
1 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What if…? 
All your questions answered 

  

Name 
 



2 
 

Information about my teachers 

 

School Leadership Team 

Headteacher Mrs T Savage 

Deputy Headteacher   Mr S Sharples 

Deputy Headteacher Mrs L Wanstall 

Assistant Headteacher  Mr M Beaman 

Assistant Headteacher Miss R Clemo  

Assistant Headteacher Mr C Hill  

Assistant Headteacher Mrs V Wright 
 

Heads of Year  

The Heads of Year will be confirmed soon 
 

Student Reception  

Ms K Driver-Carroll 
 

SENCo (Special Educational Needs Co-ordinator)   

Mrs J Goodrich (until September)      
 

School Business Manager  

Mr A Fisher 
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Times of the school day 

Monday, Tuesday, Thursday and Friday 

Time Activity 

08:40 to 09:10 AM registration/assembly 

09:10 to 10:00 Period 1 

10:00 to 10:50 Period 2 

10:50 to 11:10 Morning break 

11:10 to 12:00 Period 3 

12:00 to 12:50 Period 4a/Lunch 1 

12:50 to 13:40 Period 4b/Lunch 2 

13:40 to 13:50 PM registration 

13:50 to 14:40 Period 5 

14:40 to 15:30 Period 6 

15:30 Students dismissed 

  

Wednesday 

Time Activity 

08:40 to 08:45 AM registration 

08:45 to 09:35 Period 1 

09:35 to 10:25 Period 2 

10:25 to 11:15 Period 3 

11:15 to 11:35 Break 

11:35 to 12:25 Period 4 

12:25 to 13:15 Period 5 

13:15 Students dismissed 

 

Additional information  

Students are expected to be on the school premises by 8.40 am.  We would not expect students to 

arrive at school before 8.00 am unless attending an organised activity.  The Open Learning Centre is 

available for private study from 8.00 am and Breakfast Club also runs in the Restaurant from 8.00 am.  

The school cannot be held responsible for any student on the premises before 8.00 am.  
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FREQUENTLY ASKED QUESTIONS 

 
 

Absenteeism (sickness/holiday) 
 

Q: What if I am unwell at school? 

A: If a student is unwell, he/she should report to a member of the teaching staff, who will decide whether 

to refer the student to our Student Reception. If appropriate, a decision may then be made to contact 

the parent/guardian with a view to sending the student home. 

 

Q: What if I need to have the day off school because I am unwell? 

A:  If a student is absent from school, parents/guardians are asked to telephone or email the Attendance 

Office as soon as possible so that staff are aware of the circumstances. The number to call is 01304 

610000 (press number 1 to report the absence) or the email address is attendance@sandwich-

tech.kent.sch.uk. All absences need a note of explanation (this is a legal requirement), so please ensure 

students bring in a note from their parent/guardian on their return.  This should be handed to the Form 

Tutor.  The school will send an email home to find out why a student is absent if notification has not 

been received from home.  

 

Q: What if I need to have time off for a holiday? 

A: We do not support applications for holidays during term time as this will prejudice your child’s success.  

It is extremely undesirable to have time away from school for any reason as internal and external 

examinations now run throughout the year. Please note, a leave of absence will only be granted in 

exceptional cases. Parents should complete an absence request form (which is available on the 

school website) and submit it to the Headteacher’s Office. 

 

Q: What if I need to go to the dentist, doctor, hospital or other appointment? 

A: If a student needs to leave school for a medical appointment during the day, he/she must bring a note 

from home 24 hours prior to the appointment, which, in turn, should be signed by the student’s Form 

Tutor. A ‘Go’ card will need to be collected from the Year Office or Student Reception to allow the 

student to sign out at Reception at the appropriate time. If the student subsequently returns to school 

after the appointment, the slip should be returned and the student signed back in at the Attendance 

Office. Please note, every effort should be made to attend school after an appointment. 

 

Q: What if I hurt myself at school? 

A: If a student gets injured at school, one of a team of trained first-aiders will check the injury and 

administer the appropriate first-aid.  If further medical treatment is recommended, parents/guardians 

will be contacted to collect the student to take him/her to either hospital or a doctor.  If the injury is 

serious an ambulance will be called.  Students will not go to hospital unattended; a member of staff 

will travel with them. It is vitally important that we have up to date contact numbers in case of an 

emergency. 
 

