
N
ew

 P
ar

en
ts

w
w

w
.c

ra
nb

ro
o

ks
ch

o
o

l.c
o

.u
k 





3

Welcome  4
Inductions  6
School Life  6
Pastoral Care  8
Communication with Parents  11
Curriculum  12
Cranbrook School Rules  18
Finance  20
CSPA  22
The Data Protection Act  22

C
on

te
nt

s



W
el

co
m

e

Cranbrook School  New Parents Information4

We are delighted to welcome you and 
your child to our school community. 
Anyone trying to find their way around  
a new school can find it baffling at the 
best of times. This booklet is designed to 
provide helpful information about life at 
Cranbrook and is relevant to both  
parents and students. 

We are confident that your child will 
quickly settle into school life at Cranbrook 
and look forward to welcoming all new 
Year 9 students at our induction days at 
the start of the autumn term. 

Thank you for taking the time to read 
through this booklet.  Should you have 
any concerns or issues that you wish  
to discuss please do not hesitate to 
contact in the first instance your child’s 
Head of House.
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Induction
New Parents and Student Sessions
Parents will be forwarded an invitation 
and programme for these sessions by  
the Registrar. This is a popular event 
where students get the chance to spend 
time with their fellow students but more 
importantly meet the Head of House. 
Sessions are held at the following times:

Lower School: Late June
Sixth Form: Beginning of July

Year 9 Induction
This will take place over two full days prior  
to the start of the full school in 
September. This two day induction is an 
effective way for our students to get to 
know each other and the school. It is an 
important start to life at Cranbrook as well 
as a great way for students to understand 
our expectations and standards. Through 
the various activities they get to know 
each other and have a positive start to 
their new school. 

The activities planned usually include 
academic briefings, games, group music/
drama, group initiative tasks, a survival 
and navigation exercise, CSI and an 
evening gala in the Queen’s Hall. Many 
of the activities are normally run by our 
sixth-formers. 

School Life 
School Transport 
Home to school transport arrangements 
are organised on the basis of a pupil’s 
home address. The organisation is 
administered by the Kent County Council 
and the school is not involved in  the local 
authority decisions. 

Please telephone the Admissions and  
Transport Team on 01622 696666  
(or e-mail kent.admissions@kent.gov.uk) 
for more information on applying for  
bus passes. 

The passes are sent to school for 
distribution on the first day of term. 

The school does not have any control 
over routes, pick up points or the bus 
companies used. Please note that 
replacement passes are not issued and 
students may not travel on a bus under 
any circumstances without a pass. 

The school day and registration 
Time is a precious commodity in any 
sphere of life, and at Cranbrook we are 
determined to use every school hour to 
the full. However, whilst the classroom 
is the cornerstone of our regular routine, 
we recognise that learning has to be 
balanced by leisure and the development 
of other pursuits. 

Our day begins at 8:25am and ends  
at 3:35pm. In a typical week a student  
will attend subject lessons, undertake 
four hours of sport or exercise, participate 
in extra-curricular activities and enjoy a 
tasty, varied and healthy diet provided by 
our excellent catering department. 

6th form students are not timetabled to 
take part in sport or exercise. However, 
they are actively encouraged to.

All students are required to register 
electronically at 8:30am. Students are 
registered in every lesson each day and  
if a student does not appear, and you 
have not contacted us, we will phone in 
order to establish the reason. Therefore, it 
is helpful if you can contact the school by 
8:30am on the morning if a student is not 
attending that day. 
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To report an absence dial the main 
switchboard on 01580 711800 and then 
press 1 as directed. You can also email 
absence@cranbrook.kent.sch.uk 

If your child has an appointment which 
you know about in advance, please  
email or send in a letter to inform us. 

