment and progress. 
 

OBSERVATION 
Some tasks or skills are assessed through observing the pupils when they are working and the 
pupils receive verbal feedback.  This may be especially true in practical lessons and in areas such as 
PE, Music, Languages or Drama. 
 

PEER AND SELF-ASSESSMENT 
Pupils mark work using clear guidelines.  They learn how to develop the skills of reporting back on 
their own and each other’s work, give each other encouragement and share ideas on how to 
improve their work. 

CHECKING 
This is marking to check that a piece of work has been completed, e.g. for class notes.  This work is 
not given a grade and may only be given a tick. 
 

DETAILED WRITTEN FEEDBACK 
Some pieces of work will be marked with a detailed written comment and a target or a clear 
indication of what now needs to be done. In many cases there will be no mark or grade as the 
comment will make clear how well the pupil has done and what they should do to improve. 
 

FORMAL ASSESSMENT 
Common assessment tasks, which are set across the whole year groups, are used at appropriate 
intervals.  These are used by the teacher to monitor progress.  A level of understanding for these 
tasks will appear on the end of Year 7 report. 
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UNIFORM AND APPEARANCE 
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COST OF UNIFORM 
We want to ensure that the cost of the uniform does not deter any pupil from applying to the 
school. The uniform suppliers, costs and quality have been reviewed to ensure the best value. 
Many of the items can be bought on the high street and we operate a recycled uniform shop 
where parents can buy donated items of uniform.  Pupils in receipt of Pupil Premium may apply            
to have the costs of their uniform reimbursed. 
 

APPEARANCE CODE 
• Earrings are not allowed 
• Plasters over earrings are not acceptable. 
• No nose studs or any type of body piercing is permitted. 
• Piercings of the ear’s cartilages should not be carried out as these take a long period to heal.     

If any pupils wish to have their ears pierced they should do so at the beginning of the Summer 
break, so that there is no need for earrings to be worn in school time  If a pupil is unable to take 
out their earrings or piercing, they will be placed in lunchtime detentions or the weekly after 
school detentions 

• Make-up is not allowed at Key Stage 3. At Key Stage 4, a small amount of discreet                      
make-up is permitted, (pupils will be asked to wash off any excessive make-up when in school). 

• No jewellery is allowed  
• False nails are not allowed. 
• Faces should be uncovered  
• Head scarves should be plain and in navy, black or white 
• Hair should be tidy.  Pupils with long hair should have their hair tied back in the interests of 

hygiene and safety.  Any hair ribbons, slides, must be in school colours (navy and maroon), or 
black or white, plain, without patterns 

 

UNIFORM CODE 
Regulation items should be purchased from The Uniform & Leisurewear Company, 15 Common 
Garden Street, Lancaster, LA1 1XD.  Tel: 01524 388355 x 227.   
Website: www.ualonline.co.uk  Email: Lancaster@ualonline.co.uk 
 

• Regulation school skirt – Navy skirt Banner 3540 - available from The Uniform & Leisurewear 
Company. The skirt should not be too short - no more than 6cm above the knee when kneeling. 
(In practice this means that the hem is touching the top of the knee cap when standing). 

• Regulation navy blue, v-neck pullover embroidered with the school crest for Years 7 to 9.                       
A maroon, v-neck pullover embroidered with the school crest for Years 10 and 11. 

IMPORTANT Uniform must be worn by all pupils in Years 7-11 while on school premises 

and travelling to and from school.  Coats and scarves must be removed once in school. 

All items of uniform must be clearly marked with the owner’s name. 

http://www.ualonline.co.uk
mailto:Lancaster@ualonline.co.uk


EQUIPMENT 
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• Regulation school tie 
• Optional navy, slim leg trousers.  Only the David Luke DL965 style are acceptable 
• White, long-sleeved blouse of a simple shirt pattern.  Shirts must be tucked in and fastened at 

the neck and wrists 
• Optional white short-sleeved or ¾ length sleeve, fitted, open neck, summer shirt - which can be 

worn from Easter to October half term 
• Plain fawn, white, grey, navy, black or dark maroon tights or socks.  Socks should be below           

the knee 
• Any outdoor coats or jackets should be plain (denim, suede and leather coats are not allowed). 
• The only hoodie which may be worn is the school branded hoodie - which may be worn instead 

of a coat 
• Flat-heeled strongly supporting shoes, plain black. No boots, trainers or ballet-type shoes 
 

LABORATORY EQUIPMENT 
A white cotton lab coat. 