 
 

 

 

mailto:attendance@sandwich-tech.kent.sch.uk
mailto:attendance@sandwich-tech.kent.sch.uk
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Bicycles 
 

Q: What if I want to cycle to school? 

A: Students may cycle to school. It is recommended that parents check the safety of their child’s bicycle 

before it is brought to school. For safety reasons we recommend that a helmet be worn. A suitable 

locking device will be required, and bicycles are left in the school’s bicycle shed at the owner’s risk. 

Students may cycle in and out of school on the school roadway via the Dover Road entrance, but, to 

avoid risk to pedestrians, they should not ride on the pavements. 
 

 
 

Bullying 
 

At Sandwich Technology School we take a serious view on bullying and any reported incidents are dealt 

with fully in accordance with our published Anti-bullying Policy. 

 

It is difficult for us to investigate an incident if an incident is not reported immediately. 

 

Q: What if I get bullied? 

A: If a student feels that he/she is being bullied they should report the incident to their Form Tutor, who 

will deal with the incident initially. If appropriate, the Form Tutor will inform the Year Manager who 

will then take appropriate action to resolve the issue. If your child reports an incident when he/she 

returns home, parents are asked to contact the Year Office and the matter will be dealt with. We would 

ask students to refrain from ringing home via a mobile phone (as this is against our mobile phone 

policy) and ask them to report an incident at their Year Office, where we can assist the student to 

contact home if necessary. Restorative Justice procedures will be followed where possible to help 

resolve issues. 

 

Q: What if I see someone else being bullied? 

A: If a student sees someone else being bullied, he/she should report the incident to the appropriate 

Year Office. 
 

 
 

Clubs 
 

Q: What if I want to stay after school to attend a club or be involved in matches (football, netball, 

hockey, etc.)? 

A: A range of extra-curricular clubs and extended learning opportunities will be available to students. 

After school sporting activities and matches are arranged and run by the PE department throughout 

the year. 
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Complaints 
 
Q: What if I have a complaint? 

A: Students should raise issues with their subject teacher, Form Tutor or Head of Year, who will deal with 

the complaint. Most concerns can be adequately resolved by discussion with the subject teacher, Form 

Tutor, Head of Year or with other members of staff. 

 

Q: What if my parents want to complain? 

A: Parents are advised to read the school’s published Complaints Procedure which can be found on the 

school website under: Our School/Policies. 
 

 
 

Detention 
 

Q: What if I get referred out of my lesson? 

A: In the first instance, Patrol is called and support offered. Patrol arranges for the student to either return 

to lesson with conditions, work in an appropriate classroom or be removed to the Reflection Room. If 

the student has been returned to their lesson, but does not meet the conditions of re-integration, the 

student will be removed again from the room, Patrol will be recalled and the student will be taken to 

the Reflection Room or Alternative Learning Place.  

 

Q: What if I am unable to attend detention on the set date or forget to attend? 

A: If a student fails to attend a detention through absence from school, the detention will be rescheduled 

and parents will be informed of the new date. If a student fails to attend with no good reason the first 

time, the detention is reset. Any further failure to attend the detention will result in escalating 

sanctions in line with the school behaviour policy. 
 

 
 

Equipment 
 

Q: What if I am not sure what equipment I should take to lessons? 

A: It is important that every student has a pen, pencil, rubber, ruler, a few colouring pencils, a calculator 

and a suitable bag in which to carry his/her property around the school. 

 

 Parents are asked to support their child’s learning by being organised and ready for school each day.  

Valuable learning time should not be lost by teachers lending students equipment.  

 

 It is important that PE kit is brought into school on the appropriate days, although this can be kept in 

the students’ lockers if they wish.  Students may need to be reminded to bring PE kit home for washing 

occasionally! 
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Finding the way around 
 

Q: What if I get lost? 

A: If a student should become lost or unsure which lesson they should be in, they should make their way 

to Student Reception or ask a member of staff. All students will be issued with maps on joining the 

school and will be accompanied for the first few days. 

 

Students should move quickly between lessons to ensure that the next lesson can start promptly. 
 

 
 

Fire siren 
 

Q: What if the fire siren goes off? 

