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1. INTRODUCTION 
 
This handbook has been written to help new students and staff familiarise themselves with Archers 
Lodge, the boarding house at Sherfield School. It provides information on how the house is run, and 
should be referred to regularly.  
 
The Prefects, fellow pupils, Tutors, Houseparent and Housemaster will be only too happy to help you 
with any queries you may have, so please do not hesitate to approach them at any time. 
 
 

2. THE HOUSE TEAM 

 
                                              Ms O Wright                          Head of Boarding 
  Living Onsite                                   Mr F Macmillan  Housemaster (AL) 
(In AL or onsite)         Mr K Jones    Resident Tutor (AL) 
                                                            (Ms E Sentance-Davis Houseparent–in House opposite AL) 
                                                            Ms V Briggs                           Resident Tutor (AL) 
                                                            Mr G Thompson                    Tutor (Onsite) 
                                                            Mr G de Cillis                         Tutor (AL) 
                                                            Mr J Parnham                         Tutor (AL) 
                                                            Mr L Mason                            Tutor (Onsite) 
                                                            Mr M Reynolds                      Tutor (Onsite) 
                                                            Mr O Parlagreco                     Tutor (AL) 
                                                            Mr S Al-Khamiri                     Tutor (Onsite) 
 
The house is also lucky to have a dedicated team of on-site tutors. Two of these tutors will be 
designated for duties on a nightly and daily basis. Each year-group within the house is also assigned an 
academic tutor who will meet his/her group for ‘Tutor Time’ at 8.25am each day. 
 
Domestic Staff 
Our domestic team: Becki Drake and Anne-Marie Standcombe are responsible for looking after the 
domestic side of the house and if you have any questions about washing, clothes, cleaning etc., they are 
the people to see.  
 
NB:  Please remember that our cleaning ladies are an important part of the house too, and you must 
always do everything you can to help them – offering to help carry things, keeping your rooms tidy, 
chatting to them etc.  As a boarder you must always make your bed before you go to Breakfast Roll Call!  
 
 

3. CONTACT DETAILS 
 
Mr Macmillan’s email is f.macmillan@sherfieldschool.co.uk.  
His mobile phone number is + 44 7976847793.  
 
Mobile Phone Policy   
Pupils are allowed to have mobile telephones.  They may be used only within the house and NOT 
during lesson or prep times.  They must be switched off during the day from 0830hrs until 
1800hrs.  Phones that are used at the wrong time may be confiscated.  The contracts, bills and 
insurance against loss or damage are the responsibility of the pupils and/or their parents.  The School 
can accept no responsibility for the theft of mobile phones both in School and travel to and from 
School.  Younger boarders’ mobiles are collected during prep and each night, and kept safely in the 
house office, to prevent late night usage and soaring bills!  Sixth Form pupils are allowed to keep their 

mailto:f.macmillan@sherfieldschool.co.uk
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phones overnight but shouldn’t be on them after bedtime. You must give your mobile number to 
your Housemaster/Houseparent and remember to notify him or her if it has changed. 
 
If your address, or telephone number, mobile number, or any other personal details change, it is 
important that you inform your Housemaster or Houseparent and the Headmaster’s Office 
immediately. Preferably this should be done in writing. 
 

4. PREFECTS 
 
Archers Lodge has a Head of House and Prefect body.  These are senior students who are responsible 
for looking after the welfare of the pupils in the boarding house.  There are two kinds of Prefect in 
school: 
 

 School Prefects: These are appointed by the Headmaster and have overall responsibility in the 
School as a whole. 

 House Prefects: These are appointed by the Housemaster/Houseparent after consultation 
with their Tutors, and their main responsibility lies within the boarding house. 

 
Those who are Prefects have earned their position through their overall contribution to the House and 
the School.  Being a Prefect is not always easy so, if you ever feel that you have been unfairly treated, 
do not argue, but you may go to the Housemaster, or to any of the tutors, to explain what the problem 
is.  We all make mistakes and everything will be done to make sure that people are treated fairly and 
that mistakes are remedied. 
 
