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ABOUT US

The School’s aims

e To transmit the Catholic faith with joy and fidelity

e To offer an outstanding, classical and demanding academic education to all boys
e To support a world-class choir for Westminster Cathedral

e To offer all boys outstanding musical opportunities

e To be a school where high standards of behaviour are the norm

e To offer all boys enriching extra-curricular activities

e To provide all boys with opportunities for competitive team and individual sports

e To prepare boys for continuing education through responsibility, experience and opportunity



Contacting the School

For all routine pastoral or academic enquiries, please email your son’s Form Tutor
To arrange an appointment to discuss senior schools, please contact the Head Master’s PA
To arrange an appointment to see the Head of Pre-Prep please contact the Pre-Prep Office

If you have a concern about bullying, or you wish to raise a child protection issue, please contact
the Deputy Head (Pastoral)

For all enquiries relating to School clubs, trips and after-school activities, please contact the
Deputy Head (Pastoral)

e For all chorister boarding issues, please contact the Head of Boarding

e TFor all enquiries about School music, please contact the Head of Music

e To report an unplanned absence, please call 020 7798 9081

e For all enquiries about fees and financial matters, please contact the Bursar

PRE-PREP OFFICE
Mrs Zoe Ashton

PREP OFFICE
Miss Emma Restall

SENIOR MANAGEMENT
Head
Mr Neil McLaughlan

Head of Pre-Prep
Mrs Juliet Rodger

Deputy Head (Pastoral)
Miss Emily Auger

Deputy Head (Academic)
Head of Boarding
Mt Robert O’Brien

Director of Admissions
Mrs Lucy Freeman

Director of Studies
Mr Jonathan Jenkins

020 3196 4920

020 7798 9081

020 7798 9081

020 7931 6099

020 7798 9081

020 7798 9035

020 7931 6099

020 7798 9081

zashton@choirschool.com

erestall@choirschool.com

headmaster(@choirschool.com

jrodger@choirschool.com

eaugetr(@choirschool.com

robrien@choirschool.com

Ifreeman@choirschool.com

jjenkins@choirschool.com



SCHOOL MUSIC DEPARTMENT

Head of Music

Mr Nicholas Freestone 020 7798 9081 nfreestone@choirschool.com
FINANCE DEPARTMENT

Bursar

Mrs Joanna Stephens 020 7798 9081 jstephens@choirschool.com



THE SCHOOL DAY

Timings of the Pre-Prep

The School day runs from Monday to Friday for day boys.
e Boys may arrive at School from 7.45 am.
e All boys must arrive at School by 8.40 am.
e Boys in Year 3 must arrive at School by 8.30 am every Tuesday for School Mass.
e Boys in Reception & Year 1 may be collected from 3.30 pm
e Boys in Years 2 & 3 may be collected from 3.40 pm

e Boys still on-site at 3.50 pm will be taken to a waiting room with the Head of Pre-Prep unless
they are involved in an extra-curricular activity.

e Boys involved in extra-curricular activities in Reception, Years 1 & 2 must be collected at 4.50

pm

e Boys involved in extra-curricular activities in Year 3 must be collected at 5.00 pm from the Pre-
Prep

Timings of the Prep School

The School day runs from Monday to Friday for day boys.
e Boys may arrive at School from 7.45 am.
e All boys must arrive at School by 8.40 am.
e Boys may be collected from 3.50 pm.

e Boys still on-site at 4.00 pm will attend day boys’ prep, unless they are involved in an extra-
curricular activity. Boys in day boys’ prep should be collected by 5.00 pm

Games Lists

Games lists are posted on the games notice board on Monday mornings to tell boys what activities they
are doing that week. Lists are also emailed to parents on Fridays.

It is the boys’ responsibility to bring the correct clothing and equipment.



Planned absences

Parents should email the Head of Pre-Prep or the Deputy Head (Pastoral), one week in advance stating
the reason and duration of the planned absence.

Email jrodger@choirschool.com
Email eauger@choirschool.com

The recipient will aim to reply within 48 hours and file the request.

Unplanned absences

If for any unforeseeable reason (illness, travel difficulties, etc.) a boy cannot attend School, parents should
telephone the School office, or email the School on the first morning of the absence.

PRE-PREP OFFICE

Mrs Trini Levey 020 3196 4920 tlevey@choirschool.com
PREP OFFICE
Miss Emma Restall 020 7798 9081 erestall@choirschool.com

Please include in your message the reason and the anticipated duration of the absence.

If the boy is still unable to attend School for a third consecutive day, please call again.



WHOLE-SCHOOL WORSHIP

Whole-School worship for all boys and staff takes different forms throughout the week.

Day Act of Worship Act of Worship
Reception — Year 3 Years 4-8
Monday Whole-School: assembly, prayers and | Form time prayers

hymn and Marian anthem and Form
time prayers

Tuesday Form time prayers Whole-School: Mass
(Year 3 attend Whole-School Mass every
week)
Wednesday Form time prayers Form time prayers
Thursday Form time prayers Whole-School: assembly, prayers
and hymn and Marian anthem
Friday Form time prayers & hymn practice Form time prayers
Every evening Chorister prayers in the boarding
house

Form prayers, Reception —Year 3

Class teachers will be given a set of prayers to be followed in form time and may lead prayers personally,
ot appoint a monitor to lead the prayers contained in the boys’ reading records.

Class teachers encourage a recollected atmosphere at prayer times; learning how to be reflective is an
important part of the boys’ spiritual education.

Form prayers, Years 4-8

Boys’ prep diaries contain prayers to be followed in registration periods on Mondays, Wednesdays and
Fridays. Form Tutors may lead prayers personally, or appoint a monitor to lead the prayers. Form Tutors
encourage a recollected atmosphere at prayer times; learning how to be reflective is an important part of
the boys’ spiritual education.

Assemblies
Assemblies always include prayers in the Roman Catholic tradition, and a hymn is sung that often reflects
the liturgical season or feast.

Whole-School Mass
Whole-School Mass takes place on Tuesdays at 8.55 am during term time in Westminster Cathedral. All
day boys in Years 3-8 are required to attend. Details are posted weekly in the Head Master’s e-newsletter.
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GOVERNANCE AND MANAGEMENT

Governance

The Archbishop of Westminster is the President of the Choir School. He appoints a Chairman to the
Board of Governors. Governors include specialists in a number of areas, including education. The
Governors delegate responsibility for the day-to-day running of the School to the Head Master.

The Governors are

Mr David Heminway (Chair)
Mr Nick Robinson

Mr Robert Enserro

Mrs Kate Finch

Mr James O’Brien

Fr Alexander Master

Fr Stuart Seaton

Mt Nicholas Seed

Mrs Maria Strauss

Fr Slawomir Witon

Mrs Laura Pigorini

Mr James Maxwell-Scott KC

Authority of the School

The Head Master has authority to act at all times in the best interests of a boy who is under the School’s
care. The Head Master may take such measures as he reasonably believes are required to maintain
discipline, obtain compliance with School policies and ensure the safety and well-being of boys. The
School’s terms and conditions are laid out in Appendix 5.

Expressing a concern to the Governors
If a parent has a concern, he or she should contact the Head Master in the first instance.

If you wish to contact any member of the Governing body, please write to:
Clerk to the Governors

c¢/o0 Westminster Cathedral Choir School

Ambrosden Avenue

London SW1P 1QH

The School’s formal complaints procedure is set out in Appendix 2.
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WHAT TO BRING TO SCHOOL

Seasonal uniform for boys in Years 4 & 5

For boys in Years 4 & 5, the School has a summer and a winter uniform. Summer uniform is worn for
the first half of the Michaelmas term. In practice, this means: charcoal shorts, grey Oxford short-
sleeved shirts and long socks with School trim.

Uniform
The School requests that all uniform is purchased from Stevensons of St Albans.

Tel 01727 853262 Email sales@stevensonsschoolwear.co.uk

e School blazer: with loop for hanging on peg
e School tie x 2
e School shirts x 2 (long-sleeve); x 2 (short-sleeve): charcoal
o Pullover x 2: Stevensons, grey with School trim
e Long trousers: charcoal, Years 4 — 8 boys only
e Short trousers: charcoal, Reception, Years 1, 2 & 3 all year and Years 4 &5 for summer uniform
e School socks x 3 paits: Stevensons, short, grey and no trin for long trousers/ long grey, with
trim for use with shorts
e School coat: Stevensons, black with loop for hanging on peg
e Shoes: black leather, lace-up, or Velero, for School use. NOT moccasin, suede or boot style

Games kit

Games and swimming
e Games/swimming for Reception & Years 1 & 2 boys is on Tuesday and Thursday afternoons.
e Games/swimming for Year 3 is on Wednesday and Friday afternoons.
e Games/PE/swimming for Year 4 is on Monday mornings and Thursday afternoons.
e Games/PE/swimming for Year 5 is on Monday afternoons and Wednesday mornings.
e Games for Years 6,7 & 8 is on Wednesday and Friday afternoons.

Games kit
For boys in Years 3 — 8, for football and rugby in the Michaelmas and Lent terms

e Rugby shirt: Stevensons, School colonrs

o Rugby shorts: Stevensons, black with School colonrs

e Rugby socks: Stevensons, School colours

e Tracksuit top and bottoms: Stevensons, School colonrs only

e Football/rugby boots/shin pads: Michaelmas and 1 ent terms only

e Bootbag: waterproof

o  Gum shield: Lent term for contact rugby in Years 5 — 8: www.shockdoctor.com

For boys in Years 3 — 8 for cricket in the Ttinity term

o  Cricket whites: white trousers, white socks and white cricket shirt

For boys in Reception and Years 1 — 8 indoor games throughout the year

12
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o Polo shirt: Stevensons, white with School crest
o  Games shorts: white

e Gym socks: white

e Trainers: white

Boys in Reception, Years 1 & 2 also need the Stevensons red tracksuit top and black bottoms.

For boys in Years 3 — 8 for swimming throughout the year

e Swimming trunks: a plain dark colonr, not shorts
e Swimming goggles: named please

Labelling
All items of clothing and equipment must be clearly labelled.

e Shirts, t-shirts, jackets, blazers, sweatshirts, vests, jumpers etc should all be labelled behind the
neck on the collat.

e Trousers, shorts and tracksuits should all be labelled at the centre back of the waistband.

e Socks: name tags should be folded in half and two ends should be sewn together onto the top of
the ribbing of the sock, on the inside.

Second-hand uniform

The PA offers a variety of gently used uniforms in good condition, ready for a new home.

Second-hand uniform sales take place once a term on the Ambrosden Avenue site, organised by the
Parents’ Association. They are advertised in advance in the Head Mastet’s weekly e-newsletter. Parents
may also contact Mrs Raykhan Laing, via the School office.

For further details and enquiries about second-hand uniform, contact Emma Calderin.

Email  calderinemma@gmail.com

School bags
We are very tight for space and have to plan it carefully, so please choose the correct bag for your son(s).

For classwork:

e Every boy from Years 1 — 8 needs a rucksack (called a Westminster Choir rucksack on the Stevensons
website).

e Reception boys need a book folder (called a Westminster Choir bookbag on the Stevensons website).

For games:

e Every boy in Reception, Years 1 & 2 needs a drawstring bag (called a Westminster Choir swimbag on
the Stevensons website).

e Boys in Years 3 to 8 need a rectangular bag (called a ho/dall on the Stevensons website).

Tel 01727 853262 Email sales@stevensonsschoolwear.co.uk
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Stationery
Stationery for Reception, Years 1 & 2 boys is provided, so no need to bring any into School.

Boys in Years 3 — 8 should come equipped with a well-stocked pencil case, which will need to be
maintained by parents throughout the year.

1 blue ink fountain pen and cartridges (eg Lamy Safari or Pilot Kakuno) — Y4-8
Left-handed writers may benefit from a left-handed pen (eg Lamy model).
Rollerball pens in blue, red and green: Years 6-8 only

2 HB pencils, sharpener (with own case), and eraser

A set of highlighting pens

30 cm ruler

A small set of colouring pencils

Child-friendly scissors

Helix Oxford Maths Set (labelled with name), with spare protractor

Pritt stick (several)

1 zipped pencil-case (not with sections); Year 8 pupils should have a transparent pencil-case

Our Uniform supplier: Stevensons

Please visit the Stevensons website (click here) and enter “‘Westminster Cathedral Choir School’ — you will
be directed to set up an account from which you can order WCCS uniform.
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THE PARENTS’ ASSOCIATION

All parents/guardians with boys at the School automatically become members of the
Parents Association.

The Parents Association provides social opportunities for parents and their families, and organises
fundraising events to support the boys of WCCS.

All meetings and events are advertised in the Head Master’s weekly e-newsletter.

Email pa@choirschool.com
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ACADEMIC LIFE

The curriculum

The School’s curriculum aims to deliver the best results for its pupils, and to that end it evolves to meet
the pre-test and entrance exam requirements of senior schools, as well as the syllabus content set by ISEB
at Common Entrance (13+).

Liberal education

The School’s curriculum aims to provide a liberal education. A liberal education is an education in freedom:
freedom for the boy to turn his hand to anything; and freedom to ‘think for oneself’, seeing into the nature
of things and judging them soundly, rather than receiving information and opinions unquestioningly. This
means that the curriculum seeks to #azn the mind in disciplined thought, #urfure the mind with an encounter
with the best that has been thought and said, and, finally, for virtuous citizens who are drawn to whatever
is true, beautiful and good.

Cultural literacy and British values

So that boys are able to access and appreciate the corpus of human knowledge and cultural achievement,
the curriculum is ordered historically. Fach discipline contributes to this overarching vision of integrated
knowledge. Reception, Years 3 and 6 are the ancient years; Years 1, 4 and 7 are the medieval years; Years
2, 5 and 8 are the modern years. Further detail is available on the year group overviews online. The School
curriculum is especially suited to conveying British values, as it shows their historical origins and
development.

Forms and setting
Boys in Years 4-6 are set for Mathematics only. Boys in Years 7-8 are set for Mathematics, French and
Latin.