A: All students will be told the correct procedure in case of a fire or fire drill. Evacuation procedures for 

all emergencies are practised regularly.  At 4.00 pm every Monday a fire siren goes off for a few seconds 

as a weekly test.  Staff will instruct students on what to do if they are still in the building.  

 

 The fire siren call points are important and students MUST NOT touch them unless to alert others of a 

fire. Evacuating the building needlessly is time-wasting and potentially dangerous. Fire extinguishers 

are important safety equipment and should not be touched except in an emergency. In fact, it is against 

the law to tamper with fire equipment.  

 

 Again, we stress the importance of your son/daughter registering as once the building(s) have been 

evacuated a roll call will need to be made. In certain emergencies it might not be appropriate to 

evacuate the building and students might be instructed by staff to move to a particular location in the 

building or to take shelter. It is vital that students follow such instructions without question or 

hesitation for the safety of all concerned. 
 

 
 

Homework 
 

At the beginning of the year each student is issued with a student planner which should be brought to 

school every day. Students write their homework in this planner and teachers and parents are encouraged 

to write comments (not confidential). We ask parents and form tutors to sign the planner each week to 

show that it has been given to them to read. 

 

If a student is unable to understand the homework set, then he/she should seek out the teacher and ask 

for assistance or attend homework club where advice will be given. 

 

Q: What if I forget to do my homework? 

A: If a student forgets to do his/her homework then he/she should be honest about it. They should not 

copy from a friend as it will not benefit their learning.  Staff are very supportive, particularly with new 

students, and will be happy to discuss any difficulties a student might have in completing their work. 

However, students must not make a habit of this and will always be expected to catch up. 
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Q: What if I lose my student planner? 

A: Lost or damaged student planners will be replaced at a small cost to the student. Temporary student 

planners are available from the Year 7 office. 

 

 
 

Lateness 
 

Q: What if I arrive at school late? 

A: Registration begins at 8.40 a.m. Students that arrive after this time should enter via main reception 

and sign in as directed before they head to lessons. This ensures that the school fire registers are up to 

date, and allows for important messages to be passed to students when they sign in. Students without 

a valid reason for lateness could be given a breaktime detention and will be marked as ‘unauthorised 

late’ (code U on the registers).  

      

     In the event that lateness is due to disrupted train/bus services (and where a large number of students 

are signing in at the same time) students should enter school via the Open Learning Centre (OLC) fire 

door and sign in with a member of staff in the OLC. 

 

It is vital that late students are signed in.  In the event of fire or evacuation of the building, we must 

be able to account for everyone. 
 

 
 

Lockers 
 

Q: What if I want somewhere safe to put my belongings? 

A: Lockers can be provided for students for their personal belongings. We ask for £5 for the use of the 

locker for the year and students must provide their own padlock and key. Payment is made via 

ParentPay.  Reception will send a locker allocation to the student via the Form Tutor once notified by 

the Finance Office that payment has been made. Students in Year 7 will be given priority during the 

allocation process for the year.  
 

 
 

Lost property 
 

Q: What if I lose something? 

A: All property must be marked with the owner’s full name. Students are responsible for their own 

property. The school can accept no responsibility for loss or theft of personal possessions and 

students are advised not to bring items of value to school, particularly jewellery. Students should not 

leave valuables in the PE changing rooms. Please use a locker. 

 

 If an item is lost the student needs to retrace his or her footsteps. If the item is not found, an enquiry 

at Student Reception or the Year Office should be made to find out whether or not the item has been 

handed in.  
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Q: What if I find something belonging to someone else? 

A: Items found should be handed in to Student Reception. 
 

 
 

Medicine 
 

Q: What if I have a medical problem? 

A: The school should be made aware of any medical problem/allergy a student might have. 

 

Q: What if I need to take medicine during the school day? 

A: Parents should refer to the policy document entitled ‘Supporting Pupils with Medical Conditions’. This 

can be found on our website by following the path: About Us/Documents and Policies. It sets out clearly 

arrangements for the administration and storage of medicines. 

 

PLEASE NOTE: 

 

1. The school cannot accept analgesic medications, in any form, except in exceptional circumstances.  Such 

circumstances are explained in the Medical Information page of our website in a document about Pain 

Relief and also in our FAQs.   

