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General information

Lancaster is a special school for students aged 14-19 with a range of complex needs, severe learning difficulties (SLD), profound and multiple learning difficulties (PMLD), neurological impairments, complex physical and medical difficulties and moderate learning difficulties who may need additional social and emotional support before transferring to local colleges or day services at post 19. Lancaster is funded for 130 students and there are currently 138 students on roll. 

From September 2026 Lancaster will be opening a Key Stage 3 department and taking Key Stage 3 students from year 7, aged 11. We expect the roll to rise to 160. 
School Leadership
Head teacher


          Tom Jackson-Owens
Deputy Head teacher


Sarah Olley 
Assistant Head                                      Sandy Martin
School Manager                                     Natalie Cantle 
Finance Officer                                      Natalie Bambridge 
Clerk Governors                                    Nicola Garrett 
School Governors

Chair/s 




Paul Mardon & Ken Wilkinson (Co- chairs) 
Parent Governors 



 
Staff representatives 

 
Simon Best, Sarah Hall 
Co-opted Governors


Cindy Tomlinson-Rowe, Keith Hardy,
Associates     

           
Tom Jackson-Owens
Staff
Heads of Learning



Mandy Webb (My Creativity)  

                                                                 Sandy Martin (My PHSE))
                                                                 Abi Foyster (My Communication) 
                                                                 Simon Best (My Movement)

                                                                 Ashleigh Vine (My Thinking) 
Teachers 

     

           Sandy Martin, Simon Best, Mandy Webb, Rob Smith,
                                                                 Ashleigh Vine (P/T), Maz Hall, Jess Ford,  
                                                                 Abigail Foyster (P/T), Kayleigh Goodwin (P/T), 
                                                                 Jackie Eyres, Samantha Kirwan, Jack Readhead, 
                                                                 Michelle Green, Ruby Foxall, Bridget Campion, 
                                                                 Stacey Martin, Nick Veitch (P/T), Karen Hamer, 

                                                                 Cheryl Stephenson, Erin Pegler
Admin team                                           Charlotte (Finance), Julia, (Admin), Beverley and Jayden
Site staff & Cleaner with keys              Danielle Weaver  
Caretaker 

               
          Glen Hughes 
Cleaners                                                 Claire, Jackie and Andy 
Parent Liaison Worker & ELSA            Leanne Hawker 
HLTA – therapists and clubs               Sarah Hall 

HLTA- work experinece & transport        Kian Haywood 
Learning Support Assistants
          Each class has between 3 and 5 LSAs supporting

                                                                Students. The number of LSAs in a class will depend on

                                                                the needs of the students in the class
School Nurse (NHS)


Matthew Hayward
Catering Staff



Emma and Laura 
Safeguarding
The school is a key front-line player, working in partnership with other children’s services, for the safeguarding of children and young adults. Staff are regularly trained in safeguarding practices and are very familiar of MAT policies and procedures, as well as the polices and procedures of the Southend, Essex and Thurrock Local Safeguarding Children Board. The school has adopted safer recruitment procedures. 
There are 3 Designated Safeguarding Leads (DSLs) in the school – Tom Jackson-Owens, Sarah Olley and Leanne Hawker – and one of these DSLs is always on site. All safeguarding concerns we have at school, no matter how small, are shared with parents. 
Aim of the SEN Trust Southend
To develop a positive learning community where everyone feels valued and encouraged to achieve their full potential in all aspects of life.
Lancaster’s vision 

To provide safe, meaningful, relevant, appropriate and stimulating learning opportunities that prepare all our students for their future lives.

Lancaster’s values:

Positivity, Kindness, Responsibility, Respect, Independence, Integrity 
Lancaster’s mantras 

‘all the learners, learning all the time’, ‘attitude is everything’, ‘lower the barrier, not the bar’, ‘analyse, don’t personalise’, ‘fight fire with water’, ‘give students the skills to live in the world’ and ‘enable students to do things without you’ 
Learning 
Learning at Lancaster focuses on the holistic development of individuals and is driven by high standards and expectations and consistency of experiences. 
Learning is personalised through:
· Curriculum Pathways
· Personalised targets in core subjects 
· The EHCP Annual Review outcomes and individual targets in transferable skills, taken from the EHCP outcomes  
· Monitoring, tracking and evaluating progress (using relevant assessment tools for each cohort – including BKSB, B Squared and Routes for Learning) 
· Individual plans:

· Care Plans

· Medical Plans

· Behaviour Plans – called PHPs (‘Positive Handling Plans’)
· Moving and Repositioning Plans
· Communication support Plans 
all of which unite to form a comprehensive strategy around the student.
Learners and their progress
Assessment, Monitoring and Tracking of Progress

The school uses different assessment tools to monitor and track different students’ progress, according to their ability. Monitoring occurs on a termly basis and parents / carers are included and informed through:

· Baseline assessments – a process that benchmarks all students when they join the school.
· Termly reports on Evisense – the app the school uses to communicate with parents 
· Parents’ meetings – an opportunity for parents / carers to meet with the class teacher and have a conversation about their son / daughter’s curriculum, learning, progress and targets.

· Annual Review meetings – a formal meeting including all agencies that make up the team around the student. At the Annual Review meetings, we are required to formally report to the Local Authority on the progress being made by individual students and plan for the student’s personalised future needs.

The tracking of progress is done using:

· Basic Key Skills Build (BKSB)

· B-Squared
· Routes for Learning
· Our own inhouse tracking systems that measure progress in the curriculum 
Assessment data is input into our own database, Evisense, so each student’s performance and progress can be analysed and evaluated against expectations.

