
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Parent/Carer Handbook 

 



 

 

A warm welcome from our Principal 

Our partnership with parents and carers plays a crucial role in 

ensuring students achieve at the highest level. 
 

Often parental involvement in a child’s education reduces when they reach 

secondary school. We are committed to ensuring that does not happen. 

Regular communication with parents is incredibly important to us. 

 

Working with parents, and presenting young people with common 

expectations at home and at the academy, is key to our success. This 

booklet is therefore an essential document in helping you understand our 

standards and approach, so we can ensure that your child gets the most 

out of the opportunities we provide. 

 

Holly Arles,  

Principal 
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A 

Additional studies 

The academy operates an extended day for all students; the libraries are 

open before and after school and our staff offer a range of extra-curricular 

activities including an Additional Studies programme of enrichment classes 

on a Tuesday. The PE department also run sports clubs all year round 

alongside training sessions for the academy’s competitive squads before 

and after school, and the Music department offers over 10 different bands, 

choirs and ensembles. The drama and music department run a full calendar 

of performances throughout the year.  

 

Year 7 Year 8 Year 9 Year 10/11 

Recess 3.25pm Recess 3.25pm Recess 3.30pm No Additional 

Studies. 

PHSE for Year 10 

Directed 

Intervention Time 

(DIT) for Year 11 

Add. 

Studies 

3.40pm Add. 

Studies 

3.40pm Add. 

Studies 

3.40pm 

End of 

day 

4.25pm End of 

day 

4.25pm End of 

day 

4.30pm 
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Attendance 
Excellent attendance is essential if students are going to achieve their full 

potential. City of London Academy, Shoreditch Park will work with parents to 

ensure that we meet our attendance targets of 97%. Parents play the most 

significant role in ensuring that attendance and punctuality are excellent. 

 

The Academy asks parents to: 

 

● refrain from organising family trips during term time. The Principal 

reserves the right to refuse permission for students to be absent for a 

vacation and to issue penalty fines where necessary 

● contact the academy on the first day of absence, explaining the 

reason and the expected length of absence by emailing 

attendance@shoreditch.cola.org.uk or contacting us by telephone 

on 0203011262 and selecting the option for attendance 

● write a note in your child’s planner explaining the reason for their 

absence and provide medical evidence for appointments 

● arrange medical and other appointments outside school hours 

where possible 

 

  

mailto:attendance@shoreditch.cola.org.uk
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B 

Behaviour 
We place a great deal of importance on developing the personal and 

social skills young people need in order to function well as positive citizens. 

The academy expects the kind of standards of behaviour that would be 

displayed in any professional workplace. It is our teachers’ responsibility to 

ensure that the academy delivers a secure environment with outstanding 

teaching. It is our students’ responsibility to be well presented, polite and 

courteous at all times, and we expect parents to uphold our rules so that 

every child can succeed.  

 

The academy believes that children should understand that there are 

always consequences associated with good and poor behaviour. With this 

in mind, we have a simple and consistently enforced system of rewards and 

sanctions to support high standards of behaviour. This encourages hard 

work, rewards good behaviour, and promotes success. 

 

What happens if students do not meet the academy’s expectations and 

rules? Our Behaviour Improvement Pathway sets out clear guidance 

regarding sanctions. 
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Description of behaviour Appropriate action By whom? Parental support 

Green: 

No behaviour concerns Merits, postcards, letters home, 

certificates, reward trips 

All staff Praise and reward 

Yellow: 

Lack of attention/rule 

breaking in class 

 

1. Reminder 

2. Warning (name on board) 

3. Detention + cross next to name on 
board 

All staff 

 

Discuss with child 

 

Disruption in line after 

warning 

Yellow level detention All staff Discuss with child 

Missing or unsatisfactory 

homework (first time) 

Yellow level detention Teacher Ensure all homework is 

completed well 

Incorrect uniform/make up Call home/correction/withdrawal 

from lessons 

All staff Ensure your child is in 

correct uniform 

Incorrect 

equipment/planner not 

signed 

Yellow level detention Teacher/Tutor Ensure your child has 

correct equipment 

Late to school  Yellow level detention Att. officer Ensure your child 

arrives on time 

Amber: 