Timing for lessons for those  
not on games afternoon: 

Bell for start of day  08.25 

Period 1  08.30 
Period 2  09.10 
Period 3  09.50 
Assembly / Tutor time  10.30 

Break  11.00 

Period 4  11.20 
Period 5  12.00 
Period 6  12.40 

Lunch  13.20 
Bell for start of afternoon  14.10 

Period 7  14.15 
Period 8  14.55

School Ends  15.35 

Timing for lessons for those  
on games afternoon: 

Bell for start of day  08:25 

Period 1  08.30 
Period 2  09:10 
Period 3  09:50 
Assembly / Tutor time  10:30 

Break  11:00 

Period 4 11:20 
Period 5  12:00 

Lunch  12:40 

Period 6 - Games  13:50 

School Ends  15.35 

Lunchtime 
Healthy eating is a high priority at 
Cranbrook. Every lunchtime there is a 
variety of options which allows pupils and 
staff to select their own healthy meals. 
Every day there is a full salad bar, and 
there is also a green salad option with  
the hot choices. The lunch menus for  
the week are displayed around the 
school as well as in the dining hall, and 
the weekly supper menu for boarders is 
displayed in the boarding houses and in 
the dining hall. 

The dining hall has a very pleasant 
atmosphere, and teachers, support staff 
and pupils all eat together. The catering 
staff also provide a café at break-time, 
offering sandwiches, wraps, muffins, 
crisps and confectionery. 

Almost all pupils have school lunch on 
offer and there are many picnic-style 
benches around the school for use in 
good weather. Drinking water is available 
at various points around the school. 

Co-curricular Activities
At Cranbrook we believe in stretching  
our students’ minds inside and outside 
the classroom, ensuring that their 
formative experiences are not just 
confined to a whiteboard, textbook or 
computer screen. With that in mind,  
we run a broad range of co-curricular 
activities. 

Our programme embraces CCF, Duke of 
Edinburgh Award Scheme, music, drama, 
public speaking and community and 
charity initiatives. In addition, numerous 
societies cater for student interests 
outside teaching hours. These include 
book clubs, dance classes, performance 
arts, environmental groups, chess, 
robotics and cookery. 

Our Music Department also has a  
long-standing tradition of involving 
students both inside and outside the 
classroom. A varied and comprehensive 
concert diary is supported by a regular 
pattern of weekly rehearsals, many of 
which are held in the Vickers’ Auditorium. 
The school has an orchestra, jazz band, 
choir, saxophone group, string quartets, 
rock group, stomp style percussion 
group, brass group and a chamber choir, 
The Elizabeth Consort. 

In addition to providing music for whole 
school occasions, students regularly take 
part in concerts and recitals. There are 
also many opportunities for pupils to  
play in school and House assemblies. 
Other fixed points in the musical calendar 
include the Battle of the Bands, the House 
Singing Festival, the Carol Service and 
Speech Day. 

The school has nineteen visiting music 
teachers, with over 200 peripatetic music 
lessons taught each week. The individual 
peripatetic teachers set the charges for 
these lessons and they do vary slightly 
from one to another. Each student has 
10 lessons per term (30 over three terms) 
and the cost is approximately £18.50 per 
lesson. Please be aware that students 
are taken out of a range of lessons and 
break times on a rotational basis to attend 
their lessons. An application form for 
music lessons can be found within the 
compulsory and optional forms pack. 
Please be aware that if you complete 
and return this form we assume you are 
making a firm commitment that your child 
will take lessons. Peripatetic teachers will 
invoice parents directly at the beginning of 
each term. Bills must be settled within 14 
days of receipt. Any music lessons missed 
by the pupil WITHOUT EXCUSE OR 
PRIOR NOTICE will be charged. Refunds 
will only be made if the peripatetic music 
teacher is unable to supply the contracted 
number of lessons.

Lessons are available on the following 
instruments: pianoforte, flute, oboe,  
clarinet, bassoon, alto, tenor and baritone 
saxophones, French horn, trumpet, 
cornet, trombone, baritone and tuba, 
percussion (drum kit and orchestra), 
violin, viola, cello, double bass, classical 
six-string guitar, electric guitar, bass guitar, 
recorder and singing. In addition, individual 
theory lessons are available. Associated 
Board Theory and practical examinations 
(all grades) are held termly at the School. 

The school has a reasonable stock of 
most orchestral instruments. These may 
be hired from the school for £25 per term 
and are normally available for a period of 
12 months. Three drum kits are available 
for percussionists. There is no charge for  
the use of school pianos. 



Cranbrook School  New Parents Information8

Music Exams: Entry fees for Associated 
Board examinations will be charged to 
the student’s account as will a fee for any 
piano accompaniment provided. 