 

5. HOUSE PREFECT JOB DESCRIPTION 
 
House Prefects will be expected to carry out the following tasks: 
 

 To act as role models for younger pupils in terms of appearance, behaviour, attitude to work 
and being involved in activities. 

 

 To act as helpers/mentors for the ‘Buddy’ system (see below) and to help new or unhappy 
members of the House to settle in or to let them know that there is someone they can talk to. 

 

 Prefects will help the members of staff on duty with tasks, as requested, such as reminding 
pupils of routine tasks, i.e. getting up on time, tidiness of rooms, handing in laundry, or assisting 
at bedtimes. 

 

 To assist in the smooth running of the house by allocating extra tasks, in liaison with the 
member of staff on duty, when pupils do not cooperate. 

 

 Prefects will NOT issue punishments but will report any rudeness, misbehaviour or 
disobedience to a member of staff or to the Housemaster. 

 

 To help as required with House activities and events such as inter-house competitions, parties, 
socials, house trips and formal school-wide functions. 

 

 To pass on to house staff any concerns, requests or opinions which they may have, or which 
they may have discussed with other pupils. This would also include any worries about unhappy 
students or possible dangerous behaviour or situations. 
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 The Head of House will call regular meetings with other House Prefects to discuss House 
issues. 

 
 

6. BUDDY SYSTEM 
 
When new pupils start at Sherfield School they are allocated a reliable and friendly ‘buddy’ within the 
House, who will look after them during their first few weeks at the school. We are all here to help you 
feel at home as quickly as possible – just ask! 
 

7. THE ARCHERS LODGE BOARDING HOUSE ETHOS 
 
We expect all pupils to be polite, courteous and respectful as well as helpful towards their peers and 
adults in the House. Our aim is to create an atmosphere of tolerance, openness and trust.  We 
endeavour to develop pupils’ responsibility for self, for others and for their environment, as well as to 
develop qualities of leadership and the ability to work as part of a team. 
 
 

8. BOARDING HOUSE PRINCIPLES 
 
The aim of the Boarding House system is to: 
 

 Develop the whole person, while still promoting the idea of individual excellence and success, 
instilling both a desire for truth and respect for others; 

 

 Produce an open and trusting ethos in which each boarder feels able to approach any other 
member of the community (staff or pupil) confident in the knowledge that he/she will be 
treated and respected as an individual; 

 

 Create an atmosphere of tolerance, openness and trust in which teasing, harassment and 
bullying would find great difficulty in developing; 

 

 Provide the conditions for boarders to develop their intellectual talents through well-structured 
prep conditions, participation in activities and in an atmosphere which values effort; 

 

 Provide a range of activities, hobbies and opportunities related to age and maturity that will 
assist in the personal, moral, social and cultural development of each boarder; 

 

 Safeguard and promote the welfare of each boarder by providing an environment that is free 
from hazards and dangers of any sort, and to ensure a safe and healthy lifestyle; 

 

 Provide accommodation that is comfortable and suited to the needs of boarders, according to 
age and maturity, and which provides reasonable levels of privacy; 

 

 Develop boarders’ responsibility for self, for others and for their environment; 
 

 Develop boarders’ qualities of leadership at all possible levels, and the ability to work as part of 
a team; 

 

 Provide suitable conditions for boarders to feel able to turn to members of staff to share the 
good things in their lives as well as being able to turn to them for advice, counselling and 
support during times of difficulty; 
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 Introduce new members of the community with kindness and sensitivity to the daily routines 
and values of the school; 

 

 Create an atmosphere where boarders and adults, as well as working together, can relax together 
and enjoy the benefits of community life, and can thrive in all they undertake. 
 