Continued lack of 

attention/rule breaking in 

class 

Call ACS to remove + Amber level 

detention 

Teacher Discuss your child’s 

behaviour 

Lack of homework x 2 per 

term 

Amber level detention Teacher Ensure homework is 

completed well 

Late to school x2 in a term  Amber level detention Att.officer Ensure your child 

arrives on time 

Possession of forbidden item Confiscated until end of term + 1 hour 

detention 

All staff Discuss + collect at end 

of term 

Unkindness Amber level detention All staff Discuss your child’s 
behaviour 

Dishonesty Amber level detention All staff Discuss your child’s 
behaviour 

Missing a Yellow level 

detention 

Amber level detention Behaviour 

Mentor 

Ensure your child 
attends all detentions 

Inappropriate physical 

contact 

Amber level detention All staff Discuss your child’s 
behaviour 

Poor behaviour during a fire 

drill 

Amber level detention All staff Discuss your child’s 
behaviour 

Wandering without 

permission 

Amber level detention All staff Discuss your child’s 
behaviour 

Rule breaking  Amber level detention All staff Discuss your child’s 
behaviour 
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Red: 

 
Serious breaches of academy 

rules such as defiance, 

swearing, forgery, graffiti 

Red Level detention + phonecall 

home 

All staff Discuss with staff to 
agree action  
Ensure child adheres 
to academy rules 

Extreme unkindness Red Level detention All staff Discuss your child’s 
behaviour 

Missing an Amber level 

detention 

Red Level detention Behaviour 

Mentor 

Ensure your child 
attends detentions 

Failing removal to shadow 

classroom 

Red Level detention All staff Discuss your child’s 
behaviour 

Persistent lack of classwork 

or homework 

Red Level detention All staff  Ensure your child 
works hard in school 

Late to school x3 in a term Red Level detention Att. officer Ensure your child 
arrives on time 

Severe: (in all cases a parent meeting will be held and the student expected to show contrition, honesty 
and willingness to make amends). 

 3 removals from lessons in one day or 5 removals from lessons in one week 

 Persistent rule-breaking or defiance 

 Persistent disruptive behaviour including multiple and repeated detentions 

 Persistent failure to attend detentions 

 Missing/failing a Red level detention 

 Public rudeness towards staff 

 Truancy 

Internal exclusion or 
Off Site Direction 

 Persistent disruptive behaviour  

 Discrimination against protected characteristics 

 Failing an internal exclusion 

 Inappropriate sexualised conduct 

 Fighting/physical assault 

 Verbal abuse 

 Bullying (emotional, physical, racial, sexual, homophobic, verbal) or 

inappropriate use of social media 

Suspension or Off Site 

Direction  

 

 Repeated suspensions (3, 5, 10, 16 days) 

 Bringing illegal items into school (eg vapes, cigarettes, edibles, drugs, 

alcohol, weapons)  

 Substance misuse 

 Illegal or harmful sexualised conduct 

 Illegal or harmful use of social media 

 Physical assault against an adult 

 Serious physical assault against a student  

 Criminal behaviour 

Managed Move or 

Permanent Exclusion 
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Bullying in any form will not be tolerated 
The academy encourages all students to challenge bullying. Students should 

report incidents, inside and outside the academy, to any member of staff, 

who will tackle it promptly and sensitively. Bullying is defined as repeated, 

deliberate and hurtful behaviour that can take many different forms 

including: 

 

Emotional - unfriendly, excluding, tormenting or taking property 

Physical - pushing, hitting or any form of violence 

Racial - racial taunting, graffiti or gesturing 

Sexual – unwanted physical contact or sexually abusive comments 

Homophobic – focusing on, or as a result of, sexuality 

Verbal – name-calling, sarcasm, rumour-spreading, teasing 

Cyber – activity online, videos, photos, SMS, phone or social media 

Protected Characteristics – focusing on, or as a result of, gender, gender 

identity, disabilities, religion or belief and or any other protected 

characteristic under law 

 

If you have any concerns, please contact your child’s tutor in the first 

instance. 
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C 

Cashless payment system 
A Cashless Payment System will be used to pay for lunch, snacks, 

instrumental lessons, trips, tickets, and books. Our cashless system is through 

the My Child at School (MCAS) app. Parents credit money to their child’s 

account online via the website with a credit/debit card. Any questions on 

how to use the system can be answered by our Student Services Manager in 

the office. Please also see the Finance department to set up a standing 

order to pay for school lunches. 

