Wilberforce House
Hints and Tips for New Pupils

Year 2010-2011
Welcome to Wilberforce!

This booklet is here to help answer some of the questions you might have before joining Wilberforce.

Who’s who?

HOUSEMISTRESS - Mrs Adrienne Cooper (ALC)
I am Head of Economics and Business Studies. I am married to Mr David Cooper (Director of Studies) and we have three boys: Jon and Matt who are 16 year old twins and Nick who is 15. We live in one wing of the house. 

ASSISTANT HOUSEMISTRESS – Miss Gill Barbour (GB)

Miss Barbour teaches physics and is also the school’s 3rd form coordinator. She is resident in the flat on the first floor in Wilberforce when she is on duty.  She is on duty one night during the week and alternate weekends. 
MATRON - Mrs Ellis
Mrs Ellis is married with two children Natasha and James. You will generally find her in the matron’s room from 8.15 am to 4.15 pm.  Matron’s room is a good stopping point to share your ups and downs. Matron is also post lady and you can pick up your post from your pigeon-hole each day. Matron is there to help you in any way she can, she even has supplies of tights and shoe polish!
MATRON’S ASSISTANT – Netty
Matron’s assistant is in Wilberforce each morning and covers for Matron when she is not here. 
HOUSE TUTORS
You will be allocated a tutor who will be responsible for your academic and social welfare.  She/He will be attached to Wilberforce and will probably do an evening duty each week in the house. Your tutor will see you during the tutor period which is on Mondays 4.45 – 5.45 pm and will attend the house assembly on Monday evening. The tutor team in Wilberforce consists of:
Miss Hickling (AH)

Miss Hickling teaches Textiles and Design Technology. 
Miss Swann (SES)
Miss Swann is the school librarian and tutors girls in the house and does an occasional evening duty.
Mrs Moyle (EEM)

Mrs Moyle is Head of English.
Mr McLellan (DFM)

Mr McLellan is Head of Modern Languages.

Mrs Bradley (EFB)
Mrs Bradley teachers English and Theatre Studies.
HOUSE PREFECTS
The Upper Sixth girls are House prefects and they help to run the House, making sure the duties are done and high standards are kept.
BUDDIES 

You will be allocated a buddy when you arrive. This is usually someone in the year above you who knows the ropes and will look out for you when you arrive. 
Communication
Telephone and email addresses
There is one public phone in the House which requires phone cards. The number is 01295 720129. Phone cards are available from our stationary shop. The telephone may be used outside lesson times but not during prep or after bed times. Please remind your parents and friends not to ring you during prep or after bed time.

Mrs Cooper’s telephone number is: 01295 724312 and email: alc@bloxhamschool.com
Matron’s telephone number in the locker room is 01295 724359 and email:ame@bloxhamschool.com
Assistant Housemistress flat telephone number is 01295 724378 and email: gtb@bloxhamschool.com
Tutor room telephone number is 01295 724389 (Tutors are in the House between 6.55 pm - 10.30 pm on their duty nights).

Miss Swann’s email: ses@bloxhamschool.com
Miss Hickling’s email: ah@bloxhamschool.com
Mrs Moyle’s email: eem@bloxhamschool.com
Mr McLellan’s email: dfm@bloxhamschool.com
Mrs Bradley’s email: efb@bloxhamschool.com
House postal address

Wilberforce House

Bloxham School

Bloxham 

Nr Banbury

OXON

OX15 4PE

House assembly
House Assembly is on Mondays at 5.45 – 6.00 pm. 
House dining-in nights
Once per term the whole house eats together after house communion. This event is held in the evening from 5.40 – 8 pm and all girls are expected to attend. If getting home afterwards is a problem then day boarders are welcome to stay the night in Wilberforce.
Academic assessment and Reports

Please see appendix for details of our reporting system.  If you or your parents have any concerns about your studies you should speak to your tutor in the first instance. 
Contacting Mrs Cooper

During the school day

Roll calls – see me at 8.25 am, 1.45 pm or 6.55 pm
During Lessons / Break/ Lunch

Find me in school:

Business Studies department
Common Room

Staff Dinning Room
After lessons before the tutor arrives

Find me in my House:

Knock or ring the door bell to my study.