Formal assessment
Boys in the Pre-Prep are assessed in Maths and English towards the end of the Lent and Trinity terms.

Boys in Years 1-2 are assessed in Maths and English towards the end of the Michaelmas, Lent and
Trinity terms.

Boys in Years 3 to 7 sit two sets of exams each year. These take place towards the end of the
Michaelmas and Trinity terms. Year 8 boys sit twvo Common Entrance mock examinations in November
and February, set by the Independent Schools” Examination Board (ISEB).

Setting prep
Preps are set in the following subjects:

Year1 &2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8
Spellings x1 English x 2 | English x 2 | English x 2 | English x 2* | English English
Maths x 2 (includes Classics Classics Classics Classics Classics
English x 1 reading and | French French French French French

spelling) History History Geography* | Geography | Geography
Maths x 2 Maths x 2 | Maths x 2 | History History History
Science Science Science Maths x 2* Maths Maths
Geography RS* RS RS

or History Science Science Science
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*In Year 6, two English and two Maths preps are set during the Michaelmas Term. For the Lent and
Trinity Terms, one English and one Maths prep are replaced by one Geography and one RS prep.

Subject teachers should ensure boys have recorded the prep set in their prep diaries, and each prep should
take about 30 minutes for boys in Years 3-5 and 40 minutes for boys in Years 6-8.

Weekly prep allocation is set as follows:

Monday Tuesday Wednesday Thursday Friday
Year 1-2 1 2
Year 3 1 1 1 3
Year4 -8 1 1 1 1 4

Reading

Reading fluently is the fundamental learning skill; there is a direct correlation between reading ability and
academic success. Recreational reading, which also benefits well-being and attention span, should be seen
as on a par with the taught curriculum.

Boys in Reception — Year 3 must read for 10 minutes to their parents every evening. Boys in Year 4 should
aim to read for 20 minutes with their parents to develop their verbal fluency. Reading aloud with parents
for boys up to Year 5 is also of benefit. Boys in Years 5 to 8 should, as a rule, read independently on a
daily basis for at least 30 minutes.

To improve comprehension skills, parents might also discuss the meaning and inferences within the
reading material.

The School prep diary contains a reading record to act as a dialogue between parents, boys and teachers.
Parents are encouraged to make brief daily comments relating to page numbers read and new vocabulary
explained or used.

As reading is so important for concentration, processing, spelling, general knowledge and so many other
areas of development, the School does all it can to promote a culture of reading both at school and at
home. Reading lists are published on the School website.

Reports in Reception, Years 1 and 2

Boys will receive end-of-term reports containing examination results in Maths and English (Years 1 and 2
only), plus a Class Teacher comment for these subjects. In the Trinity term, parents will receive a full
report containing individual teacher comments in each subject with a summative comment from the Class
Teacher.

Reports in Year 3
Interim reports will be issued at half term, with effort and achievement grades for each subject and a Class
Teacher comment.

Parents will receive end-of-term reports containing either examination results (with a range and class
average) or effort and achievement grades, plus individual teacher comments in each subject. The Class

teacher adds summative comments.

Parents are encouraged to come in to School to discuss any concerns raised by a report with their son’s
Class Teacher, subject teacher or the Head of Pre-Prep.

17



Reports in the Prep School

Reports are issued to parents twice per term. This system enables teachers and Form Tutors to identify
problems arising within either individual subjects or across the curriculum for any individual boy or group
of boys. Moreover, parents receive an accurate picture of their son’s progress at regular intervals. Regular
reporting enables swift action and involves parents in their son’s education.

Interim reports contain effort and achievement grades for each subject, with a Form Tutor
comment.

End-of-term reports containing either examination results (with range and class average) or effort
and achievement grades, plus individual teacher comments in each subject. The Form Tutor adds
summative comments.

Comments should avoid bland neutral statements and include an objective appraisal of academic
strengths and areas for academic improvement; exam performance may also be commented on,
with any great disparity between the term’s work and an examination result highlighted.

The Form Tutor’s report should summarise the academic performance of the child, and comment
on personal development and general behaviour, also making reference to any extra-curricular
activities that have been participated in.

Parents are encouraged to come in to School to discuss any concerns raised by a report with their son’s
Class Teacher, Form Tutor, subject teacher or the Director of Studies (Years 4-8).

Parents’ Evenings
Parents’ Evenings are as follows:

Reception — Year 3 at the end of the first half of the Michaelmas Term, and a ‘Book Look’ at the
end of the Lent Term;

Year 6 in the first half of the Michaelmas Term;

Year 4 in the second half of the Michaelmas Term;

Years 5 and 7 in the first half of the Lent Term;

Year 8 in the second half of the Lent Term after their Spring Common Entrance Mocks.

Advice on senior schools
You can speak to the Head Master about senior schools in the following slots:

Tuesday 4.00 pm — 6.00 pm
Thursday 3.00 pm — 5.00 pm

To book an appointment, please contact Ms Emma Restall

Tel 020 7798 9081 Email erestall@choirschool.com
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PERSONAL, SOCIAL, HEALTH AND CITIZENSHIP
EDUCATION (PSHCE)

The School wishes to educate confident, well-adjusted future citizens, who are equipped to live
comfortably in community. WCCS boys should learn to value the freedoms of living in a democratic
society.

PSHCE teaching is closely allied with our SMSCD policy and comes under the School’s Civics programme
(which includes PSHCE, SMSCD, Relationships Education and charity fundraising). Broadly speaking,
Civics aims to provide our pupils with an understanding of their place in the wider world and the School
community, and their rights and responsibilities within both. This naturally covers Citizenship and
Economic education, while incorporating the British values of democracy, the rule of law, individual
liberty, and mutual respect and tolerance of those with different faiths and beliefs. In Civics, the School
makes specific provision for the teaching of virtuous habits and informed opinion in the areas of Personal,
Social, Health and Citizenship education.

Programme delivery and teaching resources

Generally, Form Tutors teach PSHCE topics to their forms in Civics lessons. In the Prep School, the
Head of SMSCD monitors, oversees and assesses the delivery of the programme in each form, and also
assists with the teaching of some lessons. In the Pre-Prep, the Head of Pre-Prep oversees the programme.

PSHE in Reception — Year 2
The Reception PSED and Year 1-2 PSHCE scheme of work is delivered during Civics lessons and based
on resources from the Diocese of Westminster programme ‘Rooted in Love’.

The plan covers the following areas of Catholic social teaching:
e (Care of Creation
e Preferential option for the poor
e Solidarity and peace
e Community and participation
e Dignity of workers
e Dignity

The children also take part in ‘show and tell’, in which one boy each week brings in an artefact or
demonstrates a skill to the class and takes questions regarding it.

PSHE in Year 3

As well as the Rooted in Love CST programme, Year 3 also cover PSHCE and Relationships Education
topics in Civics lessons. The Civics scheme of work is based on Guttridge and Smith, Using Circle Time for
PSHE and Citizenship (Routledge, 2008).

The plan covers the following four areas: developing self-confidence; preparing to play active roles as
citizens including British values; developing a healthy, safe lifestyle; and respecting the differences between
people. Alongside cross-curricular links, the lessons comprise discussion, group work and written
activities.
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The children also take part in ‘show and tell’, in which one boy each week brings in an artefact or
demonstrates a skill to the class and takes questions regarding it.

PSHE in Years 4 — 8

The teaching of Civics, incorporating PSHCE, draws upon a bank of materials, pre-selected by the Head
of SMSCD in consultation with colleagues to be appropriate to the year group concerned. The full set of
materials for each term, planned against the Civics scheme of work, is provided at the beginning of term.
The teaching of these lessons will extend the boys’ frames of reference through exposure to seminal works
of constitutional history, Scripture, art, political rhetoric and other rich cultural materials. Wherever
appropriate, these materials will correspond to the School’s ancient, medieval and modern configuration.

Each week’s Civics lesson is based upon one text, artefact, scenario, musical performance or other
appropriate selection. Some are drawn from existing materials in the curriculum (for example Magna Carta
from History lessons or the ‘Sermon on the Mount’ from Religious Studies). Other materials are new to
pupils, chosen for their power to address important themes. Examples might be Aristotle’s Azhenian
Constitution, or Nelson Mandela’s speech at the Rivonia Trials.

Each week’s worksheet is self-contained, including suggested questions and activities and links to
additional resources where appropriate. Pupils are expected to participate in open discussions and produce
written work each week. The written work encourages personal reflection on, and imaginative engagement
with, the topic at hand.

While Civics lessons are content-led, the method of teaching deliberately fosters the development of
important social and intellectual skills among the boys. These include the ability to argue a point
respectfully, the ability to understand different sides of an argument, and the ability to speak and write
engagingly about contemporary issues. The boys are trained to be sensitive to both message and medium.

Safeguarding

Civics delivers a number of important lessons about safeguarding on the part of the boys. These include:

e Online safety and cyberbullying: the School organises regular workshops for boys and parents on
how to reduce risks (of bullying, grooming and abuse) when using electronic equipment and the
internet. The UK Safer Internet Centre specifies four key online risks: children can be contacted
by bullies or people who groom or seek to abuse them; age-inappropriate or unreliable content
can be available to children; children may be at risk because of their own behaviour, for example,
by sharing too much information; young people can be unaware of hidden costs and advertising
in apps, games and websites.

e The Deputy Head (Pastoral), who is responsible for Health and Safety, alerts boys to possible risks
in and around the School.

e The Deputy Head (Pastoral), who is the Designated Safeguarding LLead (DSL), speaks to the boys
about what to do if something worries them (e.g. bullying).

e TfL visit the School to train Year 6 boys about safety on public transport.

e The local Safer Schools Officer gives an annual assembly about how to be safe travelling to and
from School.

British values and Citizenship

In their Civics lessons, pupils learn about the historical development of Parliament, the British legal system
and the rights and responsibilities of modern day citizenship. They also learn about important British
institutions such as the Police, the Fire Brigade, TfL and the NHS. Visiting speakers from these institutions
are invited to address pupils at all levels of the School. Classroom teaching is enriched by wvisits to
Parliament in Year 6, and through school trips to sites of national significance such as Westminster Abbey,
Canterbury Cathedral, and the Imperial War Museum.
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In our Civics lessons, we seek to provide historical context for the development of democracy, appropriate
to the ages of our pupils. Following the School’s schema (ancient, medieval, modern), we acquaint our
pupils with different forms of government, and with the commonalities and differences between civil and
religious law.

Examples include:
e The Egyptian pharaohs (Year 3) & Chinese imperialism (Year 3)
e The Babylonian lawgivers & Athenian democracy (Year 6)
e Medieval kingship (Year 4 & Year 7)
e British parliamentary democracy (Year 5)
e Tyrannies of the 20th century (Year 8)

These lessons show how modern-day democracy in Britain is the product of centuries of tensions between
autocracy and democracy.

Relationships and Sex education (RSE)

Relationships Education is a component of the School’s Civics programme (which includes PSHCE, RSE
and SMSCD) and is taught from Reception — Year 8. The School’s policy is shared with parents and is
fully compliant with DfE and CES requirements (see the Downloads section for the RSE policy).
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SPECIAL EDUCATIONAL NEEDS & ENGLISH AS
AN ADDITIONAL LANGUAGE

What are special educational needs and disabilities (SEND)?

A boy has special educational needs requiring special educational provision if he has a significantly greater
degree of difficulty in learning than the majority of children of his age. Special educational needs are usually
considered to fall into four broad categories:

¢ Cognition and Learning Needs - often defined as a Specific Learning Difficulty (SpLD), for
example Dyslexia, and characterised by features such as slow speed of processing or weak phonic
awareness;

e Communication and Interaction Needs (including Social Communication needs) — often
diagnosed as ASD (Autistic Spectrum Disorders) or characterised as SLCN (Speech, Language
and Communication Needs);

e Sensory and Physical Needs - including hearing and visual impairments, or physical disabilities
both temporary and permanent;

e Social, Emotional and Mental Health Needs (SEMH) — children diagnosed as having
ADHD/ADD (Attention Deficit Hyperactivity Disorder/Attention Deficit Disorder) atre
included within this category.

e A boy may also have a disability under the terms of the Equality Act 2010. A disability is defined
as a physical or mental impairment which has a substantial and long-term adverse effect on a
person’s ability to carry out normal day-to-day activities.

e Not all pupils with disabilities will have special educational needs, and not all pupils with special
educational needs will meet the legal definition of disability. The school is committed to ensuring
that disabled pupils are not treated less favourably and that reasonable adjustments are made to
remove barriers to learning and participation.

e Provision for pupils with disabilities, including accessibility of the physical environment and
curriculum, is set out in the Accessibility Plan.

SENCO
The Special Educational Needs Co-ordinator (SENCO) is responsible for the day-to-day running of the
School’s SEN policy.

SEN provision

The School aims to make special educational provision in addition to the standard provision, with regard
to the SEND Code of Practice 2015 and the Children and Families Act 2014.

The School considers applications for boys with special education needs, on condition that the
SENCO/academic staff believe the applicant will be able to cope with the School’s academic demands
and routines, and that the School can provide adequate support for their specific needs.

The School reserves the right to limit the number of boys with SEND in each year group, to enable their
needs to be met. Therefore, any known SEND must be declared and disclosed at registration, and all
previous educational psychologist or other professional reportts, including medical reports, submitted to
the School. Parents are also required to disclose any reports pending from specialist assessments.

The School aims to provide, to the best of its ability, an appropriate setting to meet the needs of boys with
SEN. The School will not treat disabled pupils less favourably, and will take reasonable steps to avoid
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putting disabled pupils at substantial disadvantage in matters of admission and education. A three-year
accessibility plan is in place and updated annually by the Deputy Head (Academic).

For boys with EHC (i.e. education, health and care) plans, the School will co-operate with interested
agencies and comply with the relevant SEN Code of Practice to ensure appropriate support and provision
for boys with EHC plans.