 

9. Daily Routine – Monday to Friday 
 
The routines that our boarders adhere to vary slightly within different age brackets and 
the timings for weekdays are as follows: 
 

07:15 – Wake up 
07:35 – Roll Call in the downstairs common room (any short notices to be given out at this time) 
07:45 – Breakfast in the dining hall (Uniform compulsory on week days) 
08:25 – Tutor registration and the start of the school day 
10:20 – 25 minute break 
12:05 – Lunch time for years 5-8 
12:45 – Lunch time for years 9-13 
13:20 – End of lunch for years 5-8 
14:25 – End of lunch for years 9-13 
14:40 – 25 minute break for years 5-8 
16:25 – Afternoon registration 
16:45 – Afterschool clubs begin 
17:45 – Afterschool clubs finish 
18:00 – Dinner in the dining hall (Casual clothes allowed) 
18.30 – Roll Call in the Boys’ Common Room and Prep begins for years 5-9 
19.30 – Prep finishes for years 5-9 
22.00 – Prep finishes for years 10-13  
  
Bedtimes routines will finish in time for Lights Out once boarders have showered and brushed 
their teeth. Reading is strongly encouraged within the house and it is expected that every student 
should be in their rooms 30 minutes before lights out relaxing with their reading book.   
 
21:00 – Years 5 and 6 
21:30 – Years 7, 8 and 9 
22:00 – Years 10 and 11 
22:30 – Year 12 
23:00 – Year 13 
 
Lights Out is the time at which main lights are to be switched off, though it is ok to sleep with a 
night light.  All electronic devices are not to be used during Lights Out. 
 
 

10. Weekends 
 
The weekend routine can vary from week to week depending on the activities that are organised 
by the Boarding Team. 
 
On Friday evenings, the Boarding House Prefects take it in turns to organise a competitive activity 
between their respective teams in the Sports Hall.  Although these are competitive they are mostly 
a chance for the boarders to enjoy some productive time together and to have some fun on a Friday 
evening. 
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Throughout the year, the boarders will go on regular Saturday trips which include leisure activities 
like Go-Karting and Theme Park trips as well as cultural and educational trips to places like the 

Natural History Museum and The London Eye, around which they will have breakfast, lunch 
and dinner. The Boarding House Team organises these in liaison with administrative staff. 
 
USUAL WEEKEND ROUTINE 
 
SATURDAY 
Unless there is a special event flagged up in the termly calendar. Times can also be earlier on a 
particular trip. 
 
0930  Breakfast & Roll Call – COMPULSORY 
1000  Sorting of Activities – COMPULSORY  
1300  Lunch (if in school) then afternoon Activities 
1800  Roll Call (Common Room) 
1830  Supper 
2100  Y9, 10 & 11 School Grounds 
  Y12 & 13 either School Grounds 
2130  Yr 7, 8 & 9 Back in House 
2200  Yr 10 & 11 Back in House 
2200  Yr 12 & 13  Back in House 

 
SATURDAY BED TIMES ARE USUAL +1 HOUR 

THIS IS A PRIVILEGE NOT A RIGHT! 
 
 
SUNDAY  
 
1050  Roll Call 
1100  Brunch 
  Free Time – sign out in the book, permission needed from the Housemaster 
  or Houseparent to be out of school.  
  Students should all be back in School by supper. 
1800  Supper 
1850  Roll Call.   Rooms will be checked by duty staff on Sunday evening and it 
  is an expectation that students should be well prepared, smart and  
  organised for the week ahead. 
2100  Free time until 9.30pm 
  Usual bedtimes / Lights Out 
 
On a Sunday the boarders have use of all school facilities and take part in regular team games and 
teambuilding activities around which they have brunch and dinner. Although the majority of 
activities take place on the Saturday the Boarding Team do promote organised trips on Sundays in 
liaison with the administrative staff in order to promote the student experience. 
 

 
11. LIGHTS OUT 
 
This is the time when students MUST be in their beds and ready to sleep.  It means that you have 
already washed and changed.  If you are late for bed, you may have to go to bed earlier in the future or 
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get up early the next morning.  After Lights Out you must go to sleep and not play music or use 
computers! 
 
 

12. DUTIES 
 
Students regularly have to carry out various routine duties like the, register or kitchen duties and some 
happen from time to time like helping to set up for whole school events.  Please do your duties on time 
and willingly.  We all help each other in the House and if someone does not pull their weight, it causes 
problems for others, and is also inconsiderate. 
 
 

13. FLEX-BOARDERS 
 
Flexi-Boarders are always welcome in the House.  They are expected to play a full part in the House 
and are treated as full members of the House. They are also actively encouraged to participate in 
weekend trips and activities.  
 