 

Please note – students who wish to attend paid for recreational trips or sign 

up for instrumental lessons may not be allocated a place if they have any 

outstanding debt on their account. If students are allocated a place on a 

trip where a payment is required, payment plans will be offered should 

parents' financial circumstances change. This does not affect essential 

educational trips. 

 

Communications 
The academy uses various forms of communications to ensure that you are 

kept informed about your child’s progress and upcoming events. We 

regularly contact parents by telephone (both landline and mobile), post, 

text message and email, as well as making information available on our 

website. Examples include: 

 

Post/via students - letters, praise postcards, event reply slips 

Telephone/mobile - calls from teachers, emergencies, detentions, enquiries 

Text message - absence alerts, same-day detentions, reminders 

Email - event invitations, surveys, letters, weekly parent bulletin 

Online – website, Bromcom (MyChildAtSchool) 

 

For safeguarding reasons, it is vital that we have accurate contact 

information for all our students’ parents/carers. Therefore, we ask that you 

regularly check that your contact details are up-to-date, and that you 

inform the academy of any changes. 
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Complaints procedures 
It is the academy’s intention that you and your child experience the highest 

quality of service, educational provision and communication. If you have 

any concerns about our quality of provision, please follow the agreed 

complaints procedure. If you have a concern, please contact your child’s 

tutor in the first instance. Concerns will be escalated as follows: 

 

● Form Tutor 

● Achievement Team Leader (Head of Year) 

● Assistant Principal 

● Vice Principal 

● Principal 

 

The academy expects all staff to return calls and emails within 72 hours. 

Correspondence, statements and records of complaints are considered 

confidential. If you have any concerns about a particular subject or lesson, 

please contact your child’s subject teacher or the Subject Leader in the first 

instance. Please read the full complaints procedure in the policies section on 

the academy website. 
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D 

Daily schedule 
All students should arrive for the morning line up by 8:35am at the latest. 

 

Breakfast Club and library opens - 7.45am 

Intervention and enrichment - 8 - 8.30am 

Before school - 8.15 - 8.40am 

Line up - 8.40am 

 

Years 7, 8 and 9 Years 10 and 11 

Line up 8.35am Line up 8.35am 

Lesson 1 8.45am Lesson 1 8.45am 

Lesson 2 9.40am Lesson 2 9.40am 

Break 10.35am Break 10.35am 

Lesson 3 11am Lesson 3 11am 

Lunch/Break 

(KS3) 

11.55am Lesson 4 11.55am 

Lesson 4 12.45pm Lunch/Break 

(KS4) 

12.50pm 

Lesson 5 1.40pm Lesson 5 1.40pm 

Lesson 6 2.35pm Lesson 6 2.35pm 

End of day 3.25pm End of day 3.30pm 

 

See also: Additional Studies 
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E 

Embedding excellence 
The academy offers all students an outstanding opportunity to learn and 

achieve in a purpose-built environment with access to the higher standards 

of teaching, support and challenge. Our Values: 

 

Honesty  Resilience Tolerance 

 

Students at City of London Academy, Shoreditch Park are valued and 

rewarded for hard work, politeness, self-discipline, ambition, resilience, 

fairness and compassion. We foster in students a desire to learn throughout 

life, developing teamwork, leadership, problem solving skills and teach the 

value of difference in ability, gender, culture, race, sexual orientation, 

religion and faith. 

Expectations 

Students are expected to: Students must not: 

✓ follow the rules at all times 
✓ work hard to make 

progress every day 
✓ be polite and responsible 
✓ take responsibility for their 

behaviour 
✓ respect each others’ race, 

culture, gender, sexual 
orientation, religion and 
faith 

✓ look after the building and 
environment 

✓ be prepared for learning 
with the correct uniform 
and equipment 

✓ attend the academy on 
time, every day 

✖ be defiant to any member 

of staff 

✖ bring in or use anything 

dangerous or illegal 

✖ threaten, bully, fight, be 

violent or abusive 

✖ damage academy 

property or steal 

✖ bring in valuable items, 

phones, electronic devices, 

make-up, food and drink 

✖ be late for lessons or take 

time off school 

See also: Rules 
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F 

Family - Academy contract 
The academy will ensure that: 