 

PHYSICAL EDUCATION EQUIPMENT 
All pupils must have a PE bag, suitable for carrying PE kit to the field, which ideally can also be 
stored in their locker. 
• Plain, black, above the knee cycling shorts or plain, black sports shorts.  Plain, black, sports 

leggings or LGGS black sports leggings from The Uniform & Leisurewear Company, Lancaster. 
• Maroon games skort 
• Short, white sports socks 
• Knee-length navy hockey/football socks 
• Trainers - sports not fashion, with effective grip and support 
• Regulation white polo shirt with school crest 
• Dark blue, sports jumper – a school branded hoodie is available 
 
In cold weather outdoors, pupils may wear tracksuit bottoms or leggings which must be blue or 
black in colour. These items are available from The Uniform & Leisurewear Company, Lancaster. 

When playing hockey and football, shin guards are essential. Gum shields are advised for sports 
including hockey and lacrosse for health and safety. 

ENFORCEMENT OF UNIFORM 
• Parents have a responsibility to ensure that their child comes to school in the correct 

uniform.   
• All staff have a responsibility for ensuring that students are correctly dressed in class and 

elsewhere in school. 
• For uniform and appearance infringements, pupils are given behaviour point points and may 

be placed in a lunchtime or afterschool detention.  Items may also be confiscated and 
parents contacted to collect them. 



PERSONAL PROPERTY  

 

PERSONAL PROPERTY IN SCHOOL   

 
If any student brings valuable personal property such as musical instruments into school, would 
parents please note these must be insured under their own policies.  They are not insured by the 
school’s policy. 
Any member of staff may confiscate from a pupil items which are specifically prohibited by the 
school Code of Conduct, e.g. jewellery, mobile phones, etc. (if they are used during the school 
day). 
 
 
 

MOBILE PHONES   

 
• Pupils can bring phones into school but they should not be used on school premises. 
• If a pupil uses their phone at any point during the school day, in addition to the behaviour 

point points, the phone will be confiscated for the remainder of the school day. 
• The phone will be kept at Reception. 
• It will be the pupil’s responsibility to collect the phone at the end of the school day.   
• Pupils are not allowed to wear headphones at any point when they are in school. 
 



All parents sign a separate copy of the Home School  Agreement before their child is admitted 
to LGGS. A copy is included here for reference. 
 

FOR THE SCHOOL 
We, both as individual staff and as a whole school, will: 
 
• Provide a safe, well ordered and caring environment. 
• Support students to achieve to the best of their ability through high quality teaching and an 

appropriate curriculum 

• Set appropriate work and home learning which will be marked according to the school’s 
marking policy. 

• Acknowledge and reward effort and achievement. 
• Report regularly on every student’s progress, attendance and attitude to learning 

• Inform parents, at an early stage, of any concerns we have relating to their children. 
• Ensure that we are available, by prior arrangement, to discuss a student’s progress or paren-

tal concerns. 
• Provide opportunities for parents and students to express their views on school issues and 

respond to those views when required. 

• Encourage students to participate in extracurricular activities. 
• Ensure there is someone available to whom a student can talk 

 

 

FOR THE STUDENT  
As a student I will: 

• Attend school regularly and on time. 
• Behave in a manner consistent with the School’s Code of Conduct. 

• Keep to the school’s uniform and dress code. 
• Work to the best of my ability, taking responsibility for my own learning. 

• Complete all homework set and hand it in on time. 
• Be courteous to staff, visitors and other students, and respect property and the school envi-

ronment. 
 
 

FOR THE PARENT 
As a parent I will: 
• Encourage and show interest in my child’s learning. 
• Ensure that my child completes all homework set to the best of their ability. 

• Ensure regular attendance and a high standard of punctuality. 
• Help the school maintain high standards of behaviour by supporting the school’s code                       

of conduct. 
• Respond positively to requests by the school to discuss my child’s progress. 
• Comply with the school’s expectations on uniform and appearance, both on and off site. 

• Read all communications from the school and respond when requested. 

HOME SCHOOL AGREEMENT  
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REWARDS 
It is the school’s policy to reward effort, good behaviour and positive contributions to the school 
community, through both informal and formal praise and reward. 

Individual achievement and effort are recognised through staff praise and encouragement,           
publicly in school assemblies, newsletters, Speech Day, Celebration Evening, the Governors’ 
report and the local press. 