A list of all boys with SEN is kept on file and regularly updated, in addition to being reviewed annually by
the SENCO. Only boys with a formal diagnosis of a special educational need, made by an appropriately
qualified professional, are included on the SEN register. A copy of the SEN register and individual
remediation guidance is available to all staff through the shared common drive.

SEN screening

Prior to starting in Reception, boys are assessed for underlying abilities by the Head of Pre-Prep in
consultation with the nursery provider, as appropriate. SEN screening at WCCS is overseen by the
SENCO at other points of entry and when necessary because the School may need to make reasonable
adjustments to accommodate a boy’s special education needs, or where concerns have been raised by staff,
parents or the boy over a period of time.

As part of the screening process, the SENCO may suggest that parents organise for the boy in question
to visit an educational psychologist, clinical psychiatrist or other qualified assessor to gain a more in-depth
assessment of their son’s needs. Screening may include tests of auditory and visual memory, perceptual
awareness, sequencing ability, creative writing, spelling and basic maths, fine and gross motor control
skills. The Head Master, Head of Pre-Prep and Director of Studies are informed of these results. If the
results of the SEN screening are borderline, or inconclusive, the boy is kept under review and re-screened
the following year.

Monitoring Learning Need

In addition to the SEN register for boys who have a formal diagnosis of a Specific Learning Difficulty the
School also keeps a Monitoring Register. This document includes both SEN boys and those who may
need some form of additional help or support, but who do not have a formal diagnosis of SEN. The
purpose of the Monitoring Register is to ensure that all staff are aware of all the boys who may need some
form of additional support and assistance, and to signpost to those strategies that may best be used to help
them.

ADD/ ADHD and ASD

Attention Deficit Disorder/Attention Deficit Hyperactivity Disorder (ADD/ADHD) and Autistic
Spectrum Disorder (ASD) are both medical diagnoses made (and if necessary treated) by a qualified
psychiatrist. The School recognizes these diagnoses when they have:

a) been made or reviewed within the past two years; and

b) when WCCS (or the boy’s previous education provider) has been involved in the diagnosis through
provision of information to the psychiatrist. The school believes that the effective triangulation of
information contributing to an ADD/ADHD or an ASD diagnosis is always in the best interest of the
boy involved, and is a significant factor in safeguarding his wellbeing. The School recommends that
ADD/ADHD and ASD diagnoses are reviewed by a qualified medical practitioner every two yeats.

Assistance for boys with SEN

Parents are informed and offered guidance and advice as to how to deal with any special need. Once a
particular special educational need has been formally identified and a report/assessment submitted to the
School, the following procedure begins:
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e an initial meeting occurs between the parents and the SENCO, to discuss future action;

e parents can speak to the SENCO or Head of Pre-Prep at parents’ meetings;

¢ an Individual Educational Plan (IEP) is drawn up by the SENCO, in consultation with staff,
parents and the boy, stating the boy’s strengths and weaknesses, targets and objectives, plus
teaching tips and strategies to help each individual; new IEPs may be presented and discussed at
an appropriate meeting of staff; all IEPs are kept on file and are reviewed and updated at least
annually after further consultation. The IEP includes recommendations from the boy’s
Education Psychologist or specialist professional.

Boys, teachers and parents are involved in the selection and monitoring of IEP targets. The boy, his
parents and the learning support teacher set targets annually. They are reviewed periodically, but at least
once annually. Shorter-term individual targets may also be set and reviewed within learning support lesson
plans.

Once-weekly learning support tuition is suggested where appropriate. Individual learning support tuition
may be arranged at School with the SENCO at the request of parents, dependent upon availability and
the level of need. Paired or group lessons may also be offered. An additional charge will be made for
learning support tuition and added to the School bill. Parents will receive a review of work covered every
term in the School report, together with any further recommendations, whilst they may also contact the
SENCO at any time with day-to-day concerns.

Laptop use

Where a pupil has a special educational need, disability or temporary medical need which may make laptop
use beneficial, the School will consider laptop use as a reasonable adjustment or learning modification.
Decisions will be made on an individual basis by the SENCO, in consultation with parents, relevant staff
and, where appropriate, external professionals.

Laptop use may be agreed where one or more of the following apply:

e there is a specific recommendation by an educational psychologist, specialist teacher, occupational
therapist, physiotherapist or other suitably qualified professional;

e the SENCO’s assessment of the pupil’s normal way of working indicates that laptop use may
support  access to learning, written  output, independence or  confidence;
there is a temporary medical need, such as an injury affecting handwriting.

In most cases, pupils using a laptop in School will be expected to develop appropriate touch-typing skills.
A typing speed of around 25 words per minute is normally expected before regular independent laptop
use is introduced across lessons. However, this is not an absolute requirement where the SENCO judges
that earlier, limited or supported laptop use is in the pupil’s best interests. In such cases, the School may
agree a phased arrangement, for example laptop use for selected subjects, prep, extended writing tasks or
assessments, alongside a plan to improve typing speed.

The SENCO will agree the arrangements for laptop use, including:

e the subjects or tasks for which laptop use is appropriate;

e how work will be saved, printed, submitted or stored;

e expectations for sticking printed work into exercise books where required;

e review dates to check whether the arrangement is effective;

e any training or support needed to help the pupil use the laptop efficiently and responsibly.

Laptops used in School must be used only for agreed educational purposes. They must be on mute, run
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on battery power wherever possible, and must not contain games or non-educational media. Parents and
pupils are required to sign the School Laptop User Agreement before regular laptop use begins.

Laptops in School examinations

e Boys’ use may be allowed to use their laptop in School exams for those subjects where they
normally use a laptop.

e The SENCO will submit a list of boys eligible for laptop use to the Head Master/Director of
Studies in advance of the exams.

e Boys should ensure that they have a memory stick to enable the exam papers to be printed out
immediately afterwards on a School printer.

e Laptop users must sit at the front of the room with their screens visible to the invigilator.

Extra time in School examinations

A maximum of 25% extra time in School exams (end of Michaelmas and Trinity terms) can only be
accommodated after specific recommendation by an educational psychologist, or other appropriate
medical professional, and discussion between parents and the SENCO/Director of Studies. The SENCO
will submit a list of boys eligible for extra time to all staff in advance of the exams. Boys with extra time
will sit their exams with the other boys in their form; extra time will be given either before or after the
other boys complete the exam, at the discretion of the Director of Studies.

Exam modifications for ISEB exams

For ISEB exams (Common Entrance Pre-Test, Year 6 or Common Entrance, Year 8) it is the
responsibility of parents to apply directly to senior schools for extra time or for permission to use a laptop
in ISEB exams. Prior permission from the senior school, for which the boy will be sitting an ISEB test,
must be obtained by parents before either concession can be granted by the School. (It should be noted
that the senior school usually requires supporting evidence from a qualified professional, which usually
needs to be less than twenty-four months old.)

Other exam concessions

As a general principle, and following JCQ (Joint Council on Qualifications) guidance, the final authority
for determining exam concessions, rests with an exam centre. Occasionally external professionals, such as
Educational Psychologist or Child Psychiatrist, may suggest other concessions, such as a scribe, reader,
voice-activated typing software, rest-breaks, a separate room for exams or additional extra time, but WCCS
is able to offer only 25% extra time and laptop use.

Assistance for bilingual boys / boys with EAL (English as an Additional Language)

The School recognises that the benefits of bilingualism and multilingualism, and considers bilingualism to
be a strength rather than a learning difficulty.

At the point of entry, the school requests information from parents about their son’s exposure to and
competence in languages other than English. The school keeps a record of pupils’ skills in languages other
than English. If, after a term at the school, teachers judge that a boy’s proficiency in English is not fully
age-appropriate and may have an adverse impact on his learning, he is, considered to have EAL (English
as an Additional Language).

Registers of EAL pupils are kept by the school and the progress of EAL pupils is monitored through the
usual academic progress tracking systems. Staff are made aware of EAL pupils’ needs and effective
strategies to support them.
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All boys whose mother tongue is not English are recommended to have an electronic bilingual
dictionary/translator to use in class, for prep and for exams in science and maths (and also French if this
is not their home language).

Where the impact of EAL is significant, the following support may be offered:

weekly learning support tuition within a group, specifically taught to boost reading fluency,
comprehension and vocabulary;

advice and guidance to parents to help boost the English language at home;
feedback to parents on weak areas identified in School reports;
discussion of progress and future recommendations with parents at parents’ meetings.

General provision for SEN boys by all academic staff

Through the induction process and INSET training, teachers are made aware of and trained in
recognising signs of SEN, and all new staff are familiarised with the SEN policy.

Yearly plans and schemes of work include specific information about differentiation.

The School is committed to collaborating and communicating with parents about SEN.

Boys with SEN have equal access to all areas of the curriculum and are taught fully within their
class sets, with the exception of weekly specialist one-to-one or small group teaching.

IEPs are reviewed by the SENCO and relevant teachers at least annually.

The School ensures that, insofar as reasonably practicable, the curriculum, site and facilities are
tully accessible to boys with SEND. Provision includes improving access as far as is reasonable
through physical changes to the building and by providing extra resources.

Links with senior schools

The School places great emphasis on the procedure resulting in the correct choice of senior school for
boys to move on to at the end of Year 8:

the SENCO can make contact with the receiving school to discuss the boy’s individual needs, with
the prior permission of the parents;

support for parents in the choice of the next school and in preparing for transfer is offered by the
Head Master and the SENCO;

transfer of information is arranged with the parents’ consent and includes the SEN file and the
boy’s last School report.

Complaints

Any concerns or complaints about the School’s provision for a boy with SEN should normally be
addressed in the first instance to the SENCO. The SENCO will investigate the complaint and meet the
parents within two weeks to discuss the matter. If the situation is not resolved, it should be referred to the
Head Master. Where necessary the School’s complaints procedure will be followed.
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FEES AND EXTRAS — DAY BOYS

Termly fees for day boys for the academic year 2026/27 are £9,590 (Reception to Year 3) and £10,919
(Year 4 — 8). These fees are inclusive of VAT. Fees are payable by direct debit, termly and in advance. Fees
are inclusive of books (except when annotated and kept by boys on leaving), lunch and timetabled games.
After-School tea is not included for day boys.

The following are charged as ‘extras’.

Academic and examinations
e Common Entrance and other year 8 examination fees

e Cognitive Abilities Test (CAT)
e External interview training (which is voluntary)
e Bible (for the boys to keep)

Music

e Hire of musical instruments (£60.00 per term inclusive of VAT)
e Individual music tuition (£69.70 per hour inclusive of VAT)

e Chamber music groups / orchestra ({42 per term inclusive of VAT)

e Sheet music

e Instrumental music exams (cost of exam & accompaniment)

e Music theory exams (cost of exam & accompaniment)

e School Mass & Assembly Book

Please note a half term’s notice (or 6 week’s fees in lieu of notice) is required to stop instrumental music
lessons.

Clubs
e These change on a termly basis and are charged as extras

Special Educational Needs
e Individual SEN support is charged to parents. 35-minute one-to-one lessons are /£50; paired
lessons are £38.60; group lessons are £29.60

Trips
e All trips are advertised to parents in advance. The total cost of the trip (including coach and adults),
divided by the number of boys, is charged

Old Boys’ Association (Year 8 only)

£50 is set against parents’ deposits at the end of Year 8 for their son’s lifetime membership of the WCCS
Old Boys’ Association. This includes an Old Boys’ tie, regular mailings and an invitation to OBA events.
Parents who wish to opt out must write to the Chair of the OBA at the School address during the
Michaelmas term in Year 8.

Post Common Entrance Programme (Year 8 only)

Common Entrance examinations at 13+ are set externally by the Independent Schools Examination Board
in the first week of June. On completion of the examinations, Year 8 boys remain at School until the
formal end of term — normally about four weeks. A programme of activities is organised for all boys in
the Year Group; the cost for this is included on the extras invoice for the Lent Term.
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Boys may opt-out of the entire programme if their parents wish, but not selective parts of it. Where a boy
opts out of the entire programme, he must leave School as soon as Common Entrance examinations are
over and may return for Sports Day only.

A separate schedule of fees and extras for boarders is published in the Parents” Handbook (Boarding).
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PASTORAL CARE

The School works to ensure that it is a safe, secure environment where children learn to live peacefully
together. We aim to be a School where high standards of behaviour are the norm, by following consistent
policies on bullying and child protection, by rewarding good behaviour and by sanctioning poor behaviour.

Anti-bullying
The staff will work with boys and families to ensure that bullying is never accepted at the School.
Therefore, the School

e reviews its anti-bullying policy and procedures on at least an annual basis

e supports staff in dealing appropriately with bullying

e addresses boys’ concerns sensitively and effectively

e reports back to parents quickly

e learns from anti-bullying good practice elsewhere.

For full details, please consult our full anti-bullying policy, in the Downloads section of the School website.
To discuss any issues concerning bullying, please contact the Deputy Head (Pastoral), Miss Emily Auger
Tel 020 7798 2487 Email eauger@choirschool.com

Safeguarding and child protection

The Governors, senior management, staff (full and part-time) and volunteers at Westminster Cathedral
Choir School have a significant role in the safeguarding of children. All have a full and active part to play
in promoting the welfare of the boys — and in particular protecting them from significant harm.

The School’s full safeguarding and child protection can be downloaded from the School website
www.choirschool.com or is available on request from the School office.

The School’s policy includes:
e procedures for making and referring a concern about a child
e arrangements for dealing with allegations of abuse against teachers and other staff
e staff behaviour policy
e whistleblowing procedures
e safer recruitment
e the role of the Designated Safeguarding Lead (DSL)
e review of School policies
e Child protection training
e Other safeguarding and welfare responsibilities.

All Governors and senior management understand the requirement that any deficiencies or weaknesses in
the School’s safeguarding and child protection arrangements are remedied without delay.

The Governing Body undertakes an annual review of the School’s safeguarding and child protection policy
and the efficiency with which the related duties have been discharged.

29


http://www.choirschool.com/

All staff and senior management believe that the School should provide a caring, positive, safe and
stimulating environment which promotes the social, physical and moral development of the individual
boy. A staff behaviour policy is included in the full safeguarding and child protection policy.