Additionally, there is ongoing tracking of progress through an accredited award scheme called ASDAN. 
The Curriculum

Information on the curriculum can be found in the school’s Curriculum Statement, which can be found on the school’s website, in the Learning section. 
Numeracy
Numeracy is delivered as a discrete subject through a functional skills programme and embedded in the numeracy curriculum is the development and reinforcement of the transferable life skills. It also threads through the whole curriculum, so whenever possible, students practise their skills in a real-life context e.g., buying drinks at a café, purchasing and budgeting for self catering, growing vegetable on the allotment, serving staff at break time in The Learning Café

Literacy

Literacy is delivered as a discrete subject through a functional skills programme, with opportunities for the students to practise their skills across the curriculum in a real-life context e.g., community learning, visits, residential trips.

Science

In Key Stage 4 the Science curriculum equips the students with an understanding of the world around them, whilst developing transferable life skills through problem solving, enquiry and experimentation.

In Key Stage 5, science concepts are delivered through a range of modules and programmes, e.g., animal care, diet and health, horticulture.

Humanities

In Key Stage 4 History, Geography and RE are the curriculum tools to deliver the transferable life skills, whilst broadening the students’ awareness of the wider world, including different cultures, religions and how the past shapes our future. Learning is often reinforced during whole school assemblies.

Information Technology

Technology is an increasingly important aspect of our students’ lives and technological skills are delivered through the ASDAN programmes in both Key Stage 4 and 5.  Students have ample opportunity to develop their skills in all areas of the curriculum.

Performing Arts

Performing Arts is delivered as a discrete subject in a specialist learning space. The students explore rhythm and sound through the use of different instruments, music and their own voice. The students are encouraged to combine music and dance and perform in both school and community productions, as well as at local festivals such as the Chalkwell Park festival. 

Physical Education and Games

Physical Education and Games are promoted through a range of sporting activities including swimming, football, Yogacise, gym work outs, bicycle and tricycle riding, hockey, ball skills, as well as specialist motor and physical therapy programmes.

Where possible we encourage students to participate in community sports and use community sporting facilities, such as the Basildon Gym, Garon’s swimming pool, Chase High School’s facilities and the local parks. 
Students who requiring intensive and specialised motor and physical therapy programmes have access to:

· motor therapy programmes that are planned by therapists, and supported by rehabilitation assistants who works very closely with the NHS physiotherapists and occupational therapists, and which can be carried out in a range of spaces, including classrooms, and 
· a training spa and hydrotherapy pool staffed by fully qualified life guards and therapy staff

Careers Education and Guidance

Careers education and transition guidance is instrumental in furthering the personal and social development of all students in preparation for adult life. We offer realistic guidance on post-school opportunities and this is supported by the Preparation for Adulthood Advisors who attend ECHP Annual review meetings
The school’s statement on careers education and guidance is:

· every student is entitled to comprehensive, up-to-date careers and transition information, which includes further education, training and employment opportunities

· advice and guidance are impartial, easily accessible and supportive so students, where possible, can be involved in making genuine choices and decisions regarding opportunities for their futures 
· the careers programme, including weekly taught sessions delivered using the Preparation for Adulthood Plan as a basis, is personalised to reflect the strengths and needs of individuals and cohorts of students and reviewed during each student’s EHCP annual review meeting with parents / carers, social workers, LA SEN officers and Preparation for Adulthood advisors (although advisors and SEN officers do not attend every review meeting) 
· the importance of parent / carer involvement is recognised and valued in the decision-making process and time at each student’s EHCP annual review is given for this
· equality of opportunity is central to the work of the school

· the staff and Governors of Lancaster School recognise the importance of creating an environment in which the students can work towards reaching their full potential and therefore give their full support to this statement.
Learning in the community 
Work Experience

In Key Stage 5, we try to find relevant work experiences opportunities for our students and we have a HLTA who over sees and plans this and a Learning Support Assistant allocated to support placements. Examples of work placements are: the ATTIC cafe, St Peter’s church café, Garron’s sport centre, the school woodwork shed and the school kitchen and cafe. 
Students are always accompanied by an LSA and whilst at the placement are encouraged to work as independently as possible.

Visits

Students take part in a large number of learning visits and trips. These are aimed at broadening transferable life skills, the curriculum and social experiences. In addition to the visits and trips organised by school, opportunities arise for students to take part in visits organised by external groups such the Variety Club of Great Britain, the local Rotary Club and the Lions Club.                                    
Relationships and Sex Education (RSE)
RSE is delivered to all students in a flexible curriculum appropriate to the needs and age of the individuals and cohorts of students. 
RSE is delivered in mixed sex groups, giving students opportunities to learn and discuss issues with all their peers. Throughout, particular consideration is given to personal, social and emotional development and relationships.
Parents / carers are invited to view and discuss the materials and resources used. If a parent/carer wishes to withdraw their son / daughter from specific RSE lessons, this can be done so with agreement of the Headteacher.
Extra-Curricular Activities
Students are offered opportunities to participate in activities that extend beyond the school day and these include after school clubs (football, dance / movement, cooking, swimming are the usual clubs that run weekly) and residential trips in the summer to Stubbers Activity Centre, Centre Algarve in Portugal, Danbury Outdoor Centre and Wat Tyler Park, as well as camping on the school field. After school clubs and residential experiences are not limited to the above-mentioned ones and the school are always looking to add further opportunities to its extra-curricular menu. 
The school regularly informs parents / carers of other provisions throughout the borough by newsletters, flyers, email and through our school website.