If it is an emergency ring the door bell twice.

If there is no answer, write a note on the pad on my door or call my mobile if it is urgent 07901 914183.

Alternatively see if Matron or the House Captain can help.
In the evening (7 – 10.30 pm)

See if the House Captain or the tutor can help.

If not then ring my door bell.

If it is an emergency ring the door bell twice.

During the night
If you are feeling unwell then ring my door bell. If Miss Barbour is on duty through the night then go to her first.
Daily Routine 

Day boarders can arrive in the House from 7.30 am onwards. All girls register with Mrs Cooper at 8.25 am in the Common Room. If you are ill and not coming to school your parents need to phone or email Mrs Cooper before 8.25 am. Day boarders also register every lunchtime at 1.45 pm at the top of the stairs. We also have an evening roll call at 6.55 pm in the Common Room. These registrations and roll calls are very important as they allow Mrs Cooper or the duty tutor to pass on any information. If you are going to miss roll call you must let Mrs Cooper or the duty tutor know in advance.


7.30 am

First Bell


7.40 am

Second Bell


7.40 – 8.15 am

Breakfast


8.25 – 8.30 am

Registration


8.45 – 9.20 am

First period


9.25 – 10.00 am
Second Period


10.05 – 10.40 am
Third Period


10.40 – 11.10 am
Break


11.10- 11.45 am

Fourth Period


11.50 - 12.25 pm
Fifth Period

12.30 – 1.05 pm 
Sixth Period

12.55 pm

Lower School Lunch (+ Upper Sixth PS)


1.05 pm 

Upper School Lunch


1.45 pm


Registration for dayboarders


2.00 - 2.35 pm

Seventh Period


2.40 - 3.15 pm

Eighth Period


6.00 pm

School Lock-up (pupils must be back on-site)

6.00 – 6.45 pm

Supper

7.00 - 9.00 pm

Prep (NOT SATURDAY)

9.00 – 10.00 pm
Social time 

10.00 pm

HOUSE LOCK-UP and roll call for boarders

10.30 pm

House Lock- Up for School Prefects

Prep

Prep runs between 7 – 9 pm Monday to Friday. There will always be a prefect and a member of staff on duty. You need to organise yourself so you can remain seated at your desk doing your prep. During Prep you may go to work in the Library, but you must have permission from the Duty Prefect. At all times the Library should be a place where it is possible to work undisturbed by noise.  

There is no prep on Saturday or Sunday but on Sunday there is a quiet hour from 7-8 pm when girls tidy their rooms and tidy up the social areas in the House.

Important everyday things

Signing in and out

This soon becomes second nature, but it is really important. Any girls visiting Banbury or going home for riding lessons etc as well as all day girls when they go home at night, must remember to sign in and out.  Prep starts at 6.55 pm and after this time every time you leave the House you write the time you left, where you are going and the time you get back.  Signing in and out is the only way we can check who is in the House if we have a fire alarm. The signing in sheet is kept by the front door. 

Fire

Before spending a night in the boarding house you must familiarise yourself with the nearest fire exit and ensure you know where to congregate.  You must treat each alarm as an emergency; never assume it is just a drill. We assemble outside Wilberforce in front of Seymour standing in lines according to year groups.
Security

You each have a lockable space in your room so please use it to keep your valuables safe. Don’t leave money lying around. Any large amounts of money can be left securely in Mrs Cooper’s study.  You will enter the House using a digilock system. Only let people into the House that you know; remember this is your home. 

If you are feeling unwell or have an accident
There is a first aid box in the tutor room and in Mrs Cooper’s study. The tutor on duty can administer plasters and paracetamol. If you need to see Sister then the surgery is open before school, at lunchtime and after tea. The Doctor visits the school on Tuesdays and Fridays. If you are taking prescribed medication you need to inform Mrs Cooper and you must keep it locked away.