If you have a safeguarding and child protection concern
If you have any concerns about the safety or well-being of a pupil or pupils at the School, you should
raise your concern with the School’s Designated Safeguarding Lead.

Deputy Head (Pastoral) and DSL
Miss Emily Auger 020 7798 2487 eauger@choirschool.com

Safer recruitment

The School follows statutory regulations on the recruitment and employment of staff, be they full or part-
time staff, peripatetic, supply or contractors. No adult will be permitted to be in regulated activity without
all of the required vetting checks. These checks are outlined in detail in the School’s safer recruitment
policy within the full safeguarding and child protection policy.

Whistle-blowing

Where there is apparent or actual wrong-doing it is an obligation for any employee at the School to report
this to the Head Master or the Governors. The School’s policy on whistle-blowing is set out within the
full safeguarding and child protection policy.

Physical contact with pupils

Corporal punishment is illegal and will never be used at the School, and staff follow clear guidelines on
when and in what manner physical contact with pupils is appropriate. The School’s policy on physical
contact with pupils is set out within the full safeguarding and child protection policy.

Bullying
Bullying is not tolerated at the School, and is considered a safeguarding issue. Bullying may be physical,
verbal or written in form, and may include bullying on the internet or by mobile phone (i.e. cyberbullying).

The School’s anti-bullying policy can be downloaded from the School website www.choirschool.com or
is available on request from the School office.

Domestic violence
Any boy who has been witness to, or involved in, incidents of domestic violence is likely to have suffered
some degtree of trauma. He may also be at risk of emotional damage and/ or physical injury.

Should a boy at the School be in such a situation we will make ourselves aware of his particular needs and
set appropriate behaviour management strategies in conjunction with parents, carers, the SENCO at the
School, and the Head of Boarding should the boy be a boarding chorister. If a child is at risk the School
will contact the Local Authority Designated Officer for Westminster City Council.

Racist incidents
The School’s sanctions policy acknowledges that racist incidents, whether isolated or repeated, may also
need to be considered under safeguarding procedures.

Prevention
The School plays a significant part in the prevention of harm to all boys in its care. The School will
therefore:

e cstablish and maintain effective reporting systems within the School and with parents;
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e strengthen and maintain an ethos in which children feel secure and listened to;

e ecnsure that all pupils know who they can talk (including the DSL) to if they are worried or in
difficulty;

e teach PSHCE effectively so that pupils are equipped to stay safe from harm;

e provide internet safety workshops and effective safeguards on I'T at the School;

e make sure staff are aware of the signs and symptoms of abuse listed in the safeguarding and child
protection policy.

Health & safety

Our health and safety policy reflects the School’s concern for the safety and welfare of our boys, whether
on-site or off-site on trips or visits (it includes the School’s risk assessment policy). The full health and
safety policy can be downloaded from the School website www.choirschool.com or is available on request
from the School office.

Raising a serious pastoral concern

If you are concerned that your son is being bullied, or is having difficulties relating to other staff and boys,
ot you notice a worrying change in his behaviour or attitude, please contact the DSL, Emily Auger

Tel 020 7798 2487  Email eauger@choirschool.com
If your case is urgent, and the DSL is not available, please contact the Head Master.

Tel 020 7931 6099  Email erestall@choirschool.com
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GAMES AND EXTRA-CURRICULAR LIFE

GAMES

Sport in Reception, years 1 & 2

Boys in Reception — Year 2 will have two sessions of sport every week. One session will be a swimming
lesson held at the Queen Mother’s Sports Centre (although boys in Reception will only begin swimming
in their second term). The other sport session will be held in the indoor sports hall in the Queen Mother’s
Sports Centre or on the school playground.

Sport in Years 3-5

Boys in Years 3-5 have two sessions of sport each week. One session will be a swimming lesson held at
the Queen Mother’s Sports Centre or a PE session on the playground; the other sport session will be held
at either Battersea Park or Power League, or on the school’s astroturf playground.

Sport in Years 6-8
Boys in Years 6 — 8 have two afternoons of sport each week, held at either Battersea Park, the Queen

Mother’s Sports Centre, or at other park locations.

The main sports are:

Michaelmas term: Football and badminton
Lent term: Rugby and hockey
Trinity term: Cricket and tennis

Boys also take part in cross-country and athletics sessions, whilst karate and fencing are offered as after-
school clubs. In total, boys will have 3 hours of sport lessons each week.

Fixtures
Boys in Years 1-8 play fixtures against other schools in major sports throughout the year. Fixtures are
published in the termly diary and in the Head Master’s weekly e-newsletter.

EXTRA CURRICULAR LIFE

The School aims to provide an enriching programme of extra-curricular activities for all boys. These
activities are designed to bring energy to the school outside the classroom, give the boys the chance to
explore new past-times (as well as capitalising on long-standing hobbies) and add depth to their education.
The School runs a wide variety of after-School clubs between 4.00 pm and 5.00 pm, Monday to Thursday,
during term time, which change according to demand and capacity. Recently these have included football,
fencing, judo, karate, art, ICT, chess and Airfix model-making.

A full list of clubs on offer is published in the clubs & trips letter and listed in the Head Master’s e-

newsletter at the start of each term. Boys may join up to four clubs per week. After-School clubs are
charged to parents as extras.
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For information regarding School clubs, please contact the Deputy Head (Pastoral), direct.

Email cauger(@choirschool.com

Music

The Head of Music arranges over 150 instrumental lessons per week. They are organised in strict rotation.
All boys are encouraged to learn an orchestral instrument. The School has two orchestras, in addition to
chamber ensembles for the musically able. Day boys have their own choirs, known as the Gallery Choir
and the Junior Choir.

There are numerous concerts and recitals throughout the year, which parents may attend.
For information regarding School music, please contact the Head of Music direct.

Email nfreestone(@choirschool.com

Drama

The School normally puts on a major play or musical in the Lent term and a nativity in the Pre-Prep at
Christmas. In recent years, productions have included OZver!, Bugsy Malone, A Midsummer Night’s Dream,
Jason & the Golden Fleece and Hoodwinked!

The Gallery Choir
Day boys can audition for the Gallery Choir which sings at School Mass every Tuesday morning.

The Choristers

WCCS is home to the world’s leading Catholic choir, comprising up to 25 musical boys in Years 4-8. The
choristers board at school during the week and go home at the weekend on Fridays until 9.45 am on
Sunday mornings.

Since its foundation in 1901, the Choir of Westminster Cathedral has occupied a unique and enviable
position at the forefront of English church music, famous both for its distinctive continental sound as
well as its repertoire. The Choir has made regular recordings since its foundation and continues to do so
today, with occasional concerts and tours abroad.

Trips and expeditions
The School runs trips throughout the academic year for every Year Group, taking advantage of its central-
London location. The Deputy Head (Pastoral) is responsible for ensuring a balanced provision of off-site

trips and expeditions for all boys. Parental consent forms are issued to parents of day boys for all trips.

Parental consent forms are issued to parents of choristers for all overseas trips. For trips within the United
Kingdom parents of choristers authorise the School to act iz loco parentis.

Day boys also have the opportunity to go on overseas trips organised by the School.
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HEALTH AND SAFETY

The School’s full health and safety policy can be downloaded from the School website
www.choirschool.com or is available on request from the School office.

This is a brief summary of first aid provision at the School. The School’s full first aid policy is available to
parents on request from the School office.

Management of first aid

The School has a responsibility to provide first aid to its employees and the pupils of the School. The
School has two matrons trained in Paediatric First Aid. In addition, the School has a number of academic
staff who are fully first aid trained. Together, these staff ensure that there are always first aiders to hand
whenever boys are at school or on trips. First aid provision is part of health and safety and is therefore
managed on a day-to-day basis by the Deputy Head (Pastoral). The School has close contact with the
Victoria Medical Centre.

Parents can contact Matron directly:
Tel 0207 798 9070 / 07961 578 840

Facilities in the Pre-Prep School
There is a first aid kit located in the visitor’s reception in addition to a phone and space for a boy to lie
down if required. There are loo facilities directly adjacent to the visitor’s reception.

Facilities in the Prep School

The School medical room is located on the third floor in the boarding house. It is accessible via the lift. It
has medical equipment (in locked cupboards), phone and a bed. There are toilet facilities directly adjacent
to the medical room. Additional medical supplies are stored in the adjacent boarding staff room (in locked

cupboards).

Informing parents

Parents will be informed of any significant injury, illness or concerns about a boy’s health. Parents will be
informed immediately of any head injuries requiring treatment, regardless of the severity. Parents can
contact matron between 9.00 am — 5.00 pm, Monday — Friday (phone number above). The matron or duty
first aider takes detailed notes of any boy who visits the medical room with a medical complaint.

Administration of medication and parental permission/medical records

All medication for pupils should be given by parents to the school matron (or first aider on duty) with full
instructions for its administration. Medication is kept locked in the medical room, which is also locked
when not in use. Parental consent is required before medication is given. The School does not allow the
boys to self-administer medication, except for asthma and allergy sufferers (eczema, etc.) who have
permission from their doctors to do so. The School requests that parents update medical records annually.

Specific medical conditions

Parents must write to the Head of Pre-Prep or Deputy Head (Pastoral) if their son is diagnosed with a
specific medical condition, such as an allergy, asthma or epilepsy. The Head of Pre-Prep or Deputy Head
(Pastoral) will notify all medical staff, teaching staff or other staff (e.g. in the school kitchen), and provide
them with any information or training that they need. Whenever a member of staff takes a pupil with a
specific medical condition off-site — e.g. for a fixture or school trip — he/she is responsible for taking any
medication or equipment that is needed.
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In loco parentis

Parents must sign an in loco parentis form at the beginning of the academic year. This form authorises
the staff at the School to consent on behalf of a boy’s parents to that boy receiving emergency medical
treatment considered by an appropriately qualified person (usually a doctor) to be necessary for the boy’s
welfare and if the parents cannot be contacted in time.

Dental hygiene
Dental appointments should be arranged during School holidays or outside of School hours.

Food and nutrition

All meals are cooked on-site by three professional chefs who are responsible for providing nutritious
menus. Special dietary requirements can be catered for, but must be supported by a letter from the boy’s
GP. Parents are asked to remind their sons of the importance of eating healthily and not wasting food.

Accidents and risk assessment

Accidents
All accidents or injuries which require treatment are recorded by the matron or duty first aider.

Disaster plans
Should the School need to be evacuated, all boys and staff will walk to the Cathedral Piazza and await
direction from the Police.

The School can contact all parents by text message in the event of an emergency.
The School also holds supplies of dried food, water and blankets.

Fire equipment, procedures and risk assessment

UK Fire Training Ltd. provide comprehensive fire safety advice, including an annual fire risk assessment
and annual fire safety training to all staff. The School employs Precision Ltd. to undertake maintenance
of its firefighting equipment. The School also acts on any advice given to it by the Clerk of Works of
Westminster Cathedral.

Risk assessment

Health and safety for the whole Cathedral complex is the responsibility of the Diocesan Trustees. The
School has a health and safety committee which raises any concerns with the Cathedral’s Clerk of Works.
The Deputy Head (Pastoral) ensures that risk assessments for all on-site and off-site activities involving
boys have been done.

General access to the Pre-Prep

The School operates physical measures to control who enters the building. Entry points are located at the
main gates on Francis Street and Willow Place. Willow Place gate is opened and supervised by staff during
drop-off and collection times and is locked at all other times with an electric locking mechanism; entry is
via Vindex card or video-com. The Francis Street door is locked at all times with an electric locking
mechanism; entry is via VIN card or video-com. Domestic staff will be responsible for locking the building
and setting the alarm before leaving. Additionally, CCTV cameras are installed on the exterior of the
School building. Staff have a duty to report anyone attempting to force entry to either the School Office
and/or the Deputy Head (Pastoral), or anyone who appears strange or suspicious.
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General access to main school buildings

The School operates physical measures to control who enters. Entry points are located at the Forte Gate,
Vaughan Gate, Vaughan Building Reception and the Long Corridor. The Forte Gate is locked at all times
with an electric locking mechanism; entry is via security fob, pin code or video-com. The Vaughan Gate
is locked at all times with an electric locking mechanism; entry is via Vindex card only. The Vaughan
Building Reception is manned at all times; the door is locked when the reception is left unattended. The
Long Corridor is locked at all times via an electric locking mechanism; entry is via pin code only.
Additionally, CCTV cameras are installed on the exterior of the school building. Staff have a duty to
report anyone attempting to force entry to either the School Office and/or the Deputy Head (Pastoral),
or anyone who appears strange or suspicious.
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APPENDIX 1:
SCHOOL POLICIES

These policies are integral to the Parent Handbook.

To download our safeguarding and child protection policy, click here
To download our health and safety policy, click here

To download our anti-bullying policy, click here

To download our admissions policy, click here

To download our complaints procedure, click here

To download our pupil behaviour policy, click here

To download our SEND and EAL policy, click here

To download our curriculum, planning and prep policy, click here
To download our first aid policy, click here

To download our SMSCD policy, click here

To download our PSHCE policy, click here

To download our RSE policy, click here
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APPENDIX 2:
COMPLAINTS PROCEDURE

Whom this complaints procedure is for
This complaints procedure is for parents of pupils at the School who wish to make a complaint.

The School’s complaints procedure is provided to parents of current and prospective boys, and to all staff.
It can be downloaded from the School’s website: www.choirschool.com.

Boarders have their own, separate complaints procedure, which is displayed publicly in the boarding house
phone booth, and contained in the Parents’ Handbook — Boarding, which can also be downloaded from the
School website.

Requirements of this policy
This policy complies with Part 7 of the Education (Independent Schools Standards) Regulations 2014.

Boarding

The School’s complaints procedure complies with Standard 18 of the National Minimum Standards for
Boarding Schools. The Independent Schools Inspectorate (ISI) is the regulatory body which now inspects
boarding schools.