Pupils can gain achievement points and prizes. Their sporting prowess is rewarded by trophies, 
sporting colours, badges and certificates. 

 

PROCEDURE 
Achievement points and behaviour points are 
awarded on Edulink and can be easily seen using the 
app portal by students and parents. 

 

Achievement points and awards at LGGS aim to 

place emphasis on raising students’ self-esteem by 

providing positive feedback to students and parents. 

Achievement points count towards the house point 

totals.  

Individual achievement points can be achieved in class for excellent contributions in the following 

areas, classwork, homework, assessment results, class contributions, team work, use of initiative, 

leadership, supporting others, presentations., demonstrations, presentation and other key skills 

demonstrated to teachers. 

Individual certificates will be awarded in end of year House assemblies to recognise students who 

have achieved a set number of achievement points. 

Bronze certificate for 50 achievement points, Silver certificate for 100 achievement points, Gold 

certificate for 150 achievement points and a Platinum certificate for over 200 achievement 

points. 

Subject awards worth 20 achievement points will be awarded to at least 1 student in each 

teaching group each half term. They will be awarded by the class teachers. 

Pastoral awards worth 20 achievement points will be awarded to at least 1 student in each form 

each half term by the pastoral teams. 

A termly Headteachers award worth 30 achievement points will be awarded to students from 

each year group. 

 

CONDUCT  
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CONDUCT  

 

BEHAVIOUR POINTS 

Year 7 will be awarded behaviour points from week 2 until half term.  These will be recorded, 
on Edulink, but pupils will not be given detention during this settling-in period.  Detentions 
will apply after the October half-term. Achievement points will still be awarded. 

When 5 behaviour points have been given, a letter is sent home to parents by ParentPay giving 
them at least 24 hours’ notice of the detention. 

In addition, any member of staff can place a pupil in a detention of up to 45 minutes, after 24 
hours’ notice. For cases of extreme bad behaviour and work, the Deputy Head or Head of Key 
Stage 3 may place a student in Special Detention. Parents will be contacted with details of the 
incident. 

 

BEHAVIOUR POINTS WILL BE ISSUED FOR THE FOLLOWING: 

• Late to school - unacceptable reason  

• Not bringing equipment to lessons 

• Not handing in homework (two points) 

• Unsatisfactory work 

• Smoking / vaping while in uniform (5 points) 

• Poor behaviour 

• Late to lessons (without good reason) 

• Chewing gum (5 behaviour point points) 

• Misuse of school ICT facilities (up to 5 points) 

• Not returning reply slips by the due date 

• Use of mobile phone on the school premises (5 behaviour point points) 

• Not following prescribed safe routes to and from the sports field 

• Unsatisfactory uniform 

• Make up or hair not tied back 

• Jewellery and hair accessories which do not comply with uniform policy (this will also be 
confiscated, placed in an envelope with the pupil’s name, sealed and left at reception to be 
picked up by the pupil the Friday after the confiscation)  

• For serious breaches of the uniform and appearance code, e.g. unacceptable hair colours, 
parents will be contacted. Pupils may be placed in seclusion and provided with work and/or 
isolated over lunchtimes 

The school will also use lunchtime detentions when a pupil has not followed the uniform code. 
We will continue to monitor and renew our Behaviour Policy during the 2021-2022 academic 
year. 

EDULINK 

Edulink is the web based system that we use to communicate key information to parents related 

specifically to their children. Parents and students have separate log ins for Edulink. Edulink will 

allow parents and students to see the timetable, reports, merits, penalty points, detentions and 

other key information. It is also used to make Parents Evening bookings. It is important that 

parents and pupils can access Edulink in the first half term of Y7 so that they can access this key 

information. 



CONDUCT  

 

Our tradition of the highest standards of pupil behaviour should be emphatically maintained and 
we trust that parents will support us in this.  Form Tutors work closely with Heads of Key Stages 
who, in turn, liaise with the Deputy and Headteacher to ensure that students gain maximum 
support and guidance at all times.  Both the pastoral and the academic system in school work 
towards maintaining standards.  If, however, students do break our Code of Conduct, general 
sanctions are carried out. 
 

The majority of our pupils are well behaved and we will not have to use any sanctions throughout 
their school career.  However, when breaches of our Code of Conduct do occur sanctions are used.  
Please note that the more serious offences rarely occur and are dealt with by the Headteacher and 
the Deputy.  In extreme cases pupils may be excluded for a number of days.  They may even be 
permanently excluded if their breach of conduct is detrimental to the welfare of other pupils and 
the school in general. 
 