2. Student medication MUST be brought into school and handed to staff on Reception by a 

parent/guardian - we cannot accept medication from students. 
 

 
 

Mobile phones 
 

Q: What if my parents want to ring me during the day on my mobile? 

A: Students are not allowed mobile phones in school. When on the school site/premises they MUST be 

switched off and kept in their bags. Phones are not allowed before or after school hours whilst a 

student is still on the school site. In the event of an emergency, parents should contact the school 

Reception or Year Office, who will then contact the student. 

 

Q: What if I want to ring my parents? 

A: No outgoing calls are to be made by students using mobile phones on the school site. If a student has 

a genuine reason for wanting to phone home, he/she will be able to make a call from Student 

Reception/Year Team office. We recognise that this is sometimes a necessity due to cancelled clubs, 

matches, transport home etc. 

 

Q: Why can’t I use my mobile to phone home? 

A: Staff members need to know if students are in any difficulty so that they are able to help them quickly 

and efficiently. 

     Misuse of a mobile phone will result it confiscation of the phone for a 24-hour period, until the parent 

can collect it at the allotted time. 
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Music tuition 
 

Q: What if I want to learn a musical instrument? 

A: We have access to experienced performer teachers who are enthusiastically committed to developing 

musical talent within our student body. These teachers are excellent musicians in their own right and 

will ensure musical progress on whichever musical instrument a student might choose to learn. 

At present we have instrumental tuition in vocals, guitar (classical, folk and rock), bass guitar, drums 

and percussion, piano and keyboards, saxophone, flute and clarinet . We can provide tuition on other 

instruments, but this is reliant on enough students wishing to learn the instrument. 

There are a few instruments that are available to borrow for a limited time, as we would encourage 

students to have, buy or rent their own to practise in the home; the teachers can advise on all aspects 

of this. 

 

 
 

My parents want to know… 
 

Q: How am I getting on? 

A: The school is always happy to discuss the progress of individual students with their parents. New 

parents are invited to meet their child’s Form Tutor in an informal setting to discuss settling-in issues. 

Additionally, there will be an opportunity to discuss your child’s progress with subject specialists at a 

Parents’ Evening. Progress reports are also sent home to indicate progress in different subject areas. 

 

Q: Why am I unhappy or what should they do if they think I need extra help? 

A: If parents/guardians feel that their child is not progressing or is unhappy they should contact his/her     

     Head of Year, who will make enquiries to the subject teachers/Form Tutor. The Additional Educational    

     Needs team may need to become involved to carry out some tests. 

 

PLEASE NOTE: Meetings with Year Offices and/or other staff are strictly by appointment.  

 

Those attending without an appointment, will not be accommodated due to time constraints and pre-

booked appointments. 

If parents/guardians telephone, leave a voicemail or email the school, every effort will be made to ensure 

a response is given within 48 hours.  
 

 
 

PE Kit 
 

Q: What if I forget my PE kit? 

A: If a student forgets their PE kit the expectation is that they leave us a deposit (such as a phone, wallet 

or bus pass) and borrow kit from the spare kit boxes, which is washed regularly. The vast majority of 

the time pupils are happy to do this as they are keen to take part in their practical lesson. If a student 
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has temporarily misplaced their kit, we encourage them to bring in any other appropriate clothing from 

home so that they can still take part in the lesson, without the need to borrow any from us. 

 

Q: What happens if I am excused from PE for medical reasons? 

A: If a student is excused from the lesson for medical reasons, they must provide us with a signed note 

from their parent/guardians, but we ask that they still bring their kit. This is for a number of reasons; 

firstly, they still need to attend the lesson with their group for safeguarding reasons and so that they 

continue to learn without taking a fully active role in the lesson. Secondly, it stops pupils spoiling their 

school uniform when their group have a lesson outside in the wet and mud. Thirdly, during the summer 

months the black school uniform is not conducive to learning in hot weather. Depending on the severity 

of their injury/medical issue, they may be asked to assist with the lesson by either leading a warm-up, 

officiating, setting up equipment or assessing other pupils. This is no more taxing on them than other 

activities they will carry out during the school day and is following Ofsted recommendations that all 

pupils should be involved in a lesson in whatever way they can. If the medical reason for not taking 

part in their practical PE lesson is going to be made worse by going outside with their group, then 

whenever possible, we will put them with a group that is working in the sports hall.  If you as parents 

are adamant that you do not want your child to be taking any kind of active role in the lesson, then 

please do state this on the excused note. 
 