Visiting other houses 
You may visit other Houses but must make sure that you know when and where you are allowed access as this differs from House to House. Generally girls are only allowed access to the ground floor of Boys’ Houses.  In Wilberforce, boys are only allowed into the Common Room and only sixth form boys are allowed into the sixth form Common Room.  Boys are allowed into the House from 9 pm – 10 pm. They are not allowed into the House on Sundays until after brunch. No boy may enter a girl’s room. 

Shopping at the village stores
Sixth formers are allowed to visit the local shops at break time, lunchtime and from 3.15 pm onwards. 5th formers can visit the local shops at lunchtime and from 3.15 pm onwards. 3rd and 4th formers are only allowed to visit the local shops from 3.15 pm onwards. You must walk there via the swimming pool gate.

Visiting Banbury

Pupils may visit Banbury once a week after games on a Wednesday or Saturday.  They must have permission from either Mrs Cooper or Miss Barbour and must be back in school by 6 pm. You must not go alone and you must seek permission first. The school provides a mini-bus service on Wednesday afternoons to take pupils to and from Banbury.
Lock up!

School lock up is at 6 pm. This means that all students must remain within the school grounds from this time, unless you are visiting the Co-op shop. You can visit the Co-op until 6.45 pm.  In the evenings from 9 pm the third form are allowed out of the House until 9.45 pm with the other years allowed out until 10 pm. School prefects are allowed out until 10.30 pm. 

Living in Wilberforce

Laundry/Locker Room Hours
Monday - Friday 8.15 am – 4.15 pm

Saturday 8.15 am - 9.15 am

Dirty clothes go to the school laundry on Tuesdays. They must be taken to the Locker Room in a laundry bag before Matron leaves on Monday at 4.15 pm. Please allow two days for its return to your pigeon hole in Matron’s Room. You may want to wash some of your own delicate clothes; you have access to the washers in the drying room after 4.15 pm each day but please make sure the machines are clear by 8.15 am. If you want dry cleaning done (at an extra charge) please give it to Matron who can organise this.
Duties
All girls in all the year groups have to help with duties in the House, so please make sure you are aware of your duties by looking at the notice board and listening out at roll call. There are rotas for collecting the bread, milk and newspapers as well as keeping the kitchens tidy. All girls need to empty their bins every day and keep their rooms tidy.

Cleaning

It is everyone’s responsibility to keep the House clean and tidy. To make the cleaners’ job easier please tidy your rooms before they are cleaned, making sure all surfaces are clear. Room checks happen twice per week at 7 pm and girls that do not keep a tidy room may be gated at 9 pm or be put on a room tidy card.

Bedding

We encourage all girls to bring in a pillowcase, duvet and duvet cover and lots of posters and pictures to make their room feel like a second home. Day boarders in the 3rd form all have beds and are welcome to stay on any night to try out boarding. All pupils are welcome to stay if they have a school commitment which involves a late night.
Bed Times
3rd Form: 
To study 9.45 pm 
Lights out: 10.00 pm

4th Form: 
To study 10.00 pm 
Lights out: 10.15 pm

5th Form: 
To study 10.15 pm 
Lights out: 10.30 pm

L6th Form: 
To study 10.30 pm 


U6th Form: 
To study 10.30 pm 

Mobile phones
Mobile phones are permitted but must not be taken into lessons or used during prep or at bedtime. 
Music

You may bring your own stereo system but please be considerate when using your sound system. Music should not be heard outside your rooms.

Computers

3rd formers can use the computers in the TV room or in the library during prep. All pupils in the 4th form and above are provided with a school laptop with internet and email access.
House Bank

I can look after and distribute your pocket money. It is easiest if your parents give me cash but if your parents want to give me a cheque it needs to be made payable to Wilberforce House. 