Lancaster recognises the valuable contribution that the wide range of additional activities including clubs, trips and residential experiences can make towards a student’s personal and social education. The school aims to promote and provide such activities as part of a broad and balanced curriculum for the students.
Collective Worship

Collective worship takes the form of a weekly whole Key Stage assembly, including an opportunity for reflection on a topical matter.
If a parent / carer wishes to withdraw their son / daughter from collective worship, this can be done so with the agreement of the Headteacher.
Pastoral Care, Wellbeing and making the right choices 
We aim to help every student develop their self-esteem and respect for others and we take an informed lead in empowering students to make positive choices. We promote the development of each student’s social, moral, spiritual & moral awareness at every opportunity and we use the School Code regularly to teach students how to behave (Be Kind, Be Positive, Take responsibility, Respect everyone and everything). The school code is talked about every week at assembly and examples of the elements of the code are shown in pictures. 
1) Social, Emotional, Moral & Spiritual (SMSC) awareness

SMSC is delivered through the curriculum, both academic and pastoral, and the ‘hidden’, through the culture, attitude and ethos of Lancaster School. Staff model the attitudes we want to see in our young people so we can scaffold their development into future citizens of our multi-cultural & multi-faith society.

We actively encourage everyone in school to ask questions, show curiosity and challenges opinions, attitudes and behaviours that are contrary to British values.
We actively seek to show equal regard for people of all faiths, races and cultures and actively promote the attitude that ‘people are people’ and that it is our differences that make us unique and special.

The spiritual development of students is shown by their: 

· ability to be reflective about their own beliefs, religious or otherwise, that inform their perspective on life and their interest in and respect for different people’s faiths, feelings and values

· sense of enjoyment and fascination in learning about themselves, others and the world around them

· use of imagination and creativity in their learning

· willingness to reflect on their experiences.

The moral development of students is shown by their:

· ability to recognise the difference between right and wrong and to readily apply this understanding in their own lives, recognise legal boundaries and, in so doing, respect the civil and criminal law of England 
· understanding of the consequences of their behaviour and actions
· interest in investigating and offering reasoned views about moral and ethical issues and ability to understand and appreciate the viewpoints of others on these issues
The social development of students is shown by their:

· use of a range of social skills in different contexts, for example working and socialising with other students, including those from different religious, ethnic and socio-economic backgrounds
· willingness to participate in a variety of communities and social settings, including by volunteering, cooperating well with others and being able to resolve conflicts effectively

· acceptance and engagement with the fundamental British values of democracy, the rule of law, individual liberty and mutual respect and tolerance of those with different faiths and beliefs; they develop and demonstrate skills and attitudes that will allow them to participate fully in and contribute positively to life in modern Britain
The cultural development of students is shown by their: 

· understanding and appreciation of the wide range of cultural influences that have shaped their own heritage and those of others
· understanding and appreciation of the range of different cultures within school and further afield as an essential element of their preparation for life in modern Britain
· Localising the knowledge of Britain’s democratic parliamentary system and its central role in shaping our history and values, and in continuing to develop Britain to a school context by:

· actively seeking the views of parents / carers, students, staff and external agencies on an annual basis (through questionnaires) to inform the strategic direction of the school.

· listening to the views of students and parents/carers at Annual Reviews, parents’ evenings and in any requested meeting.

· Our Student Council who has a strong voice and meets regularly with a senior leader, showing that we are clear in wanting our young people to be active contributors to the school’s development and daily management.

· willingness to participate in and respond positively to artistic, musical, sporting and cultural opportunities

· interest in exploring, improving understanding of and showing respect for different faiths and cultural diversity and the extent to which they understand, accept, respect and celebrate diversity, as shown by their tolerance and attitudes towards different religious, ethnic and socio-economic groups in the local, national and global communities.
2) British Values
Democracy for all

At Lancaster we actively seek the views of parents / carers, students, staff and external agencies on an annual basis (through questionnaires) to inform the strategic direction of the school and to use to inform the future development of the school.
Additionally, we listen to the views of students and parents / carers at Annual Review meetings and at parents’ evenings and senior leaders operate an open-door policy for staff and students. Parents are offered opportunities to book meetings with the Head teacher or Deputy if any issue cannot be resolved over the phone or email.  
Our Student Council has a strong voice and meets regularly with a senior leader, showing that we are clear in wanting our young people to be active contributors to the school’s development and daily management.

Law of the Land
We all have high expectations of ourselves and others, which are consistently reinforced through learning, attitudes and ethos.
We use the school code at every opportunity and ensure that it applies to everyone. The values that underpin the code, with examples pertinent to the students’ own lives and experiences, are shown are explained to the students at every assembly and this is done 
· to keep us all safe

· to help us understand our responsibilities

· to understand that there are consequences to everything we do.

Freedom and liberty for all
All students are encouraged to be independent and make informed choices, so that we can all work in a safe and caring environment.  

Students are encouraged to be inquisitive, express their views and challenge in a responsible way, the views of others, through both the academic, pastoral and ‘hidden’ curriculum, whilst understanding that if they want to express their views, they have a responsibility to allow others to do the same, without fear of reprisal.

Equal respect for everyone
All adults, whether staff or visitors are expected to model respect and tolerance, so promoting the behaviours we want our young people to have as second nature. This is the foundation of positive and interactive relationships.

We believe everyone’s differences are what make us special and unique; these are respected and celebrated and make the Lancaster community a happy community of choice.

Tolerance not discrimination
Through our curriculum, and including during assemblies, we teach about the world around us and the diversity that exists in faiths, cultures and beliefs.

We actively encourage everyone to embrace this diversity and accept ‘people as people’. 

3) Teaching self-discipline 
· Self-discipline: using Essex Steps Therapeutic Thinking (behaviour management) 
We aim to enable all students to attain levels of self-discipline and self–regulation through teaching them and modelling how to achieve this. The holistic Therapeutic Thinking approach is used and its positive behaviour management strategies are the structures by which we teach students to behave appropriately. These include the use of de-escalation techniques, the use of praise, reward and reasoning, the setting of clear limits, consistency of approach, high expectations and avoiding confrontation. Where appropriate, individual positive behaviour management plans are devised in consultation with parents / carers.