 
 

Relationship and Sex Education 
 

Q: How will I be taught Relationship and Sex Education? 

A: Relationship and Sex Education is taught as part of a Health Education programme to prepare students 

for the challenges of adult life. All aspects of sexual behaviour – physical, moral and social – are 

included. The programme includes work on relationships, values, contraception, sexually transmitted 

diseases and parenting skills. Teaching is differentiated so that all students are taught at a level 

appropriate to their age. 

 

Sex Education is taught firmly within the context of human relationships and our rights and 

responsibilities with regard to other people. Responsibility is emphasised throughout the course and 

we aim to help students to avoid the misery and serious problems which irresponsible sexual activity 

can cause. 
 

 

 

Religious Education 
 

Q: How will I be taught Religious Education? 

A: Sandwich Technology School is a non-denominational school and as such is not affiliated to any 

religious group.  Religious Education is taught as part of SMSC (Social, Moral, Spiritual and Cultural) 

lessons in Years 7 and 8. Students can participate in a weekly collective act of worship and there are 

opportunities for reflection in tutor time. 

 

Q: What if my parents do not want me to learn Religious Education? 
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A: Parents may withdraw their child from Religious Education and assemblies on religious grounds and 

alternative provision is made for these students where the need arises. 
 

 
 

Restaurant 
 

Q: What if I want to use the Restaurant? 

A: The Restaurant is open before school, at break and at lunchtime. We operate a “cashless” payment 

system, which means that parents may make payments online via ‘ParentPay’ or students may make 

payments to their accounts at the pay point in the Restaurant. Your child’s fingerprint will be taken so 

that they may “pay” for food and also use the school photocopying machines (please see our website 

for details and the Data Collection Form for permission requirements). 

 

Students are not allowed to leave the school premises during the lunch hour.  Students who wish to 

return home for lunch must have a letter of permission from parents, which should be taken to their 

Year Office. 

 
 

Travel 
 

Q: Where can I find information about travelling to school? 

A: All Home to School Transport Guidance can be found via  https://www.kent.gov.uk/education-and-

children/schools/school-transport and also on the school’s website in the Supporting Students area, 

Transport/Travel.  

      
 

 
 

Uniform 
 

Q: What if I am not sure of the correct uniform? 

A: Uniform regulations are clearly outlined in the information provided on our school website. Non-school 

uniform items of clothing are not to be worn and may be confiscated. Please ensure that all items of 

clothing are clearly marked with the student’s name. A link to The School Uniform Specialists’ online 

shop and The Schoolwear Centre, online and in-person shop in Margate can be found on the school 

website. 

 

We do not wish to waste valuable time in school reminding students about uniform. 

Some students may try to persuade parents that they are allowed to wear trainers to school instead of 

shoes – this is not true. Our uniform list clearly sets out acceptable footwear and appropriate uniform 

choices, there are also pictures on our website.  If parents are in any doubt, they can speak to their child’s 

Year Team for clarification.  In the case of severe hardship, the school may be able to assist parents in 

seeking financial assistance for uniform. 
 

 
 

https://www.kent.gov.uk/education-and-children/schools/school-transport
https://www.kent.gov.uk/education-and-children/schools/school-transport
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Valuables 
 

Q: Is there a rule about valuable items? 

A: Yes; jewellery, large sums of money and other valuable items must not be brought into school. If a 

student needs to pay for school trips, etc., this should be done via ParentPay (the online payment 

platform) unless stated otherwise in the letter. 

 

Q: What if I get my jewellery/valuable items confiscated?  

A: Jewellery must not be worn. The exception being that students with pierced ears may wear one small 

pair of studs. We do not allow visible body piercings. If any banned items are brought into school they 

are likely to be confiscated, whereupon they will be kept in a secure place.  Students are able to collect 

their confiscated items from the Headteacher’s Office at the end of each term. Parents, however, can 

collect the items at any time during the school term. We do, however, reserve the right to keep the 

items for a period of time by way of punishment. The school cannot take responsibility for students’ 

personal items lost or broken on school premises. 
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