There are inevitably one or two things that apply to them only: 
 

 If parents want their child to stay in school overnight – e.g. because you are coming back very 
late from a theatre trip to London, you are very welcome, but please give at least 48 hours’ notice 
by emailing your request through to the school reception.  There is a small charge for bed & 
breakfast!  Your request will normally be accepted provided the school has enough notice and 
there are available beds. 

 

 The normal end to the day is 1745hrs, you should come to the House at this time to be given 
your allocated room. 

 

 Bookings should be made through Reception at info@sherfieldschool.co.uk. There is a form 
(medical and contact) to complete and payment is made by bank transfer, cash or cheque. Payment 
must be made in advance of the overnight stay. 

 
 

14. SIGNING IN AND OUT 
 
There are signing in/out boards by the door of Archers Lodge. It is vital that we know where pupils 
are at all times!  If pupils forget to sign in or out or they will receive an appropriate sanction. 
 
 

15. ROOMS AND PRIVACY 

 
Archers Lodge is a co-educational boarding house, with some of the boarding accommodation being 
shared (single-sex) rooms. Each room has an en-suite bathroom. The rooms also have their own 
lockable safe.    Each student has a pin-board so do bring pictures or posters to make your room 
feel more like home. 
 
The boys’ common room is on the ground floor. Girls are only permitted at weekends and the same is 
true of the girls’ common room. As far as our possessions are concerned, we should be able to leave 
our possessions and come back later and find that they are untouched. Should you want to borrow 
something, you must ask the person and then when you return it, you must give it back personally.  
It is not good enough to say, “I left it in his room.” While you have borrowed the article, you are 
totally responsible for it. 
 

mailto:info@sherfieldschool.co.uk


 9 

 
 
 

16. SECURITY 
 
In order to safeguard our pupils, to improve security and to minimise losses we have the following:- 
 

 Coded locks on entrances.  The external doors must be kept shut at all times and the codes 
must not be revealed to people outside the House.  The code is changed from time to time. 

 

 The house is shut down during the school day and pupils are expected to organise what 
they need for the day before 8.25 registration. 

 

 Marking of Property.   All pupils should make sure that their property is marked with their 
names or other identifiable mark.   

 

 Office Safe. Archers Lodge has a safe to store passports and pocket money and this may be 
withdrawn as needed. We strongly advise all pupils to hand in passports and money for 
safe-keeping and cannot accept responsibility for their loss if not handed in. 

 

 Strangers.  If, by any chance, you come across someone in the House or School whom you do 
not recognise or feel should not be there, ask them politely if you can help them and then make 
sure that you tell a member of staff immediately.   

 

 Alarm. Archers Lodge is alarmed, and has fire exits. The assembly point is the House car park. 
 

 Overnight.   It is the final responsibility of the member of staff on duty to make sure that the 
house is properly shut down at night and that the front door is secured. 

 
For further information please refer to the school Safeguarding Policy and Supervision policy on the school 
website: sherfieldschool.co.uk/Further Info/Policies. 
 
 

17. HOUSE FUNDS 
 
There is a budget within the House for items such as TVs and cooking equipment. These are spent for 
the benefit of the House. Normal ‘wear and tear’ will be included in these, however, if any damage is 
caused by students they are liable to be billed for it.  

 
 
18. POCKET MONEY AND BANK ACCOUNTS 
 

Pupils may have bank accounts with parental consent. A meeting with a representative from a bank is 
organised for this purpose.  It is vital that you only keep small sums of money on you for your daily 
needs.  It is for this reason that we do “House Business” daily.  You have no reason to keep large sums 
of money on you, and although we have had a good record as far as thefts are concerned, leaving 
money or passports in rooms is not sensible! 
 
 

19. HOUSE BUSINESS 
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Each day the Housemaster/Houseparent will do “House Business” at the 6.45pm evening roll call.  
This is the opportunity for you to collect money, hand in passports and tickets, ask for permission to 
go to town or for weekend leave, or simply to discuss any matters that may seem important to you. 
 

 
20. LEAVE 
 
There are two main kinds of ‘Leave’, i.e. permission to go somewhere. 
 