Complaints and external bodies
ISTI is not responsible for individual complaints about the day-to-day running of a school. The chain of
complaint is:

1. Head Master

2. Governing body

3. Department for Education

(There is a possibility that Local Authorities may be involved in the chain of complaint — for example, when
the complaint concerns child safeguarding, prolonged absences from School or statements of special
educational needs.)

Guidance on school issues can be obtained from DfE public enquiries.

Tel 0370 000 2288

School inspections

Parents are notified of forthcoming ISI inspections. The inspection team cannot investigate or comment

on individual complaints, but will look for examples of the School’s compliance with its own policies and
with regulatory requirements.
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THE THREE-STAGE COMPLAINTS PROCEDURE

Stage 1 — Informal resolution

It is hoped that most complaints and concerns will be resolved quickly and informally through an
email exchange or meeting, within seven working days; a member of the SMT may assist with finding
an informal resolution.

Stage 2 — Formal resolution

If a complaint cannot be resolved on an informal basis, then parents should put their complaint in
writing, within seven working days, to the Head Master. The Head Master will then decide the
appropriate course of action to take.

The Head Master will make the person against whom the complaint has been made aware that a
formal complaint has been received as soon as reasonably practicable.

A written record will be kept of all formal complaints, and of how, and at what stage, they were
resolved.

In the case of complaints which raise issues of safeguarding children or vulnerable adults, the School’s
safeguarding procedures will be followed.

In most cases the Head Master will meet with the parents concerned, normally within seven days of
receiving the complaint, to discuss the matter. If possible, a resolution will be reached at this stage.
It may be necessary for the Head Master to carry out further investigations.

The Head Master will keep written records of all meetings and interviews held in relation to the
complaint and may ask his PA to record the meeting.

Once the Head Master is satisfied that, so far as practicable, all the relevant facts have been
established, a decision will be made and parents will be informed of this decision in writing. The Head
Master will also give reasons for his decision.

Stage 2 of the process will be completed within 28 days (unless holidays dictate that it is not practicable
to do so).

If parents are still not satisfied with the decision, they should proceed to stage 3 of this procedure.

Stage 3 — Panel hearing

If parents seek to invoke Stage 3 (following failure to reach an eatrlier resolution) they will be referred
to the Clerk to the Governors, who has been appointed by the Governors to call hearings of the
complaints panel.

The matter will then be referred to the complaints panel for consideration. The panel will consist of at
least three persons not directly involved in the matters detailed in the complaint, one of whom shall
be independent of the management and running of the School. Each of the panel members shall be
appointed by the board of Governors. The Clerk to the Governors, on behalf of the panel, will then
acknowledge the complaint and schedule a hearing to take place as soon as practicable and normally
within fourteen days.

If the panel deems it necessary, it may require that further particulars of the complaint or any related
matter be supplied to all parties not later than seven days prior to the hearing.

The parents may be accompanied to the hearing by one other person. This may be a relative, teacher
or friend. Legal representation is not appropriate.

If possible, the panel will resolve the parents’ complaint immediately without the need for further
investigation.

Where further investigation is required, the panel will decide how it should be carried out. After due
consideration of all the facts they consider relevant, the panel will reach a decision and may make
recommendations, which it shall complete within fourteen days of the hearing. The panel will write
to the parents informing them of its decision and the reasons for it. The decision of the panel will be
final. The panel’s findings and, if any, recommendations will be sent in writing to the parents, the
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Head Master, the Governors and, where relevant, the person about whom the complaint has been
made.

All concerns and complaints will be treated seriously and confidentially. Correspondence, statements and
records will be kept confidential except insofar as is required of the School by Part 7 of the Education
(Independent Schools Standards) Regulations 2014, where disclosure is required in the course of the
School’s inspection; or where any other legal obligation prevails.

Parents may ask for the number of complaints registered under the formal Complaints Procedure
during the preceding School year.

Tel 020 7931 6099 Email office@choirschool.com
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APPENDIX 3:
SUSPENSION AND EXPULSION POLICY

The School reserves the right to suspend a boy from School at any time in the event that his conduct or
his presence has seriously damaged or is likely to damage the discipline, safety, reputation or good order
of the School or Cathedral Choir. Reasons for this include:
e aggressive, threatening or abusive verbal behaviour in the form of comments, facial expressions,
bodily gestures, chanting or abusive singing intended to cause unhappiness, fear or distress;

aggressive physical behaviour: any physical act or gesture that is intended to cause genuine pain or
injury;

rudeness to staff: any spoken or written comment that is intended to be offensive or disrespectful;

vandalism: any act that deliberately damages any building or contents of the Cathedral complex;

theft;

persistent aggressive, abusive or disruptive behaviour;

e bringing illegal substances on to the premises.

If parents, after consultation, still disagree with the decision to suspend the boy they should write within
one day of receiving the letter of suspension to:

Clerk to the Governing Body

c/o Westminster Cathedral Choir School
Ambrosden Avenue

London

SW1P 1QH

The Chair of Governors will then convene a committee of Governors who have not participated in the
above decision to hear their concerns. The parents may be accompanied to the hearing by one other
person. This may be a relative, teacher or friend. Legal representation is not appropriate. The above
committee will either confirm the decision on suspension or reinstate the boy having suggested an
alternative sanction. The committee’s decision will be final.

Expulsion on grounds of behaviour

The School aims to operate by consent not by imposition. If that consent is not forthcoming, in the last
resort the School may ask for a boy to be removed permanently. Verbal and written warnings to the
parents will be given, except in the case of a single unacceptable action by a boy. The final decision
regarding expulsion is that of the Chair of Governors, having taken appropriate professional or other
advice from whomsoever he considers suitable. For example, a boy may be expelled from the School for:

e failure to comply with School policies, after warnings and previous sanctions;

e not accepting School punishments;

e bringing illegal substances on to the School premises;

e cndangering other boys or staff;

e disrupting lessons;

e being a bad influence on other boys;

e failing to perform adequately in his academic or musical work after warnings;

e gross rudeness to members of staff or other employees of the School;

e parental failure to disclose all known facts about the boy, including Special Educational Needs, or
previous suspensions, expulsions, exclusions or major disciplinary incidents, either at application
stage or at any stage thereafter;

o theft;
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e bullying.

If the parents, after consultation, still disagree with the decision to expel the boy they should write within
two weeks of receiving the letter of expulsion to:

Clerk to the Governing Body

c¢/o0 Westminster Cathedral Choir School
Ambrosden Avenue

London

SW1P 1QH

The Chair of Governors will then convene a committee of Governors who have not participated in the
above decision to hear their concerns. The parents may be accompanied to the hearing by one other
person. This may be a relative, teacher or friend. Legal representation is not appropriate. The above
committee will either confirm the decision on expulsion or suggest an alternative sanction. The
committee’s decision will be final.

Flexibility clause

The parents accept that the School will be run in accordance with the authorities delegated by the
Governing Body to the Head. The Head is entitled to exercise a wide discretion in relation to the School's
policies, rules and regime and will exercise those discretions in a reasonable and lawful manner and with
procedural fairness when the status of a boy is at issue.
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APPENDIX 4:
PROPERTY AND INSURANCE

Personal property
Boys are responsible for the security and safe use of all personal property. All items must be clearly named.

Communal property
The School may invoice a boy’s parents/guardians for damage, however caused, to School property or the
loss of School equipment i.e. textbooks, library books, games Kkit, etc.

Insurance

The School and its Governing Body have in place Public Liability insurance which covers all the usual
activities of the School, regardless of location. Amongst other things, this Public Liability insurance covers
the School’s legal liability for accidental bodily injury or illness sustained by the boys engaged in School
activities. The School’s Public Liability insurance is provided by Zurich Insurance Company & Others,
and a limit of indemnity of £50,000,000 on any one event applies. A consent form signed by a parent for
a boy to take part in a trip organised by the School signifies that the boy is engaged in an authorised School
activity and that the Public Liability insurance covers such activity.

The School does not accept responsibility for accidental injury or loss of property unless caused by
negligence of its own or Cathedral staff.
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APPENDIX 5:
WCCS ACCEPTANCE FORM

ACCEPTANCE FORM

IMPORTANT - Before signing this Acceptance Form you should read the terms and
conditions attached to this Acceptance Form.

Child's full name Date of birth

We hereby accept the offer of a place at the School for the above-named child with effect from the
beginning of the Michaelmas term 2026 and have arranged a direct bank transfer for £2,400 (inclusive of
VAT) as the deposit.

We acknowledge the School policies that are published on the website (and are otherwise available from
the School) and agree that we and our child shall observe and be bound by them.

By signing this Acceptance Form we confirm that:

(2) all holders of parental responsibility' for the above-named child have signed this Acceptance Form
and that no one else holds parental responsibility for him;

(b) we, as holders of parental responsibility for the above-named child, live together / separately” at the
address(es) shown below and we agree to notify the School immediately of any change of address or
our family circumstances;

(c) if applicable, we are not (either jointly or individually) in arrears on the payment of any fees or charges
owing to our child's current (or previous) school or educational establishment;

(d) unless otherwise notified to the School in writing before signing this Acceptance Form:

(i) there are no court orders in place in respect of the care or living arrangements of our child or the
payment of fees for his/her education;

(i) any information or circumstances about or relating to us and/or our child that has previously
been notified to the School (including on the School's registration form or otherwise as part of
the School's registration and admissions process) is and remains complete and accurate as at the
date when we sign this Acceptance Form, and we have not otherwise withheld or misrepresented
any information about or relating to our child, or that is important for the School to be made
aware of, insofar as it relates to his education or welfare (including as to any health or medical
condition, special educational need(s) or disability that our child has, and of which we are aware);
and

! Under education law, a parent in relation to a child includes: (i) the child’s parent; (ii) any person who is not the child’s parent but who has
parental responsibility for them; and/or (iii) any person who has care of the child. Parental responsibility is defined in the Children Act
1989 as "all the rights, duties, powers and responsibilities and anthority which by law a parent of a child has in relation to the child and his or her property". Tt
equates to legal responsibility for the child. The child’s mother automatically has parental responsibility for her child from birth. A father
usually has parental responsibility if he’s either: (a) married to the child’s mother; or (b) listed on the birth certificate (after a certain date,
depending on which part of the UK the child was born in). You can apply for parental responsibility if you don’t automatically have it (for
example in cases of adoption). If you have any doubts about whether you do or do not have parental rcsponslblhty for the child you may
wish to seek legal advice. Further information is also available here: https: ’

responsibility
2 Delete as applicable
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(i) our child has the right to enter, live and study in the United Kingdom.

IMPORTANT - when you complete, sign and submit this Acceptance Form and pay the
deposit, you and the School enter into a legally binding contract, based upon the School's terms
and conditions.
Ifyou subsequently change your mind and decide to withdraw your child before he or she takes
up their place, you may lose your deposit and be responsible for paying us fees in lieu of notice
— see Clause 3 of the terms and conditions for more information about this.
Signed by Signed by
(signature) (ssgnature)
(print name) (print name)
(date) (date)
(relationship to child) (relationship to child)
a Tick here to confirm this signatory has parental Q Tick here to confirm this signatory has parental
responsibility for the child responsibility for the child.
(address) (address)

PLEASE NOTE

Each person with parental responsibility for the child is required to sign this Acceptance Form.
The School is entitled to treat any instruction, authority, request or prohibition received from one
signatory as having been given on behalf of all signatories and therefore on behalf of all those
with parental responsibility for the child.

An exception to this is with regard to a notice of withdrawal of the child from the School — such
notice must be signed by all those with parental responsibility for the child. (See Clause 9.9 of the
terms and conditions.)
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TERMS AND CONDITIONS

What these terms cover. These are the terms and conditions on which we provide the Services (as
defined below).

Why you should read them. Please read these terms and conditions carefully before you accept our
offer of a place at the School for your child. These terms tell you who we are and how and on what
basis the School will provide the Services.

In these terms you will see some parts written in bold or otherwise highlighted to stand out. This is to
draw certain provisions to your specific attention because they are important to the good management
and operation of the School and our provision of educational services.

If you think there is a mistake in these terms, or if anything in these terms is unclear or you would like
to have further explained to you, then please contact the School office on 020 7791 9081 or
admin@choirschool.com to discuss.

Definitions

1.1 Meanings of some words and phrases we use in these terms and conditions. In these terms and conditions:
"Acceptance Form" means the form provided by the School for parents to complete

when accepting a place for their child at the School;

“board and lodging” mean, for boarders, the School’s provision of accommodation for your child
and any meals served as part of our boarding provision excluding any meals which are charged
for separately as a Supplemental Charge

"child" means a child of whatever age admitted by the School, and includes any pupil aged 18 or
over;

"Complaints Procedure" means the School's procedure for handling complaints from
parents, as amended from time to. Itis not intended to form part of the contract between you
and the School. A copy of the most up-to-date procedure is available on the School's website
and from the School at any time upon request;

"contract" has the meaning given in Clause 1.3 below;
"deposit" means the amount set out and referred to as the deposit in the Acceptance Form;
“education services” means the School’s provision of classes and lessons to your child;

"fees" means the School Fees plus any and all Supplemental Charges, being the total amount
payable by you to the School for the Services each term;

“fees in lieu of notice” means a term’s School Fees, calculated in accordance with (as applicable)
Clause 3.3 or Clause 5.1

“FIA Terms and Conditions” means the supplemental terms and conditions relating to the
School’s fees in advance scheme;

"Head" means the person appointed by the Governors of the School to be responsible for (or
to share in the responsibility for) the day-to-day running of the School, including anyone to
whom such duties have been delegated;
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1.2

1.3

"Schedule of Fees" means the list setting out the price for each of the Services a copy of
which available in the Parent Handbook, or on the School's website or from the School at any
time upon request;

“School policies” means the body of rules and policies of the School which set out our
expectations concerning the conduct and behaviour of our pupils and parents, as may be
amended from time to time. A copy of the documents comprising the School Rules is available
on the School’s website and from the School at any time upon request;

“Services” means all the services to be provided by the School on the terms and subject to the
conditions of this contract, including Education Services and Board and Lodging (which are
covered by the School Fees) and any other services (which are covered by a Supplemental
Charge);

“School Fees” means the termly fees for the provision of Education Services and for Board
and Lodging, as set out in the Schedule of Fees;

“Supplemental charges” means the charges for each Service excluding Education Services and
Board and Lodging, as set out in the Schedule of Fees;

"term" means a term of the School as notified to parents from time to time;

"a term's notice" means written notice given not later than the first day of the term before the
term to which the notice relates’;

"terms and conditions" mean these terms and conditions as may be amended from time to
time;

"we" or the "School" means the legal entity carrying on as the School as identified in Clause
1.2 below; and

"you" or the "parents" means each person who has signed the Acceptance Form as a holder of
parental responsibility for the child.