Discontinuation of Music Tuition: 
Lessons may be discontinued only at  
the end of a term, and notice of withdrawal 
must be given in writing to the peripatetic 
teacher concerned. Please do not send 
notice to the Music Department or the 
Accounts Department at school. Failure 
to give notice will incur half the following 
term’s fees. 

Music Practice: It is expected that 
all pupils receiving music tuition at the 
school will practise every day for at least 
30 minutes and preferably longer. Before 
sending in the appropriate form, please 
ensure that your child really does want 
instrumental tuition and is prepared to 
work hard. 

Our Drama department is based in 
the Performing Arts Centre. There are 
opportunities for acting in House Plays, 
the Junior Production, and in the end of 
the year School Play or Musical. Some 
of these productions are directed by our 
Senior Students.

There is a Junior Drama Club, primarily for 
Year 9, which begins after half-term in the 
Autumn Term and which feeds into the 
Junior Play or Musical in the Spring Term.

The Department has two visiting  
teachers of LAMDA examinations who 
teach lessons on a peripatetic basis in the 
Performing Arts Centre. Those interested 
in having LAMDA Training please enquire 
at Barham Reception office 01580 
711800.

The Queen’s Hall is largely run by our 
students who are provided with training 
in such skills as Lighting, Sound, Stage-
Management, Front of House, Costume 
and Make-Up. The Team of pupils also 
provide support for the range of internal 
and some external performances.

Lockers 
The school provides lockable lockers 
for all day students. These will require a 
padlock which is to be supplied by the 
student, preferably ones which are code 
or number activated rather than those 
which require a key – for obvious reasons! 
They are allocated by the Houses. There 
is also plentiful bag storage around the 
school. 

Lost Property 
The Lost Property Room is situated 
near the Lecture Theatre.

It is open Monday to Friday from  
11.00-11.15am 

Anything valuable will be held in the  
School Office. 

Maths Equipment 
We expect every student in Years 9 to 
11 to have a scientific calculator and 
geometrical tools to use in mathematics 
and other lessons as appropriate. All 
new students should buy any Casio 
Scientific Calculator using either VPAM 
or S-VPAM logic. The latest models are: 

• Casio FX 83GT PLUS 

• Casio FX 85GT PLUS. 

The calculators are suitable for students’ 
work at GCSE and A Level and satisfy 
KS3, GCSE and GCE examination 
regulations. Students will be expected 
to bring their calculator and geometrical 
tools (ruler, protractor, set squares and  
compasses) to all mathematics lessons. 

Planners
At the beginning of the year, each  
student will be issued with a Planner  
(the first one is free but there is a  
charge for replacements). This is an 
important piece of equipment to aid 
organisation and communication. It is 
used to record homework and is also a 
way for teachers to relay information and 
reminders to students. It is obligatory for 
pupils in Years 9-11 to have their planner 
with them at each lesson. 

They must not be defaced.

Pastoral Care 
The personal well-being of every student 
enrolled at Cranbrook is an inherent part  
of the school’s ethos, one that is 
supported by the development and 
implementation of tried, tested and 
thought-through pastoral care policies. 

Our community is built upon an 
established House system which ensures 
that every student can find friendship, 
personal mentoring and an essential 
team spirit outside the confines of the 
classroom. We have 12 Houses – seven 
for boys and five for girls. 

All Houses have a House captain plus 
several senior students who guide the 
younger pupils through their school lives. 

The Houses are also supported by 
dedicated teams of tutors who monitor 
the work and behaviour of each year 
in their care. Tutor groups tend to be 
between fifteen and twenty in size in the 
day Houses and between ten and fifteen 
in the boarding Houses. 

The tutor is the first port of call for a 
parent’s communication about their child, 
dealing with academic progress, social 
skills, personal development and any 
health and well-being issues. Nearly all 
Cranbrook teachers are involved in  
House tutoring. 

Contacting Staff 
Should you wish to speak to any member 
of staff, please call the main school 
number on 01580 711800 and you will be 
directed accordingly.



Special Educational Needs 
Department 
In the early part of their first term, all 
Year 9 pupils are assessed using routine 
screening checks by our Student Support 
Department for: 

• Skills in spelling 

• Speed of writing 

• Handwriting 

• Dyslexia and reading skills. 