 Weekend or Sunday Leave.   This is where you want to go out for the weekend or for Sunday 
with a Parent, Guardian or some other responsible adult.  You MUST ask for permission to go 
out by the THURSDAY at the latest.  We must also have an email, letter or phone call from 
your Parents or Guardian so that we know they approve.  If you have been invited out by the 
Parent/Guardian of another pupil, then we must also have a letter from them, before permission 
is granted. 

 

 Evening Leave.   After Prep on certain days, older students may obtain permission from the 
staff member on duty to go to the village shop, or to go onto school grounds (sports hall etc). 

 
You must remember to sign in and out properly so that we know where you are! 
 
 

21. TRIPS AND EXCURSIONS 
 
Parental permission is always sought before pupils are allowed to go on trips and excursions. 
 

22. COOKING 
 
Many students enjoy cooking the odd meal from time to time. In the interests of health and hygiene all 
cooking is restricted to the fully equipped kitchens. Under no other circumstances are you allowed to 
use kettles, toasters or any other cooking implement in your rooms.  This is VERY IMPORTANT 
AND IS TO COMPLY WITH FIRE REGULATIONS.   
 

 
23. FIRE PRECAUTIONS AND PRACTICES 
 
These are very important.  Every pupil must read the following carefully:- 
 

 No matches, lighters or other smoking materials are allowed. 
 

 No electrical equipment may be used in rooms unless it has been checked and approved. 
 

 Every student must be aware of the different ways of leaving the building in the event of an 
emergency.  Each floor has two main methods of exit. 

 

 Each pupil must be aware of where fire extinguishers are located.  As a general rule, these should 
only be used by a member of staff. 

 

 UNDER NO CIRCUMSTANCES will any pupil touch or interfere with any fire extinguisher.  
To do so may put someone’s life at risk.  If you notice that a fire extinguisher is leaking or not in 
the correct position, you must tell a member of staff immediately. 
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 Nothing must be left in the corridors.  This is to ensure the general health and safety of everyone 
and a safe means of escape in the event of fire. 

 

 If you notice a problem with any electrical appliance or fitting anywhere, you must tell a member 
of staff immediately. 

 
There are regular fire practices.  If the fire alarm goes off, you must follow this procedure:- 
 
a. (After Lights Out) Put on shoes and a dressing gown. 
 
b. Leave the building by the nearest fire escape route. 
 
c. Do NOT run.   
 
d. Do NOT talk. 
 
e. As you leave your room make sure the person in the room next to you is fully awake and reacting 

to the alarm. 
 
f. Assemble at the Assembly Point in the Car Park. 
 
g. Wait quietly and answer your name when the person on duty calls it out. 
 
h. Only return to the building when told to do so by a member of staff. 
 
 

24. HEALTH AND HYGIENE 
 
Sherfield School has a Health Zone (medical room) experienced to deal with a range of problems.  
These do not have to be medical; the school nurse is happy to talk with you about any problems you 
may be having. The nurse is accessible to all pupils and is bound by confidentiality rules. An 
appointment can also be made with the school doctor. 
  
Health:    

 If you feel ill or have a medical problem, you must see Mr Macmillan before 0800hrs to be sent 
to the Health Zone.  If you feel ill during the day, you must try to get approval from Mr. 
Macmillan/Mrs. Sentence-Davis to go to the school nurse. 

 

 Medication.  Pupils are not allowed to keep medicines in their rooms without the 
permission of the nurse or Housemaster. This includes herbal medicines. 

 

 If you are taking any medicines which have not been given to you by the School nurse, you must 
show them first to the nurse. 

 
Hygiene: 
This is again something that is very important.  For health and social reasons it is vital that you make 
sure that you wash and shower regularly and that you change your sheets, duvets and clothes regularly.  
We recommend that you:- 
 

 Change your school shirts, underwear and socks daily 
 

 Change your sheets, pillowcases and duvet covers as soon as these are put in your room by the 
Laundry Assistant. 
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 Shower at least once a day and always immediately after you have played games or done PE   
 
 
 
 

25.  LAUNDRY 
 

Awash provide our external laundry collection and washing service operate the following schedule: 

Collections will be Monday and delivery back on Thursday, then collected Thursday and deliver 

back Monday. Clothing must be named! 
 