Food

Bread, margarine, jam, honey, cheese, pasta, tea, coffee, sugar, milk and fruit are provided for you in the boarding house.  Please make use of the fridges to store your own food but resist the temptation to sample the food of others! We have a microwave and hot plates in the House, but please bring your own named pans, mug, plate, bowl and cutlery.
Tuck Shop

The House has a tuck shop; opening times are 9 pm - 10 pm weekdays and at roll call times on weekends.

Needing to miss lessons
If you need to miss lessons, chapel or any games commitments due to family reasons eg weddings, parties etc then you need to obtain permission from the Headmaster. An email to headmaster@bloxhamschool.com is the easiest way to get in touch and get the necessary permission.
Weekend Leave and Sunday Leave

We have an ‘Event Weekend’ on the first weekend in the Michaelmas term. Boarders will be expected to remain in school that weekend and various activities and events will be organised. 
Weekend leaves can be taken on all the other weekends. Such leaves are from 4.00 pm on Saturday until 9pm on Sunday (or 8.25 am on Monday) and are subject to the girl having no other school commitments during that time. 
Boarders can if they wish board on Saturday night and then take Sunday leave to go home, go out for Sunday lunch with parents or visit Banbury or Oxford.  Girls must return by 9 pm Sunday evening. 

In both cases of Sunday and Weekend leaves, permission will only be granted if Mrs Cooper is given written, email or telephone confirmation by parents. (It is best to e-mail me as I check my email two or three times a day during term time.) email:  alc@bloxhamschool.com 
If you are not going to your own home on your leave, Mrs Cooper also needs to have contact with the adult who is taking responsibility for you that weekend.

If you leave a message on Mrs Cooper’s answer-phone it is safe to assume that the request is fine – if it isn’t I will get back to you. 
The Aims of Wilberforce House

1.
To provide a warm and friendly environment where the girls feel secure and happy.
2.
To provide an environment that enables and encourages the girls to develop their talents to the full – both academic and non-academic.

3.
To encourage girls to have respect for each other, for each other’s property and for the community in which they live – House, School and beyond.

4.
To offer advice and support throughout each girl’s time in the House through the tutorial system by encouraging good communication between adults, senior and junior girls.

5.
To develop and operate a system of rules and regulations so that the girls are aware of their responsibilities both to themselves and to others within the house and the wider community.

6.
To encourage links between the parents and the House, particularly on matters concerning the girl’s progress and welfare.

7.
To develop smart, confident, caring and sociable young women who will feel at ease in all manner of company.
Punishments - all punishments are responsibly administered and controlled. Punishments will only be given out by the Housemistress, Assistant Housemistress, tutors and Matron.

Misdemeanour




Typical punishment

	1
	Up late/to bed late
	Early bed or breakfast report card

	2
	Misbehaviour in dorm
	Early bed 

	3
	Unacceptable dress
	Confiscation

	4
	Untidiness in study - dorm/dayroom litter etc.
	Clean up/house gate

	5
	Not signing out/in
	House gate in evening

	6
	Bad language/cheek
	Worksheet

	7
	Failure to do duty
	Extra duty 

	8
	Excessive noise/stereo
	Warnings/confiscation

	9
	Smoking
	Sent to Housemaster/mistress

	10
	Drinking
	Sent to Housemaster/mistress

	11
	Breaking School bounds
	Sent to Housemaster/mistress

	12
	Misuse of facilities e.g. TV/Games Room
	Banning (inform Housemaster/mistress)


NB
Items confiscated must always be handed in to Housemaster/mistress.

Advice from the girls in the house

· be open and try to be yourself

· remember everyone was new once so they know how you feel

· don’t get involved with boys in the first couple of weeks

· be positive about starting school

· get involved with as many activities as possible

· keep secrets to yourself

· don’t spread gossip

· we live in a community so respect is essential

· if you have any problems Mrs Cooper and Matron are always around and are good listeners

· Mrs Cooper and the tutors are always looking out for you and have your best interests at heart

· Good organisation and keeping a tidy room always helps

· A good night’s sleep is essential as your are always busy in the day 

School rules and regulations

Uniform

School uniform is worn during the day until after supper.  Girls can wear a pair of stud earrings (1 in each lobe – no other body piercing is allowed), a crucifix and a signet ring. Hair and makeup should look natural. Girls below the sixth form must tie up long hair.
Cars

No pupil may drive a motor vehicle nor be driven by any person under the age of 25 unless: a written request is sent to the Headmaster by parents requesting permission for specific drivers, and written agreement has been given by the Headmaster.