If a pupil is permanently excluded by the Headteacher, parents have the right of representation to 
the Governors’ Disciplinary Committee to present their case.  If parents are not satisfied with the 
outcome they may make a formal appeal to an independent Appeals Committee. 
 

As part of our Personal and Social Education programme, pupils are made fully aware of the Code 
of Conduct and sanctions which may be taken.  As with all our school policies, parents can find 
further information on the school website. 

The following must NOT be brought into school: 

• drugs*  

• matches, lighters, vaping equipment 

• alcohol  

• chewing gum  

• any forms of mains electrical equipment  

• knives or offensive weapons, fireworks  

• bottles of correction fluid  

• Smart watches 

*Drugs includes all mood and performance changing substances, both legal and illegal,  

and includes alcohol, tobacco, illegal drugs, psychoactive substances (“legal highs”)  

and volatile substances.  
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We have a small number of rules at LGGS which are primarily to care for the health and safety 

of all students while at school and to secure effective learning. 

Lunchtime and after school detentions will be used to support students in following the code of 

conduct. 

For serious breaches of the code of conduct Senior Staff will decide up on the most suitable 

sanctions and will contact parents. 



The Key Stage 3 team are the first port of call for students or families who feel they may need 
additional support or a listening ear. 

 
 

SENCO  
Mrs Abigail Garnett, pictured left, is responsible for supporting students with 
specific learning needs or disabilities.  She works part-time and is in school 
on Tuesdays and Wednesdays. 
 
 
 
 
 

SCHOOL NURSE 
 The School Nurse, Mrs Gemma Walling, comes into school on request and sees students by 
appointment.  
The Nurse’s work in school is confidential, between the Nurse and the individual student, as she is 
bound by the usual rules of confidentiality covering staff working for the NHS. She liaises with 
Children’s Social Care and other outside agencies to ensure that support is offered in a holistic 
way. The Nurse works closely with the school in regard to our Health curriculum (leading some 
lessons in most year groups) and advises the school when particular concerns are raised.  
The School Nurse is also a point of contact for parents who may have concerns about their child’s 
health and may be contacted at 0300 2470040.  
 

COUNSELLING  
The school has part-time counsellors,  who are available by prior appointment, please contact Mr 
Green. The counsellors introduce themselves to the students in the first half term of Year 7. 
 

OTHER SUPPORT  
We work closely with CAMHS (Child and Adolescent Mental Health Service), Eating Disorder 
Service and other local groups. We aim to provide joined up support for our pupils by working 
closely with agencies outside the school. 
We use the Lancashire Continuum of Need Framework. This may leasd to us working with you to 
gain additional support through the Early Help Assessment. 
 

HELP@LGGS EMAIL 
We have a help@lggs.lancs.sch.uk email which can be used by any student in school to report a 
concern or ask for help. It is checked every school day. 
 

LGGS WEBSITE 
Our LGGS website : www.lggs.org.uk has a very useful care and support section with many 
resources for both students and parents. 
 

SUPPORT 
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Here at LGGS we have a successful system of mentoring available to any pupils who feel they 
may be in need of extra help. Be it issues with organising schoolwork, friendships or settling in, 
mentors (a trained team of older students) are on hand to offer one-to-one support to any 
student who feels she may be in need of someone to talk to. 
 
A pupil may refer herself for mentoring support, and the scheme is supervised by pastoral staff 
who are available should they need to be alerted to any areas of serious concern. The guidance of 
an older, more experienced pupil has proved useful to many students, often preventing small 
issues from escalating any further. 
The Year 7 form mentors play an important role in helping the new Year 7 pupils settle into 
secondary school.  Form mentors (students from the sixth form) are linked to individual Year 7 
tutor groups and are regularly present in morning registration over the course of a year. During 
this time they are able to use their experience to help the younger pupils, as well as individual 
mentors developing a relationship with a small group of students from within that form. This can 
be especially helpful to students new to LGGS, as seeing a familiar face around school can make 
the transition seem much less daunting! 
Subject aid is also available for students in Years 7-11 who feel they would benefit from extra 
academic support in specific subjects outside of lesson time. Students can request subject aid, or 
it may be offered to them by subject teachers who feel that it may be of use. Subject aid involves 
meeting regularly with an older student to work together on any problem areas, enabling pupils 
to catch up and to keep on track.  