 

26. UNIFORM AND GAMES CLOTHES 

 
GAMES CLOTHING 
 

 Pupils should wear regulation Sherfield School sports clothing when playing games or 
 doing PE. 

 Pupils may also wear an optional black/white compression base layer and/or school waterproof. 

 Gum shields and shin pads must be worn during the football & hockey season (winter terms). 
 
 All clothing and shoes must be clearly marked with the pupil’s name. 
 
UNIFORM SHOP 
 
All school uniform can be purchased on arrival or in advance of arrival from Stevensons in 
Reading, or from their online store at: 
https://www.stevensons.co.uk/schools/sherfield-school-hook/253 
 
 

27. EQUIPMENT 

Parents are asked to ensure that pupils arrive with the following named equipment: 

a. A good quality dark coloured waterproof case, bag or satchel, so that books and equipment are 

protected. 

b. A draw string (shoe size) linen bag for Games. 

c. A cartridge pen. 

d. Pencils, rubber, colouring pencils (or felt tips). 

e. A 30cm ruler. 

The school will provide: 

a. A homework diary and all stationery. 

b. All text books necessary for the various subjects. 

 
All equipment must be clearly marked with the pupil’s name.  The school cannot accept any responsibility 
for damage or loss. 
 

28. SPORTS AND ACTIVITIES 
 

https://www.stevensons.co.uk/schools/sherfield-school-hook/253
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All pupils should take part in the School sports and activity programme. There are also sporting fixtures 
against other schools; the dates for these fixtures may be found in the termly calendar. In addition, a 
variety of extra-curricular activities are offered, at lunchtime and after school. 
 
There are also House Competitions, both sporting and non-sporting.  
 

29. PREP 
 
Prep is an important part of your academic work here and so anything that disturbs prep is considered 
to be a serious offence because it harms your chances of success and those of others.  For that reason 
the following rules apply: 
 

a) All pupils must be ready for prep before the evening Roll Call.   
 
b) Prep takes place in the Sixth Form Centre. 
 
c) Students may only work together with permission.  If those setting preps want you to work in a 

group, you must ask them for written permission to be handed to the boarding tutor on duty. 
 
d) You are allowed to play music during prep, but only with headphones. 
 
e) When prep time is over, you must remain quiet because of those who have not finished prep or 

wish to do more work.   
 

 

30. CO-EDUCATIONAL BOARDING 
 
a) Archers Lodge is proud to be a co-educational boarding house with boys situated on the 

ground floor, and girls on the first floor. 
b) Between Monday and Thursday boys and girls are not allowed in each other’s common rooms 

or floors. 
c) From Friday to Sunday they are allowed in each other’s Common Rooms but NOT in 

bedrooms.  
d) From Friday to Sunday, boys and girls must be on their own floors from 10pm and will be 

reprimanded if caught on another floor. 
e) Students must be fully clothed or, if in night time apparel, wear dressing gowns and slippers 

around the corridors. 
f) Staff will always knock for permission whilst doing their room checks. Students should be 

appropriately dressed in dressing gowns at this time. 

 
31. COMPUTERS 

 
More and more pupils have their own laptops and this raises some important points: 
 
a) You must make sure that your computer is fully covered by your School or Parents’ Insurance.  

NO computer may be brought into the school until it is fully covered. 
 
b) During Private Study and Prep time, computers may only be used for work purposes – essays, 

research, coursework etc.  If pupils are found playing games or using them for non-work 
purposes, the computers will be confiscated.  This would be a great shame. 

 
Please refer to the school’s ICT and E-Safety Policy for further information: 
sherfieldschool.co.uk/Further Info/Policies 
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32. MUSIC 
 
You may play music or listen to the radio at any time during the day, BUT before 0800hrs and after 
2200hrs and during Prep and Private Study periods this is not permitted. When you play your music 
have some consideration for those around you and remember that sound carries through open 
windows! 
 
 

33. PRIVATE STUDY 
 
Members of the Sixth Form may have Private Study periods and on rare occasions pupils below the 
Sixth Form may have one or two Private Study periods.  These are exactly what the words suggest – 
they are lessons when you study privately.  At present all sixth formers have supervised study in the 
Sixth Form Centre, but we may give permission for certain individuals to work in their own rooms later 
on in the year, during exam time, for example.   
 