 
● We provide a safe and supportive environment for students to enjoy 

learning and achieve their full potential 
● Students have the best possible education by providing a suitable 

curriculum and individual support 
● We set challenging targets for students to aspire to and review them 

regularly 
● We challenge any and every breach of academy rules and 

sanction students who do not follow these rules 
● We provide regular reports of students’ progress for parents and 

carers 
● We listen to and act on information from students, parents and staff 

regarding incidents within the academy 
● We contact home to praise and reward students’ success 
● We contact home if there are concerns about a student’s 

behaviour, effort or attendance 
● We contact home if students are to be detained for more than 30 

minutes after the end of the academy day 
● We support parents and the community in ensuring students behave 

impeccably on their way to and from the academy 
● We provide opportunities for parents and carers to discuss their 

child’s progress with teachers and other professionals. 
 

Parents will ensure that: 

 
● Their child attends every day, on time, unless they are very ill 
● Their child wears the correct uniform to, at, and on the way home 

from the academy 
● Their child has the correct equipment needed for the day including 

PE kit 
● Their child does not bring forbidden items onto the school site such 

as sharp objects, phones, food/drink (except packed lunch), 
money, non-uniform clothing including jackets and coats etc; 
confiscated items will be held until the end of term without 
exception, regardless of whom they belong to 

● They fully support the academy’s policies and regulations on 
behaviour and uniform including a) up to 30 minute detentions 
without notice b) same day severe incident after-school detentions 
until 4.50pm (parents will be contacted) 

● In the presence of their child they support the academy’s decisions 
and discuss any concerns privately with staff 

● They provide a suitable environment for their child to work quietly at 
home or contact the academy for support 

● Their child completes their homework on time and to the highest 
standard 

● They attend pastoral appointments and Parent Days to discuss their 
child’s progress and any other meetings arranged with their consent 
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● They instruct their child to return straight home after school (within 30 
minutes) to change out of their uniform, and not to loiter in the park, 
on the streets or go into shops once dismissed 

● They encourage their child to try a broad range of additional 
activities from those on offer 

● They read and sign their child’s Student Planner every week 
● Their contact details are kept up-to-date and reception is informed 

of any changes. 
● Their child is suitably presented with an appropriate hairstyle with no 

unnatural colours; no cosmetics. 
 

Students will ensure that they: 

 
● Work hard and expect to learn in every lesson and additional 

activity 
● Attend regularly, arrive on time, wearing the correct uniform and 

with the correct equipment 
● Follow the academy’s rules at all times without question 
● Do not bring forbidden items onto the school site such as sharp 

objects, phones, food/drink (except packed lunch), money etc (see 
handbook); confiscated items will be held until the end of term 
without exception, regardless of whom they belong to 

● Complete all homework to the highest standard and hand it in on 
time 

● Are honest with parents and staff members regarding incidents 
within the academy 

● Treat all adults and students with respect and stand up in class if the 
Principal or a visitor enters the room 

● Are polite at all times and open the door to let an adult through first 
● Keep their Student Planner up-to-date with homework and targets 

and show it to academy staff if requested 
● Return straight home after school (within 30 minutes) to change out 

of their uniform, and not loiter in the park/on the streets once 
dismissed 

● Take letters and messages home and deliver them to their parents 
or carers 

● Respect the academy building and equipment and leave rooms 
tidy after using them 

● Are suitably presented with an appropriate hairstyle with no colour; 
no cosmetics. 

Free School Meals 

Do you know if you are eligible for Free School Meals? To apply, please 
contact Hackney Learning Trust or download an application form from their 
website.  
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H 

Homework 

In years 7, 8 and 9, homework is set weekly in English, Maths, Science, 
Humanities and Languages, and every other week in all other subjects. In 
year 10 and 11, GCSE homework is set weekly for all subjects. Alternate 
homework tasks may be online for all year groups (for example Google 
Classroom quizzes, Seneca activities or Hegarty Maths tasks), as decided by 
each subject, and students will be told if and how this should be recorded in 
exercise books. There will always be a follow-up quiz in class. 