In these terms and conditions, we sometimes provide illustrative examples to try and provide
you with a better understanding of what we are referring to. We do this by using the words "for
example", "includes" or "including". When we do use these words, it means that the examples

5

that are given are not exclusive or limiting examples of the matter in question.

We also use headings to introduce separate provisions. These headings are for ease of
understanding only.

Who we are. We are Westminster Cathedral Choir School a charitable trust and a registered charity
administered in accordance with a declaration of trust dated 8th July 1997 and a Scheme of the
Charity Commissioners dated 9th June 2005. Our charity registration number is 1063761 and
our registered office is at Westminster Cathedral Choir School, Ambrosden Avenue, London.
SW1P 1QH.

Our contract with you. The Acceptance Form, the Schedule of Fees, the FIA terms and
conditions and these terms and conditions (as in each case may be varied from time to time)
form the terms of an agreement (the "contract") between you and the School. Itis not intended
that the terms of this contract shall be enforceable by your child or by any other third party.

Acceptance and Deposit

3 So, if, for example, a term's notice is requited to withdraw your child from an extra-curricular activity with effect from the start of the summer
term (which is the term to which the notice relates) then a term's notice means you need to tell us in writing about the withdrawal, at the
latest, on the first day of the spring term immediately before.
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2.1 How yon accept our offer of a place. An offer of a place for your child at the School is accepted by
your submitting the completed Acceptance Form and paying the deposit.

2.2 The non-refundable status of the deposit. 'The deposit is not refundable if your child does not take
up their place at the School. The limited exception to this is where notice is given in
accordance with Clause 3.1 below and the year group your child was due to enter is full and the
School actually fills the specific vacancy created by your child's withdrawal, in which case the
School shall refund the deposit to you less its costs in administering your dealings with the School
or a reasonable estimate of those costs”.

2.3 How we use the deposit. The deposit will form part of the general funds of the School until it is
credited without interest to the final payment of the fees or other sums due to the School on
your child's leaving.

PLEASE READ THIS NEXT SECTION CAREFULLY - i deals with what you need to do if you wish
to withdraw your acceptance of a place before your child joins the School and what happens if you withdraw at that
stage.

The cancellation of a place which has been accepted can canse losses to the School, especially if it occurs affer other families
have taken their decisions about their children’s schooling as it means we are less likely to fill the place. This is why we
require the period of notice referred to in this section for a withdrawal, and why different consequences follow depending
on whether we get that period of notice or not.

3. Withdrawing your Acceptance of a Place before your child joins the School

3.1 Notice to withdraw your acceptance of a place before your child joins the School. If you wish to withdraw
your acceptance of a place BEFORE your child starts at the School you must either give
us a term's notice to that effect or pay to the School a term's fees in lieu of notice. This
means that if, for example, your child is due to start at the School in September (at the start of
an academic year) then you would need to tell us in writing that you wish to withdraw your
acceptance of their place on or before the first day of the preceding summer term (i.e., the final
term of the previous academic year) or pay the fees in lieu of notice. The only exception to this
is if we make an offer of a place in the term immediately before your child is due to join the
School, in which case you must either give us notice within fourteen (14) days of the date you
accept our offer or pay fees in lieu of notice.

3.2 If we receive a term’s notice. 1f you provide a term’s notice, you will lose the deposit (subject to
repayment under Clause 2.2 above if the year group your child was due to join is full and
the specific vacancy created by your child’s withdrawal is actually filled by the School)
but no further fees will be payable.

3.3 If we do not receive that period of notice. 1f you do not provide us with notice in accordance with
clause 3.1 (or if no notice is provided at all) a term's fees in lieu of notice will be payable
by you and will become due and owing to the School upon demand as a debt. The term's
fees in lieu of notice will be charged at the rate applicable for the term when your child
was due to start. The School will credit the deposit you have paid (without interest or any

4You should be aware that in the event of a late withdrawal it is very unlikely that the School would be able to find a replacement.
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entitlement to repayment under Clause 2.2 above) to the payment of the term's fees in
lieu of notice you will owe us.

4. School Fees, Supplemental Charges and Payment

4.1 What the fees include. Unless set out in the Schedule of Fees or notified to you at any time, the fees
cover the provision of Education Services and, if applicable, board and lodging.

4.2 Supplemental charges. We refer to any items charged to you in addition to the fees as supplemental
charges. By way of example, any extra-curricular activities (such as clubs, private music lessons,
examination fees, School trips and visits) in which your child may participate will be supplemental
to items met by the fees and charged for accordingly. Additional charges incurred by the School
in providing for the special educational needs of your child may also be charged as supplemental
to the fees. The Supplemental Charges are payable in respect of each Service excluding Education
Services and Board and Lodging. Some Supplemental Charges are optional, and others are not
optional. Please see the Schedule of Fees for further information.

4.3 VAT and applicable taxes:

43.1 Except as expressly stated otherwise in the Schedule of Fees, all of the Fees are exclusive of VAT
and any other taxes, which will be added (where applicable).

4.3.2  You may be required to reimburse the School for any costs or expenses we incur on your or on
your child’s behalf. If this happens, you must also reimburse the School for any VAT applicable on such
costs or expenses, unless we are entitled to a credit or repayment from HMRC in respect of that VAT.

4.3.3 If the School at any time assesses (or HMRC at any time determines) that any of the Services
supplied by the School under this contract are subject to VAT, and the School has not already charged
you VAT on the applicable Fees for those Services, the School will promptly notify you and confirm the
amount of VAT payable in respect of the relevant Fees and you will pay an amount equal to that VAT
within fourteen (14) days of the School notifying you.

PLEASE READ THIS NEXT SECTION CAREFULLY - 7 deals with your responsibility to pay the
Jees and supplemental charges.

4.4 Who is responsible for ensuring payment. Each of you who has signed the Acceptance Form is
liable for and must ensure that all of the fees and supplemental charges are paid to the
School. This is because our contract applies to both of you together and each of you on
your own. Each person who signs the Acceptance Form therefore has an individual
responsibility to ensure that, between them, the fees and supplemental charges owing to the
School are paid. In practice this means that if fees or supplemental charges have not been paid
then in order to recover the outstanding payments, the School can seek payment of the full
amount outstanding from either parent. The only exceptions to this are set out in Clause 4.4
immediately below. Court orders (for example, where parents are separated or divorced) and
other arrangements between parents or third parties relating to fees do not normally bind or
apply to the School, and do not extinguish either of your responsibility for the Fees due under
this contract.

50



4.5

4.6

4.7

4.8

How one person can remove hin/ herself from their payment responsibility and circumstances where the School may
agree to accept payment from any other person’. A person who has signed the Acceptance Form may
withdraw from this contract with the School by submitting a term's notice but that person must
obtain the prior written consent of both the School and the other person who has signed the
Acceptance Form. Otherwise, each of you remains liable to the School for all of the fees and
supplemental charges due in accordance with Clause 4.3 above UNLESS AND UNTIL the
School has expressly agreed in writing with each of you to look exclusively to any other person
for payment of the fees and/or any supplemental charges. Separately, the School may agree in
writing with each of you to accept payment from a third party (for example, a grandparent or
employer), but this will not discharge your payment responsibility under this contract, unless we
agree otherwise in writing

How bursary and scholarship awards are treated. 1f your child has been awarded a bursary, your
responsibility will be to pay for the amount of fees due after taking account of that award. An
award may be withdrawn in accordance with (or by reference to) the terms upon which
such award is made.

How the fees are charged and payment requirements. The School Fees are charged termly and the
fees payable in respect of each term fall due for payment by you on the first day of that
term. Each term's School fees will be included in an invoice sent to you by email (or such other
person(s) the School may have agreed separately shall pay the fees under Clause 4.4 above). The
fees must be paid in full by direct debit or direct bank transfer on or before the first day of the
term to which the invoice relates. We may not allow your child to attend the School if you
do not pay on time.

If your child is a chorister at the School and the School agrees that the fees that are or will fall
due in relation to any academic year (or part of it) for his place at the School can be paid in
instalments, then the School will write to you detailing the anticipated schedule of instalments
by which such fees are to be paid. The agreed amount will need to be paid by direct bank
transfer in not more than ten (10) instalments (unless otherwise agreed in writing by the
School) within a period that does not exceed twelve (12) months (beginning with the date of
the relevant invoice). Payment in instalments is only available for the payment of fees for
the School’s choristers.

Payment of supplemental charges. All supplemental charges for each term (and for other unpaid
supplemental charges that were agreed during the previous term) will be invoiced before the start
of the next term. All such supplemental charges must then be paid in full by direct debit
or direct bank transfer on or before the first day of that next term.

PLEASE READ THIS NEXT SECTION CAREFULLY - 7 sefs out what rights we have, and what
action we may take, if fees and/ or supplemental charges are not paid in accordance with these terms and conditions.

4.9

4.10

Non-payment of fees: refusal to attend School. We may refuse to allow your child to attend the
School or withhold any references while fees remain unpaid or there is a persistent failure
by you to pay the fees on time. This applies in addition to our right to terminate this contract
under Clause 14;

Non-payment of supplemental charges: refusal to participate in the relevant activity. We may refuse to allow
your child to participate in the relevant extra-curricular activity, or sit the relevant public

> i.e. a person who has not signed the Acceptance Form and is not a party to this contract
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4.11

4.12

4.13

examination(s), while the applicable supplemental charge for that activity or
examination(s) remains unpaid.

We can charge interest if you pay late. 1f you do not make any payment to the School by the due date
for payment (see Clauses 4.6 and 4.7 above) we may charge interest to you on the overdue amount
at the rate of 3 per cent a year above the base rate from time to time of the School's bank. Unless
we tell you otherwise in writing, this interest will accrue on a daily basis from the due date until
the date of actual payment of the overdue amount, whether before or after we obtain a court
judgment against you. You must pay the School the interest together with the overdue
amount.

We can recover our costs for recovering late or non-payments. Y ou will be responsible for paying the costs
we incur in recovering, or attempting to recover, any unpaid fees or supplemental charges from
you (including reasonable legal costs, ie costs that would be allowable by the courts if judgment
was made in the School's favour).

We can notify other educational institutions of your outstanding payments. We may inform any other
school or educational establishment to which you propose to send your child of any
outstanding fees or supplemental charges.

PLEASE READ THIS NEXT SECTION CAREFULLY - 7 sets our right to increase the fees during the
conrse of your child's time at the School.

4.14

4.15

4.16

Our ability to increase the fees. We will review our fees during the course of your child's
education and may increase them. We will always seek to give you as much notice as
possible of when an increase will take effect and, in any event, will always give you notice
of any increase not later than the final day of the preceding term before the change is to
take effect. If we give you notice of an increase in fees which exceeds 8% and such notice
is given to you after the last day of the penultimate term before the increase is to take
effect, you will be entitled to withdraw your child from the start of the following term
PROVIDED THAT vyou give the School notice in writing of the withdrawal within
twenty-one (21) days from the date when notice of the increase in fees is given. If you
provide this notice you will not need to give a term's notice or pay fees in lieu of notice
and will be able to withdraw your child without being responsible for fees for the next
term. If, however, we give notice of an increase in fees before the last day of the
penultimate term before the increase is to take effect, then if you wish to withdraw your
child from the School before the increase takes effect you must comply with Clause 5.1
below.

Fees and supplemental charges will not be reduced due to your child's absence or the School’s closure. Fees and
any agreed supplemental charges will not normally be reduced or refunded as a result of absence
due to illness or otherwise, or as a result of your child being required to study from home because
we are providing Education Services remotely for whatever reason. If your child takes study
leave at home before or during public examinations, or stays at home following those
examinations, no reduction of fees will be made in respect of any periods spent at home.

Information on your identity and the source of funds. From time to time we may ask you to provide us
with information, that we consider to be satisfactory, so that we can verify:

4.16.1 your identity;
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4.17

4.18

4.16.2 your child’s identity;

4.16.3 4.13.3 that you are not subject to, or within the purview of, any national or
international financial, economic, trade, travel or other similar sanctions imposed by
any competent authority

4.16.4 your child’s right to enter, live and study in the United Kingdom; and
4.16.5 the source of funds you are using to pay the fees.
You must provide the School with the information we ask for.

Allocation of payments to your Fees account. The School is entitled to allocate payments from you to
your account as it sees fit. For example, the School is entitled to allocate a payment made in
respect of one child to the unpaid account of any other child of yours at the School.

How School Fees are discharged under onr Fees In Adpance’ scheme, and your continned responsibility to pay any
outstanding or additional amounts still owed to the School. Where you and the School have entered into
an agreement incorporating the FIA Terms and Conditions (i.e., where you have prepaid all or
part of the School Fees due under this contract) you will still need to meet the difference (if any)
between the amount per term prepaid under the FIA Terms and Conditions and the total Fees
and other amounts due in respect of your child each term under this contract. The School will
provide a termly statement of account in respect of the School Fees, Supplemental Charges and
other amounts due, and the difference will be payable in accordance with the terms of this contract.

PLEASE READ THIS NEXT SECTION CAREFULLY - i sets out what period of notice we require

from you if you wish to withdraw your child from the School or remove your child from participating in an activity for
which there is a Supplemental charge.