Driving Lessons

Driving lessons may be arranged by members of the Sixth Form once they have reached the legal age. Parents must ask the Housemistress first and permission must have been received before arrangements may be made. Such arrangements must not conflict with school commitments.
Study safety rules
Standard electrical installations and fittings are not to be interfered with.

All electrical equipment to be earth wired or double insulated. All electrical equipment has to be PAT tested before use.
Personal lamp fittings to be properly supported clear of furnishings and fitted with 40w/60w bulb and 3 amp fuse.

All lights to be switched off when room is vacated.

No electric heaters, toasters or similar equipment.

No adaptors (multi-block leads only).

No plug to be double wired.

No cables under carpet or bedding.

No home-made electrical equipment or temporary electrical connections.

Posters on pin-boards only.

No ceiling or wall hangings.
Equal Opportunities TC  "Equal Opportunity" \l 2 
The school seeks to provide equal opportunities for all its pupils and staff regardless of culture, gender, disability, ethnic origin or class. Staff and pupils are expected to treat each other with respect as individuals, and racist and sexist remarks will not be tolerated. The school seeks to dispel the development of stereotype images of other groups, faiths and cultures.

Bullying TC  "Bullying" \l 2 
By “bullying” is understood the deliberate causing of pain, discomfort or unpleasantness, physically or verbally, to other people. Staff and pupils are expected not to engage in bullying behaviour, to resist bullying behaviour when witnessed in others, and to make it clear that bullying is not tolerated within the school. Such behaviour will include physical bullying, any remarks or other forms of intolerance based upon anyone’s race, gender, appearance, disability or other personal characteristic, and unreasonable refusal to communicate with other people. Such behaviour will be dealt with immediately and with appropriate severity.
I think that is it! Anything I have forgotten or is unclear, please ask.
Good luck and enjoy Wilberforce!
Finally a note from the 3rd form coordinator
Welcome to Bloxham 3rd form! My job is to make sure that every one of you has a chance to get involved in the activities you find interesting and to offer you some new experiences. The activities programme we have here is extensive and most people can find several things that they enjoying doing in their time outside lessons. However, your interests may be a little different to the activities already offered and if that is the case, I want to hear from you! In order to keep up with the extra-curricular programme you would like, there will be a 3rd from committee with representatives from all houses to bring forward suggestions that will keep you all happy and busy. The committee will also be responsible for producing a termly 3rd form newsletter to showcase the variety of achievements of what promises to be an active and talented year group!

As part of the activities programme, everyone will take part in a carousel of outdoor skills training in preparation for the 3rd form camp and possible future participation in CCF and/or Duke of Edinburgh Award scheme. Everyone will therefore have the chance to learn some first aid, camp craft and some basic outdoor skills as well as participating in the myriad of other activities available. 

Your academic work is obviously your biggest priority during your time at Bloxham and we want you to feel at home here so that you can give your best in lessons. For that reason, there will be regular year group socials to give you even more opportunity to develop your friendships outside your house groups. 

The ethos of Bloxham is very much that of a close, boarding community. Whether you are a boarder or a day pupil, you will be offered the same opportunities to get involved in the life of the school. As a result, day pupils are encouraged as much as possible to stay beyond 6pm and to try boarding to see if it suits you. There will be times when a school commitment takes place in the evening, so please expect that there will be occasions when you will either have to stay until 9pm or even board. Many 3rd form day pupils choose to board one night each week in order to see their tutors or to ensure that they do not miss out on ‘quadding’ (social time from 9-9.45pm) regularly with their year group. I would encourage you to speak to your House Master/Mistress about your boarding options to allow you to feel as involved as possible in the 3rd form community.