House system 

Achievement Team Leaders (Heads of House) are responsible for pastoral 
care at the academy and for having an overview of their students’ 
education including their attainment, welfare and behaviour. Students are 
grouped into four Houses, with elected Prefects and School Council 
representatives. The House system is used to motivate students to achieve, 
through a range of House-related activities and competitions including 
reading, debating and sport. In schools that use this system tutors have 
much more contact with individual students and there are fewer instances 
of bullying as students create friendships across and between year groups. 
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L 

Library 

The academy has a well-resourced library offering a wide range of resources 
including fiction books, non- fiction books, magazines, newspapers and 
journals. Computers will also be available for students to complete 
homework. Students are expected to have a reading book with them at all 
times, as part of their essential equipment. They may borrow most library 
books for a month at a time, and we encourage students to read 
challenging texts at home as well as during school hours. 

Lost property 

All lost property goes to reception. Labelled uniform is returned to students; 
any unlabelled items are kept for one full term before being given to the 
second hand uniform shop run by our Parent Staff Association, or donated to 
charity. Other identifiable items can be reclaimed from reception. 
Please ensure your child’s uniform is clearly labelled. 

Lunch 

Students have the option to opt for a school meal or to bring in a packed 

lunch on a termly basis.  It is not possible to switch between school meals 

and packed lunches during the course of each term. 

All students having a school meal are seated formally at tables in the dining 

room for lunch as part of our Family Dining service. 

Students who bring in a packed lunch will be seated in the main hall.  

Packed lunches must not contain the following items:  

● Nuts 

● Nut butters (e.g. peanut butter) 

● Sweets 

● Chocolate 

● Drinks (all students should have their water bottle) 
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M 

Merits 

All students can earn merits as well as weekly and termly awards for good 
behaviour, excellent effort or attainment, attendance, or reading. These 
merits then translate into prizes for individual achievements as well as awards 
for top attaining Houses, tutor groups and year groups. Achievements are 
celebrated in assemblies and communicated home via positive postcards 
and the bulletin.  
 
The academy empowers polite, conscientious, disciplined and successful 
students who want to achieve. All members of the community know they 
are valued and can work, learn, and teach without inappropriate disruption. 
Students must respect one another, respect the property of others and the 
environment, and follow the academy rules. 
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O 

Opportunities 

Students at City of London Academy, Shoreditch Park are taught in an 
environment that promotes academic, creative, sporting, linguistic, and 
personal achievement: this is the ‘City Experience’. 
 

Academic - we will not compromise on students achieving exceptional 
levels of academic progress. We are rigorous in our teaching whilst ensuring 
that we engage students’ interest and inspire them to achieve the highest 
academic standards. Behaviour is exceptional, classrooms are focussed and 
students are required to complete their classwork, and the regular 
homework we set them, to the best of their ability. 
 
Creative - creative learning experiences are promoted across all subjects 
and the creative subjects themselves are highly regarded in our school. 
Every student has access to a wide range of creative opportunities through 
the formal curriculum, Additional Studies, trips, concerts, productions, 
instrumental lessons, and extracurricular clubs, workshops and projects. Every 
student in year 7 receives heavily subsidised music instrumental tuition, 
including the hire of an instrument, for just £1.33 per week. Selected year 8 
and 9 students who have demonstrated commitment to their music lessons 
when in year 7, and all GCSE music students, also receive music instrumental 
tuition at a heavily subsidised rate. 
 
Sporting - our commitment to healthy lifestyles means that we encourage 
wide participation in sports and fitness. We have regular fixtures for all teams 
and sports range from trampolining to rock climbing. Students take pride in 
representing the academy and the academy takes pride in nurturing their 
individual talents and collective success. 
 
Linguistic - speaking another language is an invaluable life skill in the 21st 
century globalised economy. For that reason, every child is expected to 
study at least one foreign language and they are all given the opportunity 
to travel to Spain as part of their studies; these trips are subsidised by our joint 
sponsor, The City of London Corporation, widening access to an enriching 
education. 
 
Personal - we believe that academic success and the wider personal 
development of students go hand in hand. Any school should play a vital 
role in allowing students to develop a range of wider personal attributes 
which will help them to succeed in later life. The academy places a great 
deal of importance on politeness, kindness, responsibility and respect. We 
promote these values through our high expectations. 
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P 

Parent/Pastoral Day 

Parent/Pastoral Day is an annual event when teachers and tutors are 
available to meet parents and carers to talk about their child’s progress in 
specific subjects. Meetings start from 1.30pm and run through until 7pm, 
which allows parents to plan around other commitments. Appointment 
dates will be communicated to parents and time slots booked online. Your 
child must attend with you (in full uniform) or it will be recorded as an 
unauthorised absence. It is essential that all our parents attend all of these 
meetings to discuss their child’s progress. 
 