Although it will not affect the placing of 
your child in classes, it is always useful 
for us to know whether or not pupils  
have had any extra help in the past. 
Please make sure you fill in the form in 
the compulsory and optional forms for 
completion and return it to the Registrar. 

E-Safety 
Cranbrook School acknowledges that 
students use the internet a lot more than 
students did previously and is proactive in 
educating students about e-safety. Much 
of the internet is useful but misuse, such 
as cyberbullying and thoughtless posting 
of photos, can cause extreme distress. 
Senior staff will deal with e-safety issues 
in a supportive way. Parents will be 
informed of any e-safety issues being 
dealt with in school.

The school provides e-safety education  
in PSHE lessons in Years 9, 10 and 11 
and in ICT classes in Year 9, as well 
as input in tutorials and occasional 
assemblies. We also have annual talks  
by external speakers for the whole 
school and staff. Students are taught the 
benefits of the internet as well as how 
misuse can lead to problems, including 
cyberbullying. The normal approach to 
such incidents will be one of support 
whilst acknowledging serious misuse of 
the internet can be illegal. Students are 
taught about e-safety risks and how  
to stay safe on-line.

Safeguarding and Child Protection
All staff at Cranbrook School, both 
teaching and support, receive 
regular training on matters relating to 
Safeguarding, and Child Protection. The 
school has a Designated Safeguarding 
Lead and a team of Designated Child 
Protection Co-ordinators. Contact details 
for the Safeguarding team are available 
on the school website and in all boarding 
Houses and offices. Students know  
they can turn to the Designated 
Safeguarding Lead or any of the team 
of Child Protection Co-ordinators if they 
wish for support or help. They can also 
turn to their tutor or any other member  
of staff who know how to involve the 
Designated Safeguarding Lead if the 
matter is of a serious nature. This is an 
integral part of the school’s pastoral  
care for students.
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Health & Safety on School Trips 
Although every effort is made by the 
Medical Centre to liaise with staff 
accompanying school trips, it is vital that 
parents ensure that any medical condition 
a pupil may suffer from is notified to the 
member of staff in charge of the trip. In 
particular, staff will need to know if a pupil 
suffers from epilepsy or diabetes, carries 
an Epipen, is taking anti-depressant or 
mood-altering medication or if there  
are any other factors which staff should 
be aware. 

Medical Centre 
The Medical Centre is primarily for the 
care of boarders, though day students 
can also use its facilities during school 
hours. It is located adjacent to the 
swimming pool and Barham House.  
The telephone number is 01580 711876. 

School Surgery Times 
Monday to Friday 
8:00am –  8:20am 
11:00am  – 11:15am 
1:20pm – 2:05pm 
3:55pm – 4.30pm 

Saturday and Sunday: Staff are in the  
Medical Centre whilst sports fixtures are 
being played and there is always  
a qualified nurse on call at other times. 

Emergencies 
Between: 
8:00am – 8:00pm  
Report to Medical Centre 

Between: 
8:00pm – 8:00am  
Report to House staff who will  
contact the Medical Centre 

Reciprocal Medical  
Arrangements – Form E111 
Parents are asked to ensure that their 
child holds an up to date E111 card.  
This should be produced if the pupil is 
taking part in any overseas trip run by  
the school. 

Dental Insurance 
The school offers the opportunity to 
all parents to subscribe to Denplan 
Insurance. This provides pupils with 
access to comprehensive worldwide 
accident and emergency cover. A copy 
of the policy can be obtained from the 
Bursar’s PA in Barham House. 

If you would like to subscribe, please 
complete and return the form which will 
be sent to you by the Registrar in your 
compulsory and optional pack. 

Communication  
with Parents 
All parents have password 
protected access to the School 
Portal and Parent Gateway. 
The Parent Gateway provides parents 
with information about their children’s 
progress via the Parent Gateway 
including: 

• Attendance and behavioural records 

• Timetable and teachers 

• Assessment data and reports

• Examination results. 