I very much look forward to working with all of you and getting to know your individual interests and talents. If you have any questions or suggestions, please do not hesitate to get in touch by email at gtb@bloxhamschool.com. 

GTB
Girls' uniform in the Sixth Form:  
 

 Suit: a jacket and plain skirt of between knee and calf length of the same material
 Blouses: may be light, striped or checked  

 V necked jumper or cardigan   
 Plain tights  
 Shoes: Low heeled (2 inch max) or flat black polishable shoes  
   

Suits

It has been noted that the girls have not been as smart as the boys over the last few years due to the interpretation of what is meant as a suit.  Therefore I thought it would be useful to offer you some guidelines:
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The suit above is from Marks and Spencers and is an example of what we expect.

· A suit jacket and skirt should be made of the same material and the same colour. It should be formal or tailored.

· The material is key to a suits’ durability.  A machine washable suit is hard wearing and remains smart. Canvas jackets and skirts are not acceptable dress.

Shoes

Please note that shoes must not be higher than 2 inches and must be polishable.  Ballet pumps have become very fashionable of late but offer little support and tend to appear scruffy within a short period of time.



 

The shoe above is a suitable height and style.

Appendix

Academic assessment and tracking – CHALLENGE GRADES
Pupils’ academic progress will be tracked via a system of ‘Challenge grades’.  At the beginning of each academic year, each pupil will be set a Challenge grade in each of their subjects.  The grades set will be ambitious but realistic and achievable provided they work hard; the grades are calculated on the basis of performance in national benchmarking tests  which predict future academic performance.  In First to Fifth forms the grades will relate to GCSE grades and in the Sixth Form they will relate to A level grades.
Thereafter, pupils’ work will be assessed throughout the year at regular intervals in relation to these challenge grades.  These assessments will take place in assessment weeks which will be published in the school calendar.  In each subject pupils will be assessed in relation to the challenge grade and a score from +2 to -2 is awarded.  This score is called the performance indicator. 
A performance indicator of +2 means that the pupil’s performance is at a very high standard for them and that they seem to be on course for achieving two grades higher than their challenge grade.  This performance indicator will only ever be awarded in exceptional circumstances and will almost certainly result in the challenge grade being amended.
A performance indicator of +1 means that the member of staff feels the pupil's performance is at a high standard for them and that they may well be on course for a higher grade than the challenge grade set. Several of these in succession may mean the challenge grade needs to be raised. (Unless it's an A* already!)  Performance indicators of +1 are awarded rarely. 
‘On’ target means that the pupil is doing very well and is on course to attain his or her challenge grade providing that they maintain their current level of effort. It is what most pupils should hope for. 
A performance indicator of -1 means that the pupil is currently performing at a level which would indicate they are likely to fall short of their challenge grade.
A performance indicator of -2 means the pupil is significantly underperforming, and at this point teachers and tutors will be working to put things right. A series of these may also mean that the challenge grade is too high and may need to be lowered.
The assessment will also include comments from subject teachers telling the pupils exactly what they need to do to improve.

Each pupil will be seen by their tutor who will then send an email to parents giving them an Internet address and access code where they can log in and see the assessment for themselves. Parents should expect to get this email from the tutor in the week immediately following an assessment week – this is so the tutor can have time to go through the challenge grade review with your child.
Where necessary, challenge grades may be altered by discussion between the teacher, Head of Department and Director of Studies.

As the access codes for all of these assessments are communicated via email it is absolutely essential that the school is kept informed of your current email address.  Please email any changes to Maria Hill (mah@bloxhamschool.com).
End of Term Reports
Challenge grade assessments replace the end-of-term reports in two of the three terms, and parents will receive a slighter longer report once per year.  This will be at the end of the Lent term for pupils in the Second, Fifth and Upper Sixth Forms, and at the end of the Summer term for those pupils in the First, Third, Fourth and Lower Sixth Forms.   The Fifth and upper Sixth forms will receive a letter from their Housemaster/mistress in place of their reports in the Summer term. 