SUPPORT 
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At LGGS we are committed to delivering the highest standard of education and the highest 
possible standard of pastoral care and support to our pupils and students. The school 
safeguarding policy is designed to support those aims. 

SAFEGUARDING 

LGGS fully recognises the contribution it can make to protect children and support pupils in 

school.  There are three main elements to our Child Protection and Safeguarding Policy. 

PREVENTION  LGGS aims to provide a positive school atmosphere with high quality  
 teaching and pastoral support to pupils. 

PROTECTION  At LGGS this is enabled through following agreed procedures, while  
 ensuring staff  are trained and supported to respond appropriately and  
 sensitively to Child Protection concerns. 
SUPPORT  LGGS will provide support to pupils, school staff and to children who may  
 have been abused. 
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SAFEGUARDING 
 

Lancaster Girls' Grammar School  is fully committed to Safeguarding and promoting the 

welfare of all our students. The health, safety and well-being of every student is our 

paramount concern. We ensure continuous development and improvement of robust 

Safeguarding processes and procedures that promote a culture of Safeguarding amongst our 

staff. Please see our Safeguarding and Child Protection Policy. 

Sometimes we may need to share information and work in partnership with other agencies 

when there are concerns about a student's welfare. We will usually ensure that our concerns 

about our students are discussed with their parents/carers first unless we have reason to 

believe that such a move would be contrary to the student's welfare. 
 

A copy of the school’s Safeguarding Policy is available on the school website. 

Designated Safeguarding Lead Ms J Pardoe,  

Deputy Designated Safeguarding Lead   Mrs J Cahalin, Miss S Bellin, Mr D Green, Mrs S 
Mason, Mrs M Roberts 

 

The LGGS Safeguarding team is made up of the following staff 



OPERATION ENCOMPASS 

In conjunction with Lancashire Police, LGGS is involved in a national initiative called “Operation 
Encompass”.  The purpose of Operation Encompass is to safeguard and support children and 
young people who have been involved in, heard or witnessed a domestic abuse incident. 
Following an incident, children will often arrive at school distressed, upset, worried and 
unprepared.  Operation Encompass aims to ensure that appropriate school staff are made aware 
early enough to help and support children and young people in a way that means they feel safe 
and included. 
At LGGS our Operation Encompass lead in school is Miss Bellin, Deputy Headteacher. This is a 
valuable initiative that means we can help and support students and their families within our 
school when they need us most. 
You can find out more information by visiting the Operation Encompass website: 
www.operationencompass.org/ 

SAFEGUARDING 

https://www.operationencompass.org/


 

USING IT AT LGGS  
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IT FACILITIES We have 5 dedicated Computing suites that provide all pupils with up-to-date 
hardware and software facilities.  Two IT suites are reserved for Computing lessons; these 
feature up to 32 PCs and enable students to carry out a range of activities from programming to 
video and sound editing.  The other IT rooms also feature networked colour printers, scanners 
and interactive whiteboards. There are computers available in the library as well as in several 
classrooms around the school. In some subjects tablets are available to incorporate ICT into the 
curriculum. 
 

EMAIL AND VLE (MOODLE) USE Every pupil receives an email address in the following 
format username@lggs.lancs.sch.uk.  This email address is solely for educational purposes and 
should be the only email account accessed in school or used to communicate with staff regarding 
pupil learning. It is a good habit for students to check emails daily in order to keep up to date 
with messages that concern the whole school as well as individual subject messages that may be 
sent from teaching staff. 
Students should not email staff outside of school hours to ask for extensions to deadlines or to 
rearrange meetings. This should be done by speaking to the member of staff, or emailing during 
school hours. 
The school email allows access to Office 365 which contains essential software such as Excel, 
PowerPoint and Word. In addition to this students will be able to access lesson resources 
through Microsoft Teams. All students will be members Teams that match the class codes on 
their timetables. Many departments are setting assignments and sharing resources through the 
classes that are set up on Teams. 
 
USE OF COMPUTERS AT LGGS Our IT rooms are open from 8.00am to 4.30pm and pupils are 
welcome to use them in their break and lunch time.  They may only use them for school work, 
revision purposes or to carry out wider research and reading.  The school’s ‘Acceptable Use 
Policy’ (which can be found in each student’s planner) should be adhered to at all times; this 
includes following guidelines regarding e-safety.  Lunchtime and after school use of IT suites is 
unsupervised and therefore adherence to our policy is imperative to ensure pupils’ safety.  Our 
filtering system is highly effective and internet use is logged and can be checked by ICT staff. 
 