The Head Teacher gives certificates for achievements and the Head Teacher’s Award to students for outstanding work, progress or behaviour, and these are celebrated at a weekly assembly. Teachers also give out class certificates on a weekly basis to deserving students and these are usually a highlight of the Friday assembly. 
There is an award called the ‘Kindness Cup’ that is given each week to a student who has been seen to have carried out an act of great kindness. This cup is highly sought after by students encourages them to carry out acts of kindness.  
· Physical Contact between staff and students

Working with students, it is at times unavoidable that physical contact takes place between staff and students. This can be part of either positive behaviour management or pastoral and personal care activities.  When engaged in positive behaviour management or caring for students, all staff are aware of the expectations and regulations that exist regarding physical contact with students. The school’s approach is guided by Section 93 of the Education Inspection Act 2006 and clear guidelines for staff are included in school policies and training schedules.
Staff working in the school in a direct supervisory role undertake training in the “Therapeutic Thinking” approach towards managing behaviour. The aim of this approach is to ensure that all staff are aware of the importance of understanding students in any situation, before physical intervention is used. The approach also outlines a range of minimum physical handling techniques that have been proved to be safe when used. Staff new to the school receive induction into the school approach and undertake formal training, as soon as it is practicable to arrange.
Specialist Facilities

The quality of learning is enhanced through the provision of a wide range of facilities and resources including:

· Hydrotherapy swimming pool and spa

· Sensory outdoor areas 
· Sensory facilities on the sensory pathway, including dark sensory room spaces 
· A fully equipped Active Senses room
· Fully equipped learning class bases

· Food technology and Homecare area

· Library
· Music class room, fully equipped 
· Resources for Design Technology

· Four minibuses, two with tail lifts 

· Recreational and sports facilities outdoors – including an outdoor multi gym 
· Wide range of computers, laptops, I-pads and other hardware including interactive whiteboards, plasma touch screens and software featuring specialist switches and concept keyboard
· Extensive range of specialist sensory and language equipment

· Special equipment to assist posture and mobility including specialised tricycles

· Specialist communication equipment
· Living Willow structures out doors                                 
· Allotments and raised beds for horticulture
· Grass playground 
· Tarmac playground

· A selection of three wheel and two-wheel bikes 

· Two trampolines in the play ground      

· Indoor trampoline for rebound therapy                                                                                                                                                                                                                                                 
· Picnic areas and a patio
· A multi-use hall (opening March 11th 2026)
Links
Home – School Student Agreement

The school operates a Home-School Student Agreement in line with the national guidance.

Inclusion

Lancaster School strives to be a fully inclusive school.  Students are registered in teaching groups and their learning needs are met through specific learning pathways. In each Key Stage students are grouped according to learning style and ability.

Lancaster School has good relationships with its neighbouring schools in the borough, especially our closest neighbour, Chase High School. We share some facilities with the Chase and offer work experience opportunities for their 6th formers. 
Medication

If a student is required to take medication during the school day, the school must be informed in writing in order that we can assume responsibility for the medication being taken. Antibiotics will only be administered in school if they have to be taken four times a day.

All medicines must be clearly labelled with the student’s name, dates and the required dosage.  They must be handed to the school nurse or class teacher by the parent / carer or respite staff to be securely locked away.  Medicines must not be given to the transport staff or put in student’s bags.
Medicals

As in all schools, students are seen by the school doctor for health checks. Parents / carers are notified of appointments with the school doctor by our NHS nurse and it is important that the parents / carers inform the school if they intend or do not intend to keep appointments. Vaccinations are arranged as required by the National Health Service and we will inform parents / carers accordingly.

Should any specific ongoing programmes be required, our NHS nurse will make contact with the parent/carers directly.  Where students are receiving treatment outside the school from health professionals, this will be fully supported by the school. 
Parent / carer Involvement
We strive to work in partnership with parents and carers to meet the learning needs of each student on an individual basis. Parents and carers are encouraged to play an active part in their son / daughter’s learning and to become involved in the life of the school.  Parents / carers are actively supported in completing the school annual parent satisfaction survey and ParentView for OFSTED.
Parent / carer Communication

Our app, Evisense, is an essential tool in ensuring there is an open line of communication between home and school. We encourage parents and carers to use the app on a regular / daily basis and also to check them each day for messages coming from school. Teachers are asked to provide daily information to parents via the app and this is organisational information and not records of progress. 
We also operate a Parent Mail system (Parent Comms) for instant communication, have a web site and produce a regular newsletter, called ‘ParentWise’.
Parents and carers are invited to join us for informal coffee mornings arranged by the school with a variety of speakers providing information to parents / carers as well as providing a friendly social environment for parents / carers.  Everyone is welcome and details are sent out in our regular bulletin called ‘ParentWise’ – as well as through reminders on Parent Comms.
Parents / carers can call at the school with any urgent difficulties at any time to talk to the Head teacher, Tom Jackson-Owens or Deputy Head, Sarah Olley. It is advisable to call the school first though to arrange an appointment. 
Class teachers are available after school between 3.30pm and 4.00pm should parents / carers need to make quick contact.   For regular communication parents / carers are requested to use the app.
Possible Post-19 Destinations
Viking House - A Local Authority special needs training centre

Hadleigh Salvation Army Training Centre

RE House – a private day care centre

Eco Wings – a private day care centre

Forget-me-not – day centre 
Project 49 – day centre 
Southend Adult Community College (the Westcliff Centre (next to our site) and Ambleside Road)

South Essex Sixth Form College (SEEVIC)
South Essex College (SEC)

Post Lancaster provision options are discussed in depth at each annual review meeting with parents and supporting professionals. For year 13 and 14 students, a Local Authority Preparation for Adulthood Advisor is always invited to the annual review meetings.
Reporting to Parents/carers
There are three main forms of reporting to parents/carers:
· reports for the Annual Review meeting of special educational needs

· termly parent’s meetings, offered after school on certain days and 
· termly reports, that are sent to parents on the Evisense app. 
Specialist Support

Lancaster School has very good links with the Local Health Authority, which provides additional advice regarding speech and language, physiotherapy and occupational therapy.