This is an important time for independent study, research and learning.  You must keep to normal 
lesson times and you must not be in someone else’s room during a PS.  Walking around the house in 
the middle of a PS is not allowed!   
 
 

34. THE LIBRARY 
 
Pupils are welcome to use the School Library.  There is a wide range of books geared to all age groups 
in the school, and this includes newspapers and magazines, an extensive reference section, CD-ROMs, 
DVDs and large encyclopaedias.  Pupils will be trained to use the search facilities.  
 
 

35. SPEAKING ENGLISH 
 
We are very proud of the fact that we have pupils from many different countries and backgrounds. One 
of the reasons that overseas pupils are here is to improve their English and to experience an English 
education that will involve taking exams in English. It is therefore vital that every student speaks as 
much English as possible. Mixing in the House and taking part in lots of activities will really 
help. 

    
36. REPORTING  
 
Academic reports are sent regularly to parents and guardians.  An update on the Boarding House weekly 
activities will be emailed to parents each week.  
 
 

37. BULLYING 
 
Sherfield School does not tolerate bullying.  We have had very few cases and our aim is to have no 
cases.  Bullying can take many forms and sometimes people do not realise that what they are doing is in 
fact a form of bullying.  Just “having a bit of fun” by calling someone a name or hiding someone’s 
possessions can be bullying. Our boarding staff are particularly vigilant regarding relationships between 
boarders and the potential for peer abuse. Peer on peer abuse can take different forms: abuse is abuse 
and should never be tolerated or passed off as “banter” or “part of growing up”. 
There must be no bullying in any form - mental or physical.  If you see someone being bullied, stop the 
bully, say something to them or tell a senior pupil.  If you think you are being bullied, tell someone.  
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There are always people you can talk to in Archers Lodge – Housemaster, Houseparent, Tutors, and 
Prefects, the school nurse.   
 
For more information, please refer to the whole school Positive Behaviour and No Bullying policy on the 
school website: Sherfieldschool.co.uk/Further Info/Policies. 
 

 
38.  PERSONAL WORRIES AND PROBLEMS 
 
It is our aim that pupils feel comfortable to discuss any problem that they might have with a member of 
staff at Sherfield School.  There are a number of people you can choose to talk to: 
 

 Your Housemaster/Houseparent and/or Resident Tutors:  Part of their job is your 
welfare. They will listen to your problem and help you to find solutions. Your Housemaster is 
Mr. Macmillan and his phone number is 07976847793. .Alternatively, you can knock on his 
door! 

 Tutor:  You may want to talk to your tutor who will listen to your concerns and endeavour to 
support you or point you in the right direction. 

 Mr Greg Meakin:  Our Head of Prep is the Safeguarding Lead. He will listen to your concerns 
and help you to overcome them.  Mr Meakin should also be contacted if you have any 
Safeguarding issues or queries. You can contact Mr. Meakin on 01256 884 800. 

 Ms. Olwen Wright: Our Head of Boarding and Safeguarding lead for the Senior School. She is 
available for all boarders and staff to listen to concerns and help you overcome them. Ms. 
Wright should also be contacted for any Safeguarding issues or queries. Ms. Wright can be 
contacted on 01256 884 800. 

 Our Independent Listener, Mr David Howell, regularly tours the house and checks on your 
well-being. David is available for you to talk to on 07597 579234. David has worked in a 
number of independent schools as Head of Department, and teacher of Humanities, and he is a 
former Governor of Twickenham Prep School in London. 

 Child Line: on 0800 1111. A charity that listens to children’s problems and tries to help them. 

 NSPCC Helpline: on 0808 800500.  This is another children’s charity. 

 Children’s Commissioner for England: on 0800 5280731 
 

 

Parents and pupils are advised that the Housemaster or Houseparent should be 
the first port of call if the pupil needs advice or has a problem. 

Members of the SMT should only be consulted if felt absolutely necessary. 
 