PRINTING We provide a range of printing facilities in school but we do ask pupils to consider 
how much material they print off.  There is a significant impact on both the environment and the 
school’s budget. 
 
All pupils will have an amount of ‘printing credit’ at the start of the school year.  This is free of 
charge, and will allow them to monitor how much printing they are doing.  Once the credit is 
spent, alternative arrangements may need to be made, like printing at home.  Additional printing 
credit can be applied for if there is a good reason for needing more.  If we find non-educational 
material has been printed, it is highly unlikely that further credit will be given.  We also ask that 
pupils consider the number of pages they are printing and question whether or not a document 
could fit to one A4 page rather than two.  If pupils think before they print everyone will benefit.  

USING IT AT LGGS  
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HOW TO ASSESS THE RELIABILITY OF A WEBSITE   

When you are asked to find out the answer to a question or carry out research, it is very easy to 

do this on the internet and believe everything you read.  Use the following diagram to help you 

assess whether or not a website is reliable. 

USING IT AT LGGS  

TOP TIPS FOR SAFE SEARCHING ONLINE 

• Be clear in your online searches; try to use more than one word to describe what you             
are searching for. For example, if you are searching for information on the planet 
Mercury, entering ‘planet mercury’ into the search box will better results than just 
entering ‘Mercury’. 

• Take care to spell correctly when typing in a search. Even a small typing error can bring up 
unwanted results.  

• Remember that not all the information in websites returned in searches is reliable. Look                  
in books, ask people who might know, and look up at least three other websites to check 
your info. 

• Make sure you filter your searches online – especially if you are doing an image search. 
• Bookmark your favourite websites or check your history to make sure you are revisiting 

the same websites. 
• If you see something that upsets you, make sure you turn off the screen (or make the 

window smaller on a laptop) and tell an adult as soon as possible. 

QUICK 
QUIZ 

3 

8 

5 

http://www.kidsmart.org.uk/downloads/toptips/toptips-searching.pdf 

1 
Is it clear who  

has written the  

information?                  

2 
Are the aims  

of the site  

clear?                 

4 
Is the site  

relevant  

to me?                  

6 
When was  

the site  

produced?                  7 

Does the site 

achieve  

its aims?                  

Can the  

information be 

checked? 

Is the  

information  

biased in any way? 

Does the site tell   

you about  choices 

open to you? 



TO BEHAVE SENSIBLY TO PROTECT MYSELF  
• To log on only using my own username, to keep my password secret and to log-off or                 

lock PC if I leave it 
• To use only my school email address for school communication and not to subscribe to            

auto-mailing systems 
• To use school printers only to print work directly related to school 
• Not to attempt to access any sites containing inappropriate material 
• To report any dubious material which you may have found by accident 
• To take responsibility for any material on my user area 
• To be aware that LGGS staff may check my user area / email for any unsuitable material and 

to understand there will be disciplinary consequences if unsuitable material is found 
 

TO BEHAVE SENSIBLY TO PROTECT OTHER USERS 
• Never to use valuable school computer time playing non-educational games or accessing 

information which is not part of my school work or my independent  research 
• Always to be courteous and use appropriate language both to those around me and those I 

contact through the network  
• Never to reveal personal information including names, addresses, credit card details, 

telephone or fax numbers and photographs of myself or others  
 

TO BEHAVE SENSIBLY TO PROTECT THE SECURITY OF  

THE SCHOOL SYSTEM AND HARDWARE 
• Never to access websites via proxy servers or VPN’s  
• Not to allow copyrighted material to enter the school network 
• Only to use the school address where I have permission and will never give other school 

details, including telephone numbers  
• Not to interfere with or damage the school computers or peripherals, the school systems or 

network in any way – I agree to report anyone I see damaging computers, or any computer 
equipment which is damaged 

• To keep food and drink out of computer rooms 
• To report immediately to a member of staff any accidental damage or suspected breach of 

network  security or misuse of the internet or email 
 

TO OBSERVE THE RULES OF COPYRIGHT / OWNERSHIP OF IDEAS 
• To use any downloaded material in an appropriate manner in my work, listing its source in a 

bibliography and clearly specifying any directly quoted material  
• Not to download software, games, music, graphics or video without first checking copyright 

and asking my teacher 
 

 
 

I understand that breaking these guidelines can result in  

sanctions being applied to me. 

WHEN I USE THE IT NETWORK AT LGGS  

I AGREE ... 
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