When appropriate, students with specific additional care needs within the school receive additional help from physiotherapy, occupational therapy, hearing impairment, visual impairment and speech therapy services. The educational psychologist will assess, review and give advice on individual students’ learning needs when appropriate.

The school nurse oversees the medical needs of the students and can be contacted via the school office.

If your son / daughter has had a medical or surgical procedure of any kind, they must have clearance from the relevant health care specialist in order to secure a safe return to school.

Parents / carers of students who have had an operation must make an appointment to see the school’s health professional before their son / daughter can return to school.  These meetings always take place on a Tuesday, when the physiotherapist and occupational therapist are in school.
We will of course support parents / carers and students with any medical appointments, but would ask parents / carers for their support in balancing medical needs against leaning needs and the imperative for students to be in school so they can engage fully in their formal education.  

Term dates and INSET day
All current term dates and INSET dates are displayed on the website and on every issue of ParentWise.
School Day
School starts 8:45 am

School finishes 3.30 pm

Students are requested not to arrive before 8:45 am 

	Tutor time
	8.45 am – 9.15 am

	Lesson 1
	9.15 am – 10.15 am

	Break
	10.15 am – 10.30 am

	Lesson 2
	10.30 am – 11.30 am

	Lesson 3
	11.30 am – 12.30 pm

	Lunch
Break 
	12.30 pm – 1.15 pm
12.50 pm - 1.15 pm



	Lesson 4
	1.15 pm – 2.15 pm

	Lesson 5
	2.15 pm – 3.00 pm

	Tutor Time
	3.00 pm – 3.15 pm

	Depart classes & transport pick up
	3.15 pm – 3.30 pm


Admissions
Referrals for admission to Lancaster come from Local Authorities. Only students with an Education, Health and Care Plan (EHCP) are admitted, following consultation and places are only offered if the school can meet needs. 

The EHCP is reviewed at least once a year at the student’s Annual Review meeting. At this time, targets for the last year are evaluated and personalised targets for the coming year and longer-term outcomes are agreed.

Lancaster endeavours to attend all Annual Reviews of those students who are identified as likely to attend the school in the future. This forms part of the collaborative working between all the schools in the Multi Academy Trust.

Prospective parents / carers are invited to contact the school for an individual visit at any time. Please contact the school office (01702 342543).  
Attendance
Attendance this academic year is currently 87.6%
The total number of authorised absences was: 9.6% (medical appointments, illness, approved holidays) 
The total number of unauthorised absences was: 2.8%
Absences from school
Please ensure that if your son / daughter is absent from school for any reason that you contact the school via email or telephone call to give a reason. Parents are asked NOT relay messages via the home / school transport staff. 
If we do not receive direct communication from a parent / carer, our admin team make an attendance call to parents. If we cannot get hold of parents, we record absences as being unauthorised absences. This can reflect badly on a student’s educational record and the school.  We ask parents / carers to ensure their son / daughter attends school every day, unless absolutely unavoidable.

Holidays during Term Time

Parents are asked not take their son / daughter away from school during term time. If there is a very good reason to take students out of school during term time, parents / carers must contact the school office for a ‘Leave of Absence’ form, which needs to be returned to the Headteacher on completion.  If appropriate, the school will provide learning activities during authorised absences.
Charging

At Lancaster we seek to offer a range of activities both within and outside school hours. Many of these activities involve additional costs and consequently the school may invite voluntary contributions from parents / carers, where appropriate. However, all learning activities are made available to every student regardless of ability to contribute towards the cost of an activity, so long as the overall cost of the activity can be met. 
Deliberate Damage to School Property

Where it is considered that damage has been done to school property deliberately by a student, the Governing Body reserves the right to charge the parents / carers of the student responsible for the costs of any replacement or repair associated with the damage.
16 –19 Bursary

This is the scheme to support continued education for post 16 students in receipt of:

· Employment Support Allowance

· Disability Living Allowance/PIP
· Free school meals

· Annual household income is less than a specific amount 
School Meals and Free School Meals
School meals are provided on the premises and are available every day for £3. Parents / carers can pay daily, weekly or termly in advance. The school follows the government’s nutritional guidelines on healthy eating and provide a good balanced nourishing meal. The menu is available from the school office and is sent out to parents via Parent Comms regularly. 
Students of statutory school age (up to age 18) and those in Further Education (up to 19) whose parents / carers receive the following support payments are entitled to receive free school meals:

· Income Support (IS).

· Income Based Jobseeker’s Allowance (IBJSA).

· Employment Support Allowance- income related (ESA(IR))

· Support under part VI of the Immigration and Asylum Act 1999

· Child Tax Credit, provided they are not entitled to Working Tax Credit and have an annual income, as assessed by the Inland Revenue, that does not exceed the current rate

· Guarantee element of State Pension Credit

· Working Tax Credit during the four-week period immediately after employment finishes or after they start work less than 16 hours per week. The parents/carers will be sent a letter from HMRC stating that they are entitled to a four week ‘run on’ of Working Tax Credit

Students who receive IS or IBJSA in their own right are also entitled to receive free school meals.

Pictures of students

Photographic and video material is used as a means of recording students’ learning experiences at the school. Inevitably this includes the use of displays of students’ work around the school, which may include photographs and video pictures of the students, and use of photos and videos on the school’s website and Facebook page. All parents / carers are requested to complete a permission form about use of photos and video before their son / daughter starts at Lancaster.