 

39. COMPLAINTS 
 
COMPLAINTS PROCEDURE – PARENTS 
Sherfield welcomes suggestions and comments from parents, and takes seriously all complaints and 
concerns.  If as parents, you have concerns, it is important that you contact us straight away. If in 
doubt, you should contact the School as we are here to help. A complaint will be treated as an 
expression of genuine dissatisfaction, which needs a response. 
 
We wish to ensure that: 
· parents wishing to make a complaint know how to do so; 
· parents have confidence that we listen and take complaints seriously; 
· we respond to complaints within a reasonable time and in a courteous and 
efficient way; 
· We take action where appropriate. 
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“HOW SHOULD I COMPLAIN?” 
Please refer to the whole school Compliments and Complaints Policy, the Child Protection Policy and School 
Whistleblowing policy located on the school website: Further Info/Policies 
 

 
COMPLAINTS PROCEDURE – PUPILS 
The principles which apply to parental complaints are also applied to complaints and concerns from 
pupils. There are, however, differences in approach. Complaints which may appear trivial still need to 
be handled seriously and sensitively. Young people may test the complaints procedures on relatively 
minor issues before finding the confidence to raise something painful, such as bullying.  One important 
difference from the handling of parental complaints is that pupils are able to raise concerns with any 
member of staff with whom they feel comfortable, whether it be form tutor, a member of the boarding 
staff, Head of Year, Head of Prep, Head of Seniors (and Boarding) or the Head Master. 
In more complex situations, once the matter is resolved, the outcome should be discussed with the 
pupil by a member of staff. To make sure that is fully understood, a written record may be shared. 
Pupils may also raise concerns through the School or Boarders’ Council. At Council meetings issues 
can be aired and discussed with a member of staff.  
 
 

40. ARCHERS LODGE COUNCIL 
 
There is a School Council that operates to discuss changes and any issues of concern to pupils. There is 
also an Archers Lodge (Boarders’) Council that is chaired by Mr. Macmillan and meets every Sunday to 
discuss any issues that are occurring in the House. 
 

 
41. DRIVING LESSONS  
 

Pupils of 17 or over may arrange driving lessons.  However, there are some general rules that must be 
followed: 
 

 The Housemaster must be informed. 
 

 Pupils are responsible for arranging and paying for their own lessons.  They may not be put on 
the School Bill. 

 

 They must not be arranged during lesson time, prep or games time. 
 
 

42. LETTERS AND PARCELS 
 

To make sure that letters and parcels reach you as quickly as possible please make sure that they have 
the following details on them: 
 

 Your Name 
 Sherfield School 
          Sherfield-on-Loddon, 

Hook,  
Hampshire  

          RG27 0HU 
 United Kingdom 
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(If several of you have the same surname, it does help if all your names or initials are on the 
letters/parcels).  Letters and parcels will be distributed in Archers House Roll Call as soon as they are 
received.  
 
 
 

43. GUARDIANS 
 
International pupils must have a UK guardian. If your guardian’s contact details change at any point, it is 
your responsibility to inform your Housemaster/Houseparent and the Headmaster’s Office. 
 
 

44. BOARDING HOUSE STANDARDS 
 
The school complies with the National Minimum Standards for Boarding Schools. We expect to exceed 
those standards.  

 
 

45. THE ROLE OF THE HOUSEMASTER/HOUSEPARENT AND 
 TUTORS 
 
The Housemaster and the Tutors are responsible for the academic and social development of the pupils 
in Archers Lodge and therefore it follows that if you have any problems either in or out of the 
classroom, it is to the Tutor or Housemaster/Houseparent that the pupil should turn. 
 
Parents are requested to contact the Housemaster before anyone else if there is a problem.  The 
Housemaster can then discuss the matter with the student’s Tutor or, if necessary, the Headmaster or 
Safeguarding Lead or whoever may be able to help.  Please feel free to call Mr Macmillan at any time 
either for a talk or to arrange a meeting.   
 
Finally, like being part of a family, being in Archers Lodge at Sherfield involves a two-way 
relationship.  We want our pupils to enjoy and benefit from being here, and in addition we 
want to benefit from their committed and constructive involvement in a range of activities. The 
more you put in, the more you will get out! 
 

46. NOTES 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