This is a valuable resource and we 
encourage all parents to use it regularly. 
To access, simply click on the link from 
the website and it will take you to the 
parent gateway. Enter your email as the 
username. If you have problems with the 
password, access, click the forgotten 
password and you will be sent a new 
one. Any further problems, please e-mail 
gateway@cranbrook.kent.sch.uk 

Reports and Assessments
Student progress is monitored 
continuously and then reported to parents 
by a variety of methods. All departments 
and subject teachers are given baseline 
information from Key Stage tests and 
from Cognitive Abilities tests to use in 
setting achievement targets for their 
students. Through tutor progress reviews 
and in the lower school a regular series of 
Reported Assessments progress towards 
the student’s targets is monitored. 

In the summer term Years 9 and 10 are 
set formal internal examinations and the 
results from these are passed to parents. 
Year 11 are set mock GCSE examinations 
at the end of the autumn term and in 
March. For Years 10 and 11 there is 
a parent/teacher consultation evening 
arranged immediately after the exam 
results are issued. Year 9 parents are 
offered a consultation evening during the 
spring term. 

These reports detail academic progress 
and include comments from tutors 
and Heads of House. All reports are 
scrutinised and commented upon by 
a member of the Leadership Group.
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Curriculum 
When students enter the school in  
Year 9 they join one of six parallel forms. 
They are placed by ability or previous 
experience in sets for mathematics and  
a modern foreign language. Through 
the year they study a broad range of 
subjects, including maths, English, 
physics, chemistry, biology, geography, 
history, French, Spanish, Latin, DT, food 
technology, music, art, drama, ICT, RE, 
games, PE and PSHE (personal, social 
and health education).

Students will be asked to submit their 
GCSE courses by the end of February in 
Year 9. maths, English, a modern foreign 
language or Latin and three sciences are 
compulsory subjects at GCSE.

Further information on each of the 
academic departments is available  
on our website. 

Sport 
Sport is an integral part of life at 
Cranbrook, and we have a hard-won 
reputation for producing well-trained and 
competitive youngsters across all age 
groups. 

The main sports at Cranbrook are rugby, 
hockey (boys and girls), cricket, rounders, 
netball, basketball, swimming, athletics 
and tennis. The majority of students 
participate in our busy sports programme 
during the week and on most Saturdays 
with fixtures against top grammar and 
independent schools. Inter-House sports 
competitions are also an inherent part 
of school life. Sports tours are a regular 
feature of the extra-curricular programme, 
with the senior boys rugby and senior 
girls hockey going on overseas tours to 
countries such as Brunei, Australia, New 
Zealand, South Africa & South America.

We appreciate that many parents want 
have access to fixture arrangements and 
all the latest news. Fixture calendars are 
published at the start of each term and 
loaded into our calendar box. These are 
correct at the time of print, but inevitably 
changes to fixtures may occur as the 
season progresses. Final arrangements, 
such as team selection, drop off times 
and any changes to the calendar are 
always communicated to students via 
the school noticeboard and assemblies 
during the week before a fixture. Parents 
should check these details with their 
child. 

Additionally, you can call our sports match 
line on 01580 711857 (boys fixtures) or 
01580 711878 (girls fixtures). 

Listed below are the main sports 
available on both a competitive and non-
competitive basis for boarders and day 
students. 

Boys Sports

Autumn Term Spring Term Summer Term

Badminton Badminton Athletics

Basketball Basketball Badminton

Rugby Gymnastics (Year 9) Cricket

Running Club/Triathlon Hockey Fencing

Squash 7s Rugby (Years 11-13) Squash

Weights (Years 10-13) / Cardio Suite Running Club/Triathlon Swimming

Squash Triathlon

Volleyball Weights (years10-13)/ Cardio Suite

Weights (Years 10-13) / Cardio Suite

NB:  there are limited teams at both junior and senior levels in tennis & swimming

Girls Sports

Autumn Term Spring Term Summer Term

Badminton Badminton Athletics

Basketball Dance Badminton

Dance Fencing Fencing

Fencing Gymnastics (Year 9) Rounders

Hockey Netball Swimming

Running Club/Triathlon Running Club/Triathlon Tennis

Squash Squash Triathlon

Weights (Years 10-13) / Cardio Suite Volleyball Weights (Years 10-13) / Cardio Suite

Weights (Years 10-13) / Cardio Suite

NB:  There are limited teams at both junior and senior levels in tennis & swimming
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Other Curriculum Matters 

Sex Education 
Sex education takes the form of an 
ongoing curriculum so that each year 
pupils build on their knowledge and 
understanding. The biological facts are 
taught in Year 9 in the context of family 
values, and there is an introduction to 
family planning and decision making. 