Due to the termly organisation and allocation of resources we will charge you if you do not provide us with the required
period of notice to cover the School's losses. In such circumstances we require you to pay us a sum equivalent to the fees
and)/ or supplemental charges you would have paid had the required period of notice been given — we refer to the relevant
sum as ""fees in lieu of notice".

5.1
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Notice Requirements

Notice to withdraw your child from the School. If you wish to withdraw your child from the School
(other than at the normal leaving date which is at the end of Year 8), you must either give
us a term's notice to that effect or pay the School fees in lieu of notice, at such rate as
would have been charged for the final term of provision if a term's notice had been given.
The School will credit the deposit you have paid (without interest or any entitlement to repayment
under Clause 2.2 above) to the payment of any such fees in lieu of notice. This means that if, for
example, you wish to withdraw your child with effect from the start of the autumn term (i.e., at
the start of an academic year) then you would need to tell us in writing that you wish to withdraw
your child on or before the first day of the preceding summer term (i.e., the final term of the
preceding academic year) or pay the fees in lieu referred to above.

When the relevant amonnt in lien of notice must be pazd. In cases under Clause 5.1 above, the appropriate
amount of fees in lieu of notice will become payable by you upon demand.

Notice to withdraw your child from participating in an activity covered by a supplemental charge. 1f you wish
to withdraw your child from participating in or receiving a service that is covered by a
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5.4

6.1

6.2

6.3

7.1

7.2

7.3

Supplemental charge, you must either give a half-term's notice to that effect or pay to the School
as a debt a half-term's supplemental charges for the Service in which your child has ceased to
participate or receive.

Withdrawal part-way through a term does not reduce the amount you owe to the School. 'The School's affairs
are organised on a termly basis and it is not possible for you to reduce the amount of fees
or supplemental charges due, or to obtain a refund of fees or supplemental charges, by
withdrawing your child or by your child's ceasing to participate in an activity or receive
a Service part-way through a term.

School Policies

Compliance with School policies. 1t is a condition of remaining at the School that you and your child
comply with all School policies, and such other rules and requirements that may apply from time
to time, as set out on the School’s website or that are otherwise available upon request from the
School. In addition, you must ensure that your child attends School in accordance with the
Attendance policy, attends punctually and that your child conforms to any rules of appearance,
dress and behaviour as we may issue (if not already included within the School policies.)

We may undertake drugs testing of your child. The School may undertake drugs testing of pupils,
under medical supervision, if involvement with drugs is suspected.

Monitoring your child's email and messaging communications, internet use, and use of social media. 'The School
may, subject to applicable data protection legislation, monitor your child's email and
messaging communication, internet use, and use of social media. We may do this for
various reasons, including ensuring compliance with the School Rules or where it is appropriate
for the School to do so (or indeed necessary) in connection with the School's legal and/or other
duties and responsibilities or other legitimate purposes or good practice requirements.

Suspension, Exclusion and Required Removal

The Head's discretion to suspend or exclude your child from the School. The Head may in his or her
discretion suspend or, in serious or persistent cases, exclude your child from the School if the
Head considers that your child's conduct or behaviour (including behaviour or conduct outside
School or online) is unsatisfactory and the suspension or exclusion is in the School's best interests
or those of your child or other children.

Where you can find examples of offences punishable by suspension or expulsion. The School policies set out
examples of offences likely to be punishable by suspension or expulsion. These examples are
not exhaustive and the Head may decide that suspension or expulsion for a lesser offence is
justified where there has been previous misbehaviour. All aspects of your child's record at the
School may be taken into account.

The Head's discretion to require you to remove your child from the School. Instead of expulsion or
suspension, the Head may in his or her discretion require you to remove your child from the
School if the Head considers that:

7.3.1 your behaviour or conduct (or the behaviour or conduct of one of you): is
untreasonable; and/or causes a breakdown of trust and confidence; and/or adversely
affects (or is likely to adversely affect) your child's or other children's progress at the
School, ot the wellbeing of School staff; and/or brings (or is likely to bring) the School
into disrepute (among the School community or the general public); and/or is not in
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7.4

7.5

7.6

8.1

8.2

accordance with your obligations under this contract and/or the Parent’s Code of
Conduct; or

7.3.2 your child's attendance or progress at the School is unsatisfactory and, in the
reasonable opinion of the Head, the removal is in the School's best intetests and/or
those of your child or other children. If this happens, fees in lieu of notice will not be
payable and any prepaid fees and/or supplemental charges for the period after the
removal (including, if applicable, the deposit held by the School) will be refunded.

7.3.3 the School is unable to meet your child’s needs, including cases where the School
cannot reasonably accommodate adjustments or reasonably provide the nature or level
of support required by your child

What happens if your child is suspended, excluded or removed from the School.

7.4.1 Should the Head exercise his or her right under either Clause 7.1 or Clause 7.3 above
you will not be entitled to any refund or remission of fees or supplemental charges
due (whether paid or payable) in or relating to the term in which your child is excluded
ot suspended and (save in the case of suspension) the deposit will be forfeited meaning
that the School will retain the deposit. If you are required to remove your child from
the School as a result of the Head exercising his or her discretion under Clause 7.3.2
then the deposit will be credited in the usual way (see Clause 2.3).

7.4.2 If your child is excluded or you are required to remove your child from the School,
fees in lieu of notice will not be payable and any fees and/or supplemental charges
that have been prepaid for or relating to any term after the expulsion/required removal
will be refunded.

Impact of exclusion or required removal on this contract. This contract will terminate with immediate
effect if your child is excluded or if you are required to remove your child from the School.

Your right to have decisions to exclude or require the removal of your child reviewed. You are entitled to have
any decisions taken by the School and/or Head to exclude or require the removal of your child
under this Clause 7 reviewed. Any such review shall be governed by the Complaints Procedure.

The School's Obligations

The period of your child's schooling. Subject to these terms and conditions, the School will provide
the Services and accept your child as a pupil of the School from the time of joining the School
until the end of his Year 8. However, as applicable, the School shall not be obliged to permit
your child to enter the prep school (at Year 4) unless satisfied that it is appropriate to do so
having regard to his or her academic attainments and all other relevant circumstances. However,
except where the School agrees otherwise in writing and even where the School has
imposed conditions on entry into Year 4, if you wish to withdraw your child prior to
entering the Year 4, Clause 5.1 applies and you will either need to give us a term’s written
notice or pay us a term’s fees in lieu of notice.

The scope of our duty to exercise reasonable skill and care for your child's education and welfare. While your
child remains a pupil of the School, we will exercise reasonable skill and care in the provision of
the Services. This obligation will apply during School hours and at other times when your child
is permitted to be on School premises or is participating in activities organised by the School.
We cannot accept any responsibility for the welfare of your child while off the School
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8.3

8.4

8.5

8.6

8.7

8.8

9.1

9.2

premises unless he or she is taking part in a School activity or otherwise under the direct
supervision of a member of School staff. The School shall adhere to and comply with the
National Minimum Standards for Boarding Schools (applicable from time to time) published under the
Children Act 1989 (as amended or superseded).

Consent to participation in contact sports and similar activities. Unless you notify us to the contrary, you
consent to your child participating, under supervision, in contact sports and in other normal
sports and activities which may entail some risk of physical injury. You also consent to your child
participating in trips and visits organised in the normal course of your child’s schooling.

What happens if your child needs nrgent medical attention. 1f your child requires urgent medical attention
while under the School's care, we will if practicable try to contact you to obtain your prior
consent. However, if it is not practicable to contact you we will make the decision on
your behalf if, for example, consent is required for urgent treatment recommended by a
doctor or other medical practitioner (including anaesthetic or operation, or blood
transfusion (unless you have previously notified us you object to blood transfusions)). We
will share relevant information that we hold about your child with any emergency services or
treating medical professional (for example, by notifying them about any allergies which your child
has.)

Our right to matke changes at the School. Our handbooks describe the broad principles on which the
School is presently run. However, from time to time it may be necessary to make changes to any
aspects of the School, including the curriculum or the manner of providing education for your
child (including by providing such education remotely (whilst your child remains at home, for
example, where the School is required to close the School premises)).

We will give you notice of significant changes. We will give you notice of any changes that we regard as
significant to your child's education prior to the end of the penultimate term before the change
is to take effect. This will allow you time to consider the proposed change and, if you wish to
withdraw your child from the School before the proposed change is set to take effect, then you
have sufficient time to provide the required term's notice of withdrawal to the School under
Clause 5.1 above.

Monitoring your child's progress at the School. We will monitor your child's progress at the School and
produce regular written reports. We will advise you if we have any concern about your
child's progress but we do not undertake to diagnose dyslexia or other conditions. A
formal assessment can be arranged either by you or by the School at your expense.

Religious observance. Religious observance at the School will be conducted in accordance with the
School policies.

The Parents' Obligations

We require your co-operation. In order to fulfil our obligations under this contract and to maintain a
constructive relationship with you, we, the Head and School staff, need your co-operation,
including in particular by you fulfilling your own obligations under this contract.

Excamples of the co-operation and assistance we require. Y ou must co-operate with the School and School
staff in good faith, including by:

9.2.1 maintaining a constructive relationship with School staff (including where the School
is exercising its rights and performing its obligations under this contract) by acting
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9.3

9.4

9.5

9.6

reasonably, and ensuring the tone, content, volume and/or nature of your
communications with the School are reasonable and appropriate. You must refrain
from any discriminatory, bullying or harassing conduct or behaviour towards staff.

9.2.2 complying with the Parent’s Code of Conduct and any policies relating to expectations
concerning parental behaviour and conduct that may be in place from time to time;

9.2.3 encouraging your child in his or her studies, and giving appropriate support at home,
and ensuring your child attends school;

9.2.4 keeping the School up-to-date and informed of matters which affect or may affect
your child (including circumstances which arise at any time that affect or may affect
your ability to pay the fees and supplemental charges for your child);

9.2.5 ensuring that all details or other information notified or otherwise disclosed to the
School about you and/ ot your child are accurate, truthful and not misleading and that
relevant details and information (or changes to it) are not withheld;

9.2.6 providing cooperation and assistance to the School so that your child can participate
in, and benefit from, the School's provision of Services; and

9.2.7 attending meetings and keeping in touch with the School where your child's interests
so require.

You must notify us of your child's health/ medical conditions or special educational needs. It is a condition
of your child's joining and remaining at the School that you complete and submit to the
School a medical questionnaire in respect of your child. You must inform the School of
any health or medical condition, special educational need(s), disability or allergies that your child
has or subsequently develops, whether long-term or short-term, including any infections. You
must also provide us, whether upon further request by the School or otherwise, any reports or
other materials relevant to any of the same. If you withhold from us or otherwise
misrepresent to us information of this nature in particular, please be aware that this may
result in us exercising our right to end this contract under Clause 14.1.2 below.

Circumstances where we may require you to keep your child away from School. 1f the School so requires due
to a health risk either presented by your child to others or presented to your child by others or
by reason of a virus, pandemic, epidemic or other health risk, you may be required to keep your
child at home and not permit him/her to return to the School until such time as the health risk
has passed. Where it is considered appropriate, we will try to continue providing education to
your child remotely during such petiod (including, for example, by sending you/your child work
assignments electronically or by post).

You must notify us of any special arrangements needed for your child. You must inform the School of any
situations where special arrangements may be needed for your child, including for their education
or welfare.

You must notify us of any court orders that relate to, or that may impact upon, the provision of
education to your child. You must inform the School if, at any time prior to or during your
child's time at the School, a court order is put in place or an undertaking is given to a court in
respect of (or relating to) your child's attendance at the School (including its premises) and/or
the School's provision of education to your child. This would include any court order or
undertaking given to a court which may deal with or impact upon in any way: (i) your child's
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9.7

9.8

living and/or contact arrangements; (i) your child's education, welfare and/or upbringing; (iii)
the payment of fees and/or supplemental charges; and/or (iv) your exercise of parental
responsibility in respect of your child. In any such circumstances you must (whether upon
request or otherwise) promptly provide the School with relevant information, including copies
of the relevant court order(s) or undertaking(s) (or the relevant parts of them) having obtained
the permission of the court if necessary.

We require you to nominate a "responsible adult’ for us to contact in your absence. 1f you are likely to be
overseas or otherwise absent for a period of time, it is a condition of your child’s joining and/or
remaining (as applicable) at the School that you complete and submit to the School a parental
absence form for your child. Amongst other things this form will nominate a ‘responsible adult’
for your child who will be delegated the authority by you to make decisions relating to your child
including where the School is not able to contact you.

We are entitled to expect that parents have consulted with each other regarding decisions relating to your child.
You (and each of you as the holders of parental responsibility for your child) acknowledge and
agree that, prior to and during your child's time at the School, the School is entitled to assume
that you have consulted with each other so far as decisions regarding your child are concerned.
Accordingly, except under Clause 9.9 below, you (and each of you) accept that the School is
entitled to treat:

9.8.1 any instruction, authority, request or prohibition received from one of you as having
been given on behalf of both of you; and

9.8.2 any communication from the School to one of you as having been given to both of
you.

PLEASE READ THIS NEXT SECTION CAREFULLY - 7 sets out who needs to sign a notice of
withdrawal of your child.

9.9

9.10

9.11

9.12

We are entitled to require that notices of withdrawal must be signed by both parents. A notice of withdrawal
of your child served under this contract (i.e., under any of Clauses 3.1, 4.6 or 5.1) must be
in writing and signed by each of you as the holders of parental responsibility for your
child (and the School shall be entitled not to accept such notice unless and until all
holders of parental responsibility have signed such notice).

You must notify us of your child's absence from School. The School must be informed as soon as possible
in writing of any reason for your child's absence from School. You can do this by contacting the
School office. Wherever possible the School's prior consent should be sought for absence from
the School.

Parents must notify us if they will be absent for a period of time. Notwithstanding Clause 9.7, if at any
time during your child’s time at the School you (or either of you) will not be in the United
Kingdom at any time or will otherwise be absent from your main residential address for a period
of longer than three (3) consecutive School days then you must inform the School immediately
in writing and provide the details required by the School as a result, including the name and
contact details for a ‘responsible adult’ for the period of your absence.