There are no lessons on Parent/Pastoral Days and the academy is closed to 
all students. We recommend that students use this time to revise subjects 
and complete homework. 

Parent/ Leadership surgery 

If you have any questions, comments or concerns that your child’s Tutor or 
Head of Year are unable to help you with, the academy runs a 
appointment-only surgery on Tuesday-Friday. Slots are at 9am, 9.15am and 
9.30am. Please call reception or email enquiries@shoreditch.cola.org.uk to 
book your slot, giving the name of your child and the reason you are 
requesting the meeting. A member of the Senior Leadership Team will be 
available to discuss any issues regarding your child.  

PSHE 

The PSHE curriculum is on our website and runs on Monday mornings. 
Students learn how to maximise their physical, emotional and spiritual 
wellbeing through a programme of personal, health, social and emotional 
awareness (PHSE). It is a parent’s right to withdraw their child from sex 
education although we strongly encourage all families to support our well 
thought-out programme. You will be contacted about withdrawal in 
October. 
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R 

Reading for pleasure: how to help 

✓ Set a good example: let your child know that you value books and 
make sure that they see you reading 

✓ Don’t stop reading with your child: some children love being read to, 
even when they have become fluent readers themselves 

✓ Make time to read: set some time aside for reading at home 
✓ Talk about reading: share your views about books you have 

enjoyed.  
✓ Don’t just read books: encourage your child to read in different 

formats - magazines, newspapers, comics, online, etc. 
✓ Encourage them to use the local library: there are lots of free 

resources available which can support your child’s out-of-school 
reading 

 
Students should have a reading book with them at all times as part of their 
essential equipment. 

Remote learning 

Students have a personal Google Classroom account, where they have 
access to their individual virtual Google Classrooms for each subject. 
PowerPoints and resources are uploaded to these, so that students can work 
from home if needed. All students are encouraged to return to these 
resources for revision and support, and can message teachers directly via 
this platform for help. All subjects also have a COLASP Google Site webpage 
where they can access virtual copies of the subject SParKO pages as well as 
links to revision sites, additional resources and extension and extra-curricular 
material. 

Reports 

We regularly provide our parents with information and data to ensure they 
are informed of their child’s progress. Detailed progress reports are compiled 
three times a year for all year groups and are accessible on Bromcom’s 
parent communication app “My Child at School (MCAS). Information about 
how to access these will be shared with you. 

  



22 

Rules 
See also - Expectations 

 
10 general rules of conduct. All students must: 
 

1. Be polite and respectful at all times 
2. Wear the correct uniform at all times including travelling to and from 

the academy 
3. travel to and from the academy quickly, courteously and quietly 

(students should return home and change out of their uniform within 
30 minutes of being dismissed) 

4. talk, not shout 
5. walk, not run. Walk on the left in corridors, in silence 
6. respect the reception and other public areas 
7. stand when the Principal or visitors enter the class 
8. refrain from congregating outside the academy gates at the end of 

the school day 
9. refrain from bringing food, sweets or gum into school 
10. put litter in the bins provided 

 
10 classroom rules. All students must: 
 

1. arrive on time and line up in single file (the first person will hold the 
door open) 

2. enter quietly and stand behind their desks before being asked to sit 
3. sit where the teacher asks and place any completed homework on 

the desk. There should be no coats or bags on the desk 
4. listen carefully, in silence, when the teacher is talking 
5. put their hand up if they need to ask or answer a question,  

and wait to be asked to speak 
6. complete all work to the best of their ability 
7. write their homework in their planner with the correct due date 
8. when the teacher tells them - pack up and stand quietly behind 

their chair 
9. hold the door for others to leave the lesson when asked 
10. read a book in silence when waiting for a teacher. 
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S 

Safety and safeguarding 

The City of London Academy, Shoreditch Park has 24-hour security, closed 
circuit television monitoring, and a system for registering and welcoming 
visitors. All visitors access the building through the main entrance and are 
required to sign in and then to wear their identification badges at all times. 
Students can be identified by their biometric profile and their uniform. 
Students are supervised by qualified staff at all times on the academy site 
and when visiting places off-site. 
 