School Uniform

Lancaster does not have school uniform but students are expected to be suitably dressed for a variety of indoor and outdoor activities that they may be involved with during the day. Students should generally wear long trousers, joggers or shirts, but in the hotter weather are allowed to wear short trousers so long as they reach below knee length. Baseball caps, hats and hooded headwear are not considered to be acceptable classroom attire and all footwear must have an enclosed toe and heel.  Backless sandals / flip flop type shoes are strongly discouraged on Health and Safety grounds. Parents / carers are requested to mark their son / daughter’s clothing clearly. The school cannot take responsibility for lost articles that cannot be identified.
Transport to and from school
The Local Authority will only provide free home to school transport for your son / daughter if one of the following reasons apply:

· It is specified in your son / daughter’s EHCP on grounds of need

· Your son / daughter lives 3 miles or more from an appropriate special school
· Parents have won an appeal, when transport has been initially turned down 
Parents / carers need to contact their appropriate LA for transport arrangements and should be aware that in some cases parents are asked to make contributions to transport costs 
Southend LA

Passenger Transport Team 

01702 215845

Essex LA

Passenger Transport Team 

01245 437787

If for any reason a student is unable to use the transport or is absent and therefore does not need the transport, parents / carers must inform their appropriate taxi firm or the Local Authority (LA). All transport is arranged between the parents and LA and the school has no authority in the arrangement of transport but we will, of course, support parents / carers as fully as we are able to.
If your son / daughter attends respite care during term time, the school would appreciate notification of these dates and transport arrangements so that a smooth transition between school and respite care takes place.
Location

Lancaster School is situated in Prittlewell Chase, directly opposite Southend Hospital.  Due to the high density of traffic, parents/carers and visitors are requested not to park on site between 8:45 – 9:15am and 3:00 – 3:30pm when the school transport vehicles are dropping and loading the students. It is essential for the safety of the students that all vehicles can fully access the site at these times.
CCTV

The school security is protected by CCTV cameras to enhance the safety of our students and premises.
Internet Access / School Web site

The school is fortunate to have fast access to the internet. It is protected by software to ensure appropriate use only.

The school website is: www.lancaster-school-southend.sch.uk

Policies and statutory reports can be found on the website.

Suggestions, Concerns and Complaints Procedure

If you have a suggestion or a concern, we would like you to tell us about it. We always welcome suggestions for improving the school.

Most concerns can be sorted out quickly by speaking with your son / daughter’s class teacher. You are, however, also welcome to discuss any problems with the Headteacher. We will do all we can to resolve matters straight away, but if you are not entirely satisfied after discussing the matter, you can make a formal written complaint to the Headteacher. 
If your complaint is about the actions of the Headteacher or you are not satisfied that your complaint has not been dealt with, then you should write to the Chair of Governors or the CEO of the SEN Southend Trust. Contact details are available from the school office. Your complaint will be investigated and you will receive a written response.
Arrangements for enabling parents / carers and others to see and acquire relevant documents

Copies of any documentation referred to in this prospectus plus any statutory documentation is available either on the school website – www.lancaster-school-southend.sch.uk or on written request from the Headteacher.  Where possible these documents will be sent to parents / carers electronically, however if this is not possible, requested copies may incur a small reproduction charge
Appendix 1

Lancaster School privacy notice: parents

1. Introduction                                                                                                                
Under data protection law, individuals have a right to be informed about how the school uses any personal data that we hold about them. We comply with this right by providing ‘privacy notices’ (sometimes called ‘fair processing notices’) to individuals where we are processing their personal data.

This privacy notice explains how we collect, store and use personal data about students

We Lancaster School are the ‘data controller’ for the purposes of data protection law.

SEN Trust Southend have a data protection officer (DPO). Contact with the DPO can be made via the Executive Headteacher Jackie Mullan at The St Christopher School.

2. THE PERSONAL DATA WE HOLD

Personal data that we may collect, use, store and share (when appropriate) about pupils includes, but is not restricted to:


· Contact details, contact preferences, date of birth, identification documents

· Results of internal assessments and externally set tests

· Student and curricular records

· Characteristics, such as ethnic background, eligibility for free school meals, or special educational needs

· Exclusion information

· Details of any medical conditions, including physical and mental health

· Attendance information

· Safeguarding information

· Details of any support received, including care packages, plans and support providers

· Photographs

· CCTV images captured in school

We may also hold data about students that we have received from other organisations, including other schools, local authorities and the Department for Education.

3. WHY WE USE THIS DATA

We use this data to:

· Support student learning

· Monitor and report on student progress

· Provide appropriate pastoral care

· Protect student welfare

· Assess the quality of our services

· Administer admissions waiting lists

And to Comply with the law regarding data sharing
4. OUR LEGAL BASIS FOR USING THIS DATA
We only collect and use students’ personal data when the law allows us to. Most commonly, we process it where:

· We need to comply with a legal obligation

· We need it to perform an official task in the public interest

Less commonly, we may also process students’ personal data in situations where:

· We have obtained consent to use it in a certain way

· We need to protect the individual’s vital interests (or someone else’s interests)

Where we have obtained consent to use students’ personal data, this consent can be withdrawn at any time. We will make this clear when we ask for consent, and explain how consent can be withdrawn.

Some of the reasons listed above for collecting and using students’ personal data overlap, and there may be several grounds which justify our use of this data.

5. COLLECTING THIS INFORMATION
While the majority of information we collect about students is mandatory, there is some information that can be provided voluntarily.

Whenever we seek to collect information from you or your child, we make it clear whether providing it is mandatory or optional. If it is mandatory, we will explain the possible consequences of not complying.