In Year 10 the curriculum concentrates 
on family planning and decision making 
and introduces facts about sexually 
transmitted infections and moral issues. 

These issues are built on in Year 11 and 
further information is given on HIV/AIDS 
and sexual health in general. Students 
also take part in discussions about 
parenting skills. 

In line with the Education Act, Cranbrook 
School offers parents and guardians 
the right to withdraw any pupil from 
Sex Education lessons other than those 
covering the biological facts which are a 
National Curriculum requirement. 

Details of this are in the school’s Sex and 
Relationships Policy, copies of which are 
available via the School Office. 

Philosophy and Ethics
As required by the Education Act,  
a comprehensive course on Philosophy 
and Ethics is provided for all pupils. 

In Year 9 students are introduced  
to philosophical debate and look at a 
range of religions responding to current 
ethical issues.

The optional GCSE course studied in  
Year 10 and 11 continues with 
philosophical study, but also focuses 
in more depth on more mature ethical 
issues such as abortion and euthanasia, 
with extended study of Christianity  
and Islam.

The emphasis throughout is educational 
and not confessional. Critical analysis is 
encouraged and highly valued.

In line with the provision of the Education 
Act, Cranbrook School recognises the 
right of parents to withdraw their children 
from Philosophy and Ethics in Year 9  
and from the act of worship. 
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On behalf of all the boarding staff here at Cranbrook School 
I would like to welcome you to your child’s ‘home away from 
home’. The information in this booklet has been compiled to 
provide both parents and students with a clear understanding of 
boarding life here at Cranbrook. 

Boarding is what makes our school stand out from other 
grammar schools. Since the school was founded in 1518, 
boarding has played a significant role in the development of 
Cranbrook School. It is a school where students can become 
confident, independent thinkers and caring individuals. When our 
students leave, not only have they developed strong friendships, 
they have also developed friendships that are enriched with 
fond memories and a respectful, caring outlook on life and the 
community. Our top priorities are that all students feel happy and 
cared for, that they feel fully integrated with their day student 
counterparts and that they fulfil their potential.

Each boarding House has its own unique feel. This helps to 
ensure that the boarding Houses are like second homes for the 
boarders. Each House has their own handbook, which I would 
recommend that you read to familiarise yourself with information 
on the daily running of your child’s boarding House. 

Thank you for taking the time to read through this booklet.  
Should you have any concerns or issues that you wish to  
discuss please do not hesitate to contact in the first instance  
your child’s Head of House. 

Director of Boarding
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First Nights for Students
Year 9 students will arrive in the evening 
to their respective boarding House 
between 6-6.30pm on the day prior to the 
start of their induction days in September.

Sixth form students will arrive in the 
evening to their respective boarding 
House between 6-6.30pm on the 
day prior to the start of full school in 
September.

First Weekend for Students
All new boarders are encouraged to stay 
in for their first weekend to experience 
weekend life at Cranbrook. This will allow 
students to get to know members of 
their House and join in with the weekend 
activity.

Pastoral Care 

House System
There are six boarding Houses at 
Cranbrook, two girls’ Houses, a boys’ 
entry House, and three senior boys’ 
Houses. These are all overseen by the 
Director of Boarding.

When your child joins the school, he or 
she will be in the care of a resident Head 
of House, assisted by tutors and matrons. 
The House team is the focal point for all 
aspects of your child’s care and progress 
throughout their time with us. If you have 
any concerns, your child’s Head of House 
should be your first port of call and they 
will endeavour to resolve these. 

All Houses offer children positions of 
responsibility in different areas e.g. House 
sport, music/drama, charity work. This 
is vital to ensure we maintain a vibrant 
student led community, with the older 
children guiding our new members to 
ensure they get the most out of their time 
here. 

Tutoring
The Houses are also supported by 
dedicated teams of academic tutors 
who mentor between nine and twelve 
students each year. The tutor is the first 
port of call for any academic or school 
related concerns. Tutors will of course 
keep the Head of House informed as well 
as school staff as necessary. Nearly all 
Cranbrook teachers are involved in House 
tutoring, ensuring that individual students 
(and their parents) have access to a wide 
cross-section of counsel and advice. 