Safeguarding your child is an academy priority. We have a comprehensive 
safeguarding team and staff body who work with families and where 
necessary external agencies to support our school community. If you have 
any concerns about the safety of your child or others who attend the 
academy do not hesitate to get in contact with our Designated 
Safeguarding Lead by emailing safeguarding@shoreditch.cola.org.uk. You 
can find pictures of the team displayed in reception. 

Special Educational Needs and Disabilities 

The City of London Academy, Shoreditch Park values students’ wellbeing, 
their opinions and their achievement. All students are individuals and have a 
variety of complex needs. Students with special educational and disability 
needs (SEND), those who are more able in a particular subject or variety of 
subjects, and the majority of students who fit into neither of these categories 
all receive support and challenge. You can contact the team via 
SEND@shoreditch.cola.org.uk 

Student planner 

Your child’s planner is both an essential piece of equipment (which they 
must have with them every day) and an important means of 
communication between you and your child’s tutor and teachers. 
Homework, detentions and reading logs are all recorded in your child’s 
planner. Tutors and parents can write messages for one another in the 
weekly comments box, and parents must sign their child’s planner each 
week which is checked during tutor period on Monday mornings. 
 
Replacement planners cost £1.50 from the office. 

T 

Term dates 

Please see our website for updated term dates, news and events. 

mailto:safeguarding@shoreditch.cola.org.uk
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U 

Uniform and Equipment 

Students must wear the correct uniform at all times. This includes on their way 
to, at, and on the way home from the academy. It is a symbol by which 
students are recognised within the community and it fosters a sense of pride 
for, and respect of the learning environment. Students must not bring their 
own clothes to change into after school without specific permission from the 
Principal. These items will be confiscated if brought in without permission. 
 

From September, the following branded items will remain compulsory for 

students at Shoreditch Park and can still be purchased from Trutex, our 

uniform provider: 

1. Academy blazer 

2. Academy PE top 

3. Academy rucksack 

4. Academy tie (if applicable). 

 

Guidelines on all other non-branded items are below.  Changes are in bold. 

 

Item Guidelines 

Collared shirt/open-

neck blouse 

White for KS3, blue for KS4 (no change) 

Outdoor coat Plain black coat or academy coat (no change) 

Socks Plain black socks (no change).  White socks are 

not permitted. 

Shoes Plain black shoes, no Kickers or branded shoes (no 

change) 

Skirt Grey, school uniform skirt- must be knee-length (no 

change) 

Trousers Grey, school uniform trousers (no change) 

Jumper Grey, v-neck school uniform jumper 

PE shorts Navy shorts (loose-fitting, non-branded)  

PE joggers Navy tracksuit bottoms/joggers (no leggings, non-

branded) 

PE socks Plain navy socks (non-branded) 

Hat Plain black knitted hat (non-branded) 

 

We ask you to ensure that your child is professionally dressed for school at all 

times.  Items must not have commercial branding such as Nike or Adidas.  

Non-branded items can be purchased at suppliers such as Tesco, Asda, 
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Sainsburys, M&S or Matalan.  If your child has a previously compulsory 

branded school item (such as an academy coat, hat, jumper or PE kit) they 

can of course still wear these to school, and all items can still be purchased 

from Trutex.  

 

Make up No make up of any kind is permitted. 

False lashes/nails These are not permitted. 

Jewellery No jewellery is permitted other than plain metal 

earrings (no sparkly stud earrings).  Necklaces and 

bracelets are not allowed. 

Hair Tied back for PE, DT and Science and worn in a style 

appropriate to a business environment, without 

shaved lines or unnatural dye. Hair beads and bands 

should be transparent or black/brown. Slits in 

eyebrows are not allowed. 

Squishies These are not permitted as they can be dangerous if 

they burst. Fidget tools will be distributed by the 

SENDCO when necessary and are not permitted 

otherwise. 

Shirts Top buttons should be done up and shirts tucked in. 

Trousers Plain black belts can be worn if needed. 

Accessories Keychains on bags and (inoffensive) pin badges on 

blazers are permitted. 
 