6. HOW WE STORE THIS INFORMATION

We keep personal information about students while they are attending our school. We may also keep it beyond their attendance at our school if this is necessary in order to comply with our legal obligations.

7. DATA SHARING

We do not share information about students with any third party without consent unless the law and our policies allow us to do so.

Where it is legally required, or necessary (and it complies with data protection law) we may share personal information about students with:

· Our local authority – to meet our legal obligations to share certain information with it, such as safeguarding concerns and exclusions

· The Department for Education- to meet our legal obligations to share certain information with it, such as safeguarding concerns and exclusions

· The pupil’s family and representatives- to act in the best interest of the student and their families

· Educators and examining bodies- to award certificates and awards 

· Our regulator, e.g., Ofsted- to meet our legal obligations to share certain information with it, such as safeguarding concerns and exclusions

· Suppliers and service providers – to enable them to provide the service we have contracted them for

· Financial organisations- to enable them to provide the service we have contracted them for
· Central and local government- to enable them to provide the service we have contracted them for

· Our auditors- to enable them to provide the service we have contracted them for

· Survey and research organisations- to support national development

· Health authorities- to act in the best interest of the student and their families

· Security organisations- to enable them to provide the service we have contracted them for

· Health and social welfare organisations- to act in the best interest of the student and their families

· Professional advisers and consultants- to enable them to provide the service we have contracted them for

· Charities and voluntary organisations- to act in the best interest of the student and their families

· Police forces, courts, tribunals- to meet our legal obligations to share certain information

· Professional bodies- to enable them to provide the service we have contracted them for

8. NATIONAL PUPIL DATABASE

We are required to provide information about students to the Department for Education as part of statutory data collections such as the school census 

Some of this information is then stored in the National Pupil Database (NPD), which is owned and managed by the Department and provides evidence on school performance to inform research.

The database is held electronically so it can easily be turned into statistics. The information is securely collected from a range of sources including schools, local authorities and exam boards. 

The Department for Education may share information from the NPD with other organisations which promote children’s education or wellbeing in England. Such organisations must agree to strict terms and conditions about how they will use the data.

For more information, see the Department’s webpage on how it collects and shares research data.

You can also contact the Department for Education with any further questions about the NPD. 

Youth support services

Once our students reach the age of 13, we are legally required to pass on certain information about them to as it has legal responsibilities regarding the education or training of 13–19-year-olds. This information includes names and address, date of birth and parent’s details. Sometimes additional detail is requested in line with the support services role.

This information enables it to provide youth support services, post-16 education and training services, and careers advisers.

Parents/carers, or students once aged 16 or over, can contact our data protection officer to request that we only pass the individual’s name, address and date of birth to youth services.

Please advise the Head teacher if you want to opt out of this arrangement. For more information about young people’s services, you can access the National Careers Service page at https://nationalcareersservice.direct.gov.uk/aboutus/Pages/default.aspx 

We will not share your personal data without consent unless the law and our policies allow it 

9. TRANSFERRING DATA INTERNATIONALLY
Where we transfer personal data to a country or territory outside the European Economic Area, we will do so in accordance with data protection law.
10. PARENTS AND STUDENTS RIGHT REGARDING PERSONAL DATA

Individuals have a right to make a ‘subject access request’ to gain access to personal information that the school holds about them.

Parents/carers can make a request with respect to their child’s data where the child is not considered mature enough to understand their rights over their own data (usually under the age of 12), or where the child has provided consent.

If you make a subject access request, and if we do hold information about you or your child, we will:

· Give you a description of it

· Tell you why we are holding and processing it, and how long we will keep it for

· Explain where we got it from, if not from you or your child

· Tell you who it has been, or will be, shared with

· Let you know whether any automated decision-making is being applied to the data, and any consequences of this

· Give you a copy of the information in an intelligible form

Individuals also have the right for their personal information to be transmitted electronically to another organisation in certain circumstances.

If you would like to make a request, please contact SEN Trust Southend Data Protection Officer (contactable via Executive Head teacher Jackie Mullan based at The St Christopher School) 

As an academy Parents/carers do not have an automatic right to access the educational records of their child.  Lancaster School will take a common-sense approach to any request including reasonable charges. To request access, please contact Head teacher at Lancaster School.
Other rights
Under data protection law, individuals have certain rights regarding how their personal data is used and kept safe, including the right to:

· Object to the use of personal data if it would cause, or is causing, damage or distress

· Prevent it being used to send direct marketing

· Object to decisions being taken by automated means (by a computer or machine, rather than by a person)

· In certain circumstances, have inaccurate personal data corrected, deleted or destroyed, or restrict processing

· Claim compensation for damages caused by a breach of the data protection regulations 

To exercise any of these rights, please contact our data protection officer.

11. COMPLAINTS

If you have any questions, concerns or would like more information about anything mentioned in this privacy notice or if you think that our collection or use of personal information is unfair, misleading or inappropriate, or have any other concern about our data processing, please raise this with us in the first instance.

To make a complaint, please contact our data protection officer (via the CEO of the SEN Southend Trust, based at the St Christopher School)

Alternatively, you can make a complaint to the Information Commissioner’s Office:

· Report a concern online at https://ico.org.uk/concerns/
· Call 0303 123 1113

· Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
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12. Introduction

You have a legal right to be informed about how our school uses any personal information that we hold about you. To comply with this, we provide a ‘privacy notice’ to you where we are processing your personal data.
This privacy notice explains how we collect, store and use personal data about you.

We Lancaster School are the ‘data controller’ for the purposes of data protection law

13. THE PERSONAL DATA WE HOLD

We hold some personal information about you to make sure we can help you learn and look after you at school. 

For the same reasons, we get information about you from some other places too – like other schools, the local council and the government. 