Raising concerns with the School and making formal complaints. 1f you have cause for concern as to a
matter of safety, care, discipline or progress of your child you must inform the School without
undue delay. Complaints should be made in accordance with the Complaints Procedure. A copy
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10.

of the most up-to-date version of the Complaints Procedure is on the School's website and is
otherwise available from the School at any time upon request.

Insurance

Your responsibility to make your own insurance arrangements. You must make your own insurance
arrangements if you require cover for your child or their property while at School or for the
payment of fees due to absence of your child or closure of the School premises

PLEASE READ THIS NEXT SECTION CAREFULLY — A/though there will be circumstances when it
is appropriate to seek parental consent, data protection and privacy rights belong to the individual. The law considers that
children of average maturity will, from the age of around 12, have sufficient awareness of their own privacy to make certain
decisions relating to their personal data themselves and sometimes, but not always, the law may require that the decision
of the child is more important than that of the parent.

In most cases, it will not in fact be necessary or practical for us to obtain consent for every use we make of personal data of
you or your child. The law recognises this but also requires that we set out clearly what these uses are as far as possible.
Please also see our 'Privacy Notice' which is available on the School's website.

11.

111

11.2

11.3

How we may use Personal Information: References, Confidentiality and Data Protection

We may provide a reference for your child. We may supply information and a reference in respect of
your child to any educational institution which you propose your child may attend or, where
applicable, to any prospective employer. Any reference supplied by us will be confidential. We
will take care to ensure that all information that is supplied relating to your child is accurate and
any opinion given on his/her ability, aptitude for certain courses and character is fair. However,
we cannot be responsible for any loss you are or your child is alleged to have suffered resulting
from opinions reasonably given, or correct statements of fact contained, in any reference or
report given by us.

We will need to use information relating to your child, and to you, for certain purposes connected with the running
of the School. 'This will include name, contact details, School records, photographs and video
recordings, both whilst your child is at the School and after he or she has left, for the purposes
of:

11.2.1 managing relationships between the School and current pupils/patrents and fulfilling
our obligations under the contract with you;

11.2.2 promoting the School to prospective pupils/parents;
11.2.3 publicising the School's activities; and
11.2.4 communicating with the School community and the body of former pupils.

In respect of sub-clauses 11.2.2, 11.2.3 and 11.2.4, this includes use of such information by the
School in/on the School's prospectus (in whatever format or medium it is produced/made
available), the School's website(s) and (where appropriate) the School's social media channels.

You are required to update us of changes to information held, or in circumstances relating to, you and/ or your
child. Y ou must:
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11.4

11.5

12.

13.

11.3.1 confirm (or update, if necessary), when requested, such information (and/or
documentation) about you and/or your child that is held by the School; and

11.3.2 inform the School of any change to you or your child's circumstances (including,
where applicable, in connection with your child's entitlement to enter, reside and/or
study in the United Kingdom), or to information about you or your child that has
previously been notified to the School, including relevant contact details.

We will send information (e.g., School reports) about your child to both of you as a matter of course. Those
persons who have parental responsibility for your child are entitled to receive certain information
about your child from the School (including School reports, correspondence and other materials
relating to his or her progress, development and/or education generally). The School will
therefore disclose such information as a matter of routine to such persons unless the School is
restricted from doing so by a court order (or similar direction) or by any other legal requirement
or obligation (for example, under data protection law).

Data Protection Law. The School will process personal data about you and your child in accordance
with the General Data Protection Regulation, Data Protection Act 2018 (as each is amended or
superseded), and other related legislation. We will process such personal data:

11.5.1 as set out in this Clause 11, and in the School's "Privacy Notice' which is available on the
School's website and as it may be amended from time to time;

11.5.2  in order to comply with any court order, request from or referral to an appropriate
authority, or legal, regulatory or good practice requirement; and

11.5.3 to perform our obligations under this contract, and where otherwise reasonably
necessary for the School's purposes.

Intellectual Property Rights

Recognising these rights. We shall recognise any intellectual property rights created, generated or
owned by or vested in your child.

Changes in Ownership, etc

The circumstances in which we may transfer this contract to someone else. For the purposes of constitutional
changes to the School (including changes to the legal entity that owns and runs the School) or
amalgamation of the School with another we may transfer the undertaking of the School to
another person or organisation. We will notify you if we plan to do this and we will ensure that
the transfer will not affect your rights under this contract. We may transfer our rights and
obligations under this contract in connection with any such transfer and/or amalgamation.
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PLEASE READ THIS NEXT SECTION CAREFULLY - /7 sefs out the rights we have, and that you
have, to cancel this contract early (that is, before the normal leaving date for the end of your child's schooling which is at
the end of Year 8.

14. Ending this Contract

14.1 Our rights to end the contract. In addition to the School’s right to terminate under Clause 7, the
School may end this contract at any time by notice in writing to you, without any obligation to
return any deposit or fees paid to you, if:

14.1.1 you do not make a payment to us when it is due and you still do not make payment
within fourteen (14) days of us reminding you that such payment is due;

14.1.2 you (or either of you) make a serious misrepresentation of facts or circumstances to
us, or you (or either of you) withhold important information from us, about you
and/or your child or that is relevant to the provision of Setrvices by the School to your
child (such as misrepresenting at any point in time (and whether by act, omission or
withholding of information on your part) that you and/or your child is legally entitled
to enter, reside and/or study in the United Kingdom when in fact you/your child is
not or any information about your child’s health, medical condition, special
educational needs, disability or allergies);

14.1.3 you fail or refuse to complete and submit to the School a medical questionnaire in
respect of your child and/or you fail or refuse to complete and submit a parental
absence form;

14.1.4  you fail or refuse to provide us with information we consider to be satisfactory as to
your identity, your child’s identity, your child’s right to enter, live and study in the
United Kingdom, or the source of funds you are using to pay the fees, as required
under Clause 4.15;

14.1.5 you (or either of you):

(a)  are unable, following our request, to demonstrate that you will be able to pay
the fees and supplemental charges due under this contract;

(b)  are otherwise unable to pay your debts as they fall due;
(c) are the subject of a bankruptcy petition or order; or
(d)  you enter into an individual voluntary arrangement; or

14.1.6 you otherwise do not comply with (i.e., you breach) your obligations under this
contract such that we have a legal right to end the contract because of something you
have done wrong or, in the Head's reasonable discretion, the School is not able to

provide, or is compromised in providing, the educational services it needs to in
satisfaction of its obligations under this contract.

14.2 Your rights to end the contract. You may end this contract at any time by notice in writing to the
School if:
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15.5

14.2.1 you have a legal right to end the contract because of something we have done wrong;
or

14.2.2 the School becomes insolvent or goes into liquidation or receivership or administrative
receivership or is wound-up for any reason.

When this contract will end if not terminated early. For the avoidance of doubt and without us having
to provide you with notice, this contract shall end at the end of your child's schooling, which is
expected to be at the end of Year 8. This may, however be earlier - at the end of Year 4 - if your
child does not meet any requirements imposed by the School under Clause 8.1 for entry to the
prep school.

Ending the contract will not affect any accrued rights. Once this contract ends, it will not affect any legal
rights or obligations that either you or we have that may already have arisen, for example your
obligation to pay any outstanding invoices, fees, or supplemental charges. After this contract
ends, you and we will keep any rights we have under general law.

Events outside of our, or your, control

What we mean by an "event outside of our/ your control”. We mean any event beyond either your ot our
reasonable control including, by way of example and for the avoidance of doubt, acts of God,
war, riot, civil commotion, compliance with any law or governmental order, rule, regulation or
direction (including that of a local authority), accident, fire, flood, storm, pandemic or epidemic
of any disease, terrorist attack, chemical or biological contamination. In the remainder of this
Clause 15 we shall refer to these as an "event".

What happens if we are affected by an event outside of our control. 1f an event beyond our control arises
which prevents or delays the School's performance of any of its obligations under this contract,
the School shall give you notice in writing specifying the nature and extent of the circumstances
giving rise to the event. Provided that the School has acted reasonably and prudently to prevent
and/or minimise the effect of the event , the School will not be responsible for not performing
those of our obligations which are prevented or delayed by, and during the continuance of, the
event. To the extent reasonably practicable in the circumstances the School shall try during the
continuance of the event to continue to provide educational services (including by providing
appropriate educational services remotely.

Events lasting more than 6 months. 1f the School is prevented from performing all of its obligations
as a result of an event for a continuous period of more than six (6) months, the School shall
notify you of the steps it plans to take to ensure performance of the contract after such period
and you shall then, following receipt of such notice, be entitled to end this contract on written
notice to the School and without giving a term's notice or paying fees in lieu of notice.

What happens if your child is affected by an event outside of your control. Subject to Clause 4.15, if your
child is unable to attend (or is likely not to be able to attend) the School due to reasons caused
by an event you shall give the School notice in writing of such circumstances and the following
provisions shall apply:

in consultation and cooperation with the School you shall do everything you reasonably can to
minimise the impact of the event in order to continue to perform your obligations under this
contract in any way that is reasonably practicable in the circumstances; and resume the
performance of the obligations as soon as reasonably possible;
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in circumstances where, following the efforts made and steps taken under 15.5.1 above, your
child is not able to participate and benefit from any level of provision of education by the School
then you shall not be responsible for failing to perform your obligations (including the obligation
to pay fees, pro-rated accordingly) during the continuance of the event; and

if the event continues to prevent your child from attending the School or being able to participate
and benefit from any level of provision of education by the School for more than six (6) months
you shall discuss with the School a solution by which this contract may be performed and,
following such discussions, you shall be entitled to cancel the contract on written notice to the
School and without giving a term's notice or paying a term's fees in lieu of notice

Communications between you and the School

Notices must be in writing. When this contract requires you or the School to give notice of something
to the other then, unless we agree otherwise, this should be done in writing.

We will use the contact details held by the School to contact yon. Communications (including notices) will
be sent by the School to you at the address(es) shown in our records, or using your other contact
details included in our records. You must notify the School of any change of address(es) or
other contact details, including email addresses.

How to provide written notice to the School. Notices that you are required to give under these terms
and conditions must be in writing addressed to the Head and either:

16.3.1 sent by email to the School using this email address: admin@choirschool.com;
16.3.2 delivered by hand to the School office;

16.3.3 sent to the School by recorded or other form of registered post requiring a signature
upon receipt as proof of delivery; or

16.3.4 otherwise sent to the School's address by first or second class post.

In light of the importance under this contract of serving certain notices on or before a
particular deadline (and the consequences that follow if you do not do so) we recommend
that if you provide notice under any of Clauses 3, 4.6 ot 5.10f these terms and conditions®
you telephone the School to confirm receipt if you have not received an
acknowledgement from us within 48 hours after sending the notice.

The Law that applies to this contract and where legal proceedings may be brought

The law that applies to this contract. 'The contract between you and the School is governed by English
Law and either you or the School must bring legal proceedings in respect of this contract in the
English courts.

Rights in relation to the enforcement of this contract. 1f we choose not to enforce any part of this contract,
or delay enforcing it, this will not affect our right to enforce the same part later (or on a separate
occasion) or the rest of this contract. And, if we cannot enforce any part of this contract, this
will not affect our right to enforce the rest of this contract.

6 i.e., those provisions dealing with withdrawing your child from the School or otherwise changing your child's place at the School or the
activities that your child is undertaking at the School
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18.

Changes to these Terms and Conditions

Reserving the right to change these terms and conditions. We reserve the right to change or add to these
terms and conditions from time to time for legal, safety or other substantive reasons or in order
to assist the proper delivery of education at the School. The School will send you notice of any
such modifications prior to the end of the penultimate term before the modifications are to take
effect.
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APPENDIX 6:
13+ LEAVERS DESTINATIONS

2026

Brighton College (1 x Art Scholarship)

Dulwich College x 6 (1 x Academic Scholarship)
Eton College x 10

Gordonstoun (1 x Music Scholarship)
Hampton School (1 x Sports Scholarship)
Harrow School x 3 (1 x Music Award)

King’s College School, Wimbledon

St Edward’s School, Oxford (1 x Sports Award)
St Paul’s School x 2

Tonbridge School

Westminster School x 3

2025

Cardinal Vaughan Memorial School

City of London School

Dulwich College x 5 (1 x Academic Scholarship)

Eton College x 9 (1 x King’s Scholarship, 1 x Music Exhibition)
Harrow School x 3 (1 x Music Scholarship)

King’s College School, Wimbledon (1 x Academic Scholarship)
Marlborough College

Radley College x 3 (1 x Music Scholarship)

St Edward’s School, Oxford

St Paul’s School x 4

Tonbridge School x 2

Westminster School x 2

Wetherby School

Worth School

2024

Ampleforth College (Music Scholarship)

City of London x 2

Dulwich College x 4 (1x Academic and Music Scholarship)
Eton College x 3

Harrow School x 2

King’s College School, Wimbledon x 1

King’s School, Canterbury (2x Music Scholarships)
Radley College (1x Music & Sports Scholarship)
Sherborne School x 1

Tonbridge School x 1

Westminster School x 4

Whitgift School x 1

Worth School x 2 (1 x Music scholarship)
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2023

City of London School x 5

Dulwich College x 5 (2 Academic Scholarships)
Eton College x 6 (1 Music Exhibition)

Harrow School x 5

King’s College School, Wimbledon x 1

Radley College x 3 (1 Music Exhibition)

The London Oratory School x 1

St Paul’s School x 2

Westminster School x 3

Winchester College x 1

2022

Canford School

Dulwich College

Eaton Square Senior School

Eton College x 2

Harrow School x 2

Latymer Upper School

King’s College School, Wimbledon x 2
King’s School, Canterbury (1 Music Scholarship)
Radley College x 2 (1 Music Scholarship)
St James’s School for Boys

St Paul’s School x 3

Tonbridge School

Wellington College

Westminster School

Wetherby School

Winchester College x 2

Worth School
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