Incorrect uniform undermines the ethos and discipline of the academy and 
does not align with a sense of community or belonging. Judgements on 
acceptability can only be made by staff at the academy. Students with 
inappropriate uniform, hair or make-up will be temporarily withdrawn from 
lessons or sent home to change. 
 

 
 

Essential equipment 

Students must carry a clear, transparent pencil case containing: 

✓ 2x black/blue pens 

✓ 2x pencils (HB) 

✓ Green pen (for self-

assessment) 

✓ Rubber 

✓ Ruler 

✓ Clear water bottle 

✓ Protractor 

✓ Calculator 

✓ Reading book 

✓ Black umbrella 

Provided by the academy: 

✓ Student planner 

✓ SParKOs Knowledge 

Organiser 

 

Compasses and sharpeners are 

provided in lessons where required. 

Students must not bring these into 

school.  
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What items are not allowed at the academy? 
 
No electronic equipment (MP3 player, Smartwatches such as fitness trackers, 
headphones and air pods, mobile phone, PSP, DS etc.) is to be brought into 
the academy. If these are seen, they are confiscated until the end of term 
without exception.  
 
Students are also not allowed to bring in food other than their packed lunch, 
if they have opted to do so at the beginning of term. Packed lunches must 
only be consumed at lunchtime. No snacks, sweets, fizzy drinks or 
nuts/products containing nuts are allowed. 
 
Make-up and other cosmetics, aerosols and sprays must not be brought in 
and will be confiscated if seen.  Students may bring in roll-on deodorants, 
hand/body cream and clear lip balm. 

Forbidden substances such as vapes or drugs are strictly prohibited and the 
consequence of bringing these items into school would be a permanent 
exclusion or managed move to a different school. 

Students are not allowed to bring any sharp objects into the academy. 

Our zero tolerance policy on mobile phones is in place for several reasons 
and there are no exceptions to this rule.  The UK Department for Education 
now sets out strict guidance that mandates all schools in England to be 
mobile phone-free environments. The Principal possesses the legal authority 
to prohibit their use and have the right to search for and confiscate them if 
school rules are breached. Students carrying mobile phones or valuable 
items are at greater risk of muggings to and from school.  Mobile phones on 
site cause unnecessary disruption and distraction from students’ ability to 
focus on their studies.  They can cause GDPR breaches where other students 
or staff are photographed or filmed without their consent.  There is also an 
increased risk of cyber bullying if students bring phones into school.  

It is not an option for students to hand in their phone to reception at the 
beginning of the day.  With nearly 1000 students on site this would be a 
logistical impossibility.  It would lead to long queues and the academy could 
not be responsible for the safekeeping of such a large number of valuable 
items. Please understand that excessive screen time is harmful to your child’s 
development. 
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W 

Website 
In addition to our Parent and Pastoral days, you can find out about 
upcoming events and pay for trips or lunches on our website: 
www.shoreditch.cola.org.uk. On our website you will also find a range of up-
to-date information you and your child will need for life at City of London 
Academy, Shoreditch Park including: 
 

● curriculum information for every year group and subject 
● a news page including our academy newsletter 
● an up-to-date events calendar of term dates, Parent Days and 

exam timetables 
● guidance on how to use our online services 
● our contact information and a complete staff list 

Wellbeing and welfare 

In our commitment to support every student to have the best attendance 
possible, we follow a step-by-step pathway involving calls, emails, and 
home visits to ensure absent students are safe. A tailored approach is 
taken to address persistent absence, involving communication with 
parents and potential involvement of support services, all with a focus on 
ensuring the safety and well-being of absent students. (See website for 
details). If you have any concerns about attendance and punctuality 
please contact attendance@shoreditch.cola.org.uk. 

Please visit the academy website where you will find access to 
safeguarding specific information about how we can work together to 
support your child’s wellbeing. This also includes access to our 
anonymous reporting platform ‘Sharp’ where students can report any 
concerns if they are outside of school.  

Any concerns can also be reports via our anti-bullying email: 
antibullying@shoreditch.cola.org.uk 

If you are unable to get a satisfactory response by following the agreed 
procedures, please contact your child’s Achievement Team 
Leader/Head of Year or drop into Leadership Surgery during Period 1 
Tuesday – Friday.  

 
  

http://www.shoreditch.cola.org.uk/
mailto:attendance@shoreditch.cola.org.uk
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