This information includes: 

· Your contact details

· Your test/certification & awards results

· Your attendance records

· Your characteristics, like your ethnic background or any special educational needs

· Any medical conditions you have

· Details of any behaviour issues or exclusions

· Photographs

· CCTV images

· Your destination route when you move on 

14. WHY WE USE THIS DATA

We use this data to help run the school, including to:

· Get in touch with you and your parents when we need to

· Check how you’re doing in exams and work out whether you or your teachers need any extra help

· Track how well the school as a whole is performing 

· Look after your wellbeing 
15. OUR LEGAL BASIS FOR USING THIS DATA
We will only collect and use your information when the law allows us to. Most often, we will use your information where:

· We need to comply with the law

· We need to use it to carry out a task in the public interest (in order to provide you with an education)

Sometimes, we may also use your personal information where:

· You, or your parents/carers have given us permission to use it in a certain way

· We need to protect your interests (or someone else’s interest)

Where we have got permission to use your data, you or your parents/carers may withdraw this at any time. We will make this clear when we ask for permission, and explain how to go about withdrawing consent.

Some of the reasons listed above for collecting and using your information overlap, and there may be several grounds which mean we can use your data.

16. COLLECTING THIS INFORMATION
While in most cases you, or your parents/carers, must provide the personal information we need to collect, there are some occasions when you can choose whether or not to provide the data.

We will always tell you if it’s optional. If you must provide the data, we will explain what might happen if you don’t.

17. HOW WE STORE THIS INFORMATION

We keep personal information about students while they are attending our school. We may also keep it beyond their attendance at our school if this is necessary in order to comply with our legal obligations.

18. DATA SHARING

We do not share information about students with any third party without consent unless the law and our policies allow us to do so.

Where it is legally required, or necessary (and it complies with data protection law) we may share personal information about students with:

· Our local authority – to meet our legal obligations to share certain information with it, such as safeguarding concerns and exclusions

· The Department for Education- to meet our legal obligations to share certain information with it, such as safeguarding concerns and exclusions

· The pupil’s family and representatives- to act in the best interest of the student and their families

· Educators and examining bodies- to award certificates and awards 

· Our regulator, e.g., Ofsted- to meet our legal obligations to share certain information with it, such as safeguarding concerns and exclusions

· Suppliers and service providers – to enable them to provide the service we have contracted them for

· Financial organisations- to enable them to provide the service we have contracted them for
· Central and local government- to enable them to provide the service we have contracted them for

· Our auditors- to enable them to provide the service we have contracted them for

· Survey and research organisations- to support national development

· Health authorities- to act in the best interest of the student and their families

· Security organisations- to enable them to provide the service we have contracted them for

· Health and social welfare organisations- to act in the best interest of the student and their families

· Professional advisers and consultants- to enable them to provide the service we have contracted them for

· Charities and voluntary organisations- to act in the best interest of the student and their families

· Police forces, courts, tribunals- to meet our legal obligations to share certain information

· Professional bodies- to enable them to provide the service we have contracted them for
19. NATIONAL PUPIL DATABASE

We are required to provide information about you to the Department for Education (a government department) as part of data collections such as the school census. 

Some of this information is then stored in the National Pupil Database, which is managed by the Department for Education and provides evidence on how schools are performing. This, in turn, supports research.

The database is held electronically so it can easily be turned into statistics. The information it holds is collected securely from schools, local authorities, exam boards and others. 

The Department for Education may share information from the database with other organisations which promote children’s education or wellbeing in England. These organisations must agree to strict terms and conditions about how they will use your data.

You can find more information about this on the Department for Education’s webpage on how it collects and shares research data.

You can also contact the Department for Education if you have any questions about the database. 

Once you reach the age of 13, we are legally required to pass on certain information about you to the youth services in the local area, as it has legal responsibilities regarding the education or training of 13–19-year-olds.

This information enables it to provide youth support services, post-16 education and training services, and careers advisers.

Your parents/carers, or you once you’re 16, can contact school to ask us to only pass your name, address and date of birth.
We will not share your personal data without consent unless the law and our policies allow it 

20. TRANSFERRING DATA INTERNATIONALLY
Where we transfer personal data to a country or territory outside the European Economic Area, we will do so in accordance with data protection law.
21. YOUR RIGHTS


How to access personal information we hold about you

You can find out if we hold any personal information about you, and how we use it, by making a ‘subject access request’, as long as we judge that you can properly understand your rights and what they mean.

If we do hold information about you, we will:

· Give you a description of it

· Tell you why we are holding and using it, and how long we will keep it for

· Explain where we got it from, if not from you or your parents

· Tell you who it has been, or will be, shared with

· Let you know if we are using your data to make any automated decisions (decisions being taken by a computer or machine, rather than by a person)

· Give you a copy of the information

You may also ask us to send your personal information to another organisation electronically in certain circumstances.

If you want to make a request, please contact our data protection officer.
Your other rights over your data

You have other rights over how your personal data is used and kept safe, including the right to:

· Say that you don’t want it to be used if this would cause, or is causing, harm or distress

· Stop it being used to send you marketing materials

· Say that you don’t want it used to make automated decisions (decisions made by a computer or machine, rather than by a person)

· Have it corrected, deleted or destroyed if it is wrong, or restrict our use of it

· Claim compensation if the data protection rules are broken and this harms you in some way

22. COMPLAINTS

We take any complaints about how we collect and use your personal data very seriously, so please let us know if you think we’ve done something wrong.

To make a complaint, please contact our data protection officer (via the CEO of the SEN Southend Trust, based at the St Christopher School)

Alternatively, you can make a complaint to the Information Commissioner’s Office:

· Report a concern online at https://ico.org.uk/concerns/
· Call 0303 123 1113

· Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
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