Your House Handbook will have contact 
details for all the House Staff and tutors.

Extra-Curricular

Weekend Activities
Boarders can also have use of the 
school’s facilities during weekends, enjoy 
their House’s collection of indoor games 
(computer and traditional), or simply chill 
out with a DVD. 

On Sundays or occasional Saturday 
evenings the boarding Houses run a 
series of excursions to nearby attractions 
such as ice skating, cinemas, Laserquest, 
mountain-biking, bowling, theme parks 
and water sports or the popular all you 
can eat Chinese buffet. 

Tutor and House Trips
Tutor and House trips happen regularly 
and are an important part of boarding life. 
We do endeavour to ensure that costs are 
kept to a minimum, and will always ask 
your child to seek permission for any of 
the more expensive trips, for example the 
theatre trips, paintballing and go-karting.

Emergencies
Between: 
8:00am – 8:00pm  
Report to Medical Centre 

Between: 
8:00pm – 8:00am  
Report to House staff who will  
contact the Medical Centre 

Medical Centre 
All boarding students, upon entering the 
School, are registered with the school 
Doctor. Temporary resident treatment may 
be given by a local GP to the student’s 
home during the holiday, but notification 
of this must be sent to the Medical Centre 
so that the medical notes held by the 
school Doctor may be kept up to date. 

If for any reason a boarding student is not 
registered with the school Doctor then 
all medical matters must be dealt with 
by your own GP. The boarding House 
will not usually inform parents if a child is 
admitted to the Medical Centre unless it 
is serious. The Medical Centre staff will, 
of course, inform parents immediately of 
anything worrying. 

We have full overnight facilities available 
in the Medical Centre for those students 
that require overnight supervision. 

Any serious illness or accident during the 
holidays and any contact with infectious 
or contagious illnesses should be notified 
to the Medical Centre or House staff upon 
return to school. 

Boarders should notify the Head of House 
of any medication they may have been 
prescribed, and care will be taken to 
ensure this is stored safely. 

If parents of boarders want their child 
to have routine dental treatment whilst 
resident at the school, the student must 
be registered with the dentist. Parents 
should be aware that there is no provision 
for NHS dentistry in Cranbrook. All 
medical and dental appointments must 
be notified to the Medical Centre staff. 

If a student is going to be travelling 
abroad with the school, the Medical 
Centre will send you a travel questionnaire 
to complete which will give your consent 
to the necessary immunisations. Unless 
notified to the contrary, the Medical 
Centre staff will assume that the student 
can give his or her own consent. 

Please note that treatment cannot be 
given by the Medical Centre staff or the 
Doctor unless the relevant Health Forms 
and Medical Form are completed and 
returned.
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Additional Educational Needs
In the early part of their first term, all new 
students are assessed using routine 
screening checks by our Student Support 
Department for: 

• Skills in spelling 

• Speed of writing 

• Handwriting 

• Dyslexia and reading skills. 

Our boarders are offered additional prep 
support in the evening or touch typing 
lessons by our resident specialist as 
recommended by our SENCO. Please 
contact your tutor if you would like to 
have your child assessed for this. 

Guardians
Should you be travelling abroad during 
term time please ensure that your 
boarding House has this information as 
well as a UK based emergency contact. 

All international boarding children must 
have a UK resident guardian. 

Should you have any queries  
regarding guardians please contact  
the school’s Registrar.

Communication
We recognise that boarding parents in 
particular can feel left out of their child’s 
busy life once they return to school and 
so we hope you will never hesitate to 
contact us. 

House Contact Numbers

Blubery 01580 711870 

Cornwallis 01580 711871 

Crowden  01580 711872 

Rammell  01580 711873 

School Lodge 01580 711874 

Scott 01580 711875 

The school reception can be  
contacted by using  
reception@cranbrook.kent.sch.uk 

Who can my child talk to  
if they feel that they are  
having problems?
They can turn to anyone they feel that 
they can talk to comfortably. Such as: 

• Friends and other students  
in the house 

• Tutor 

• Head of House 

• House MAC 

• Member of staff on duty 

• Any member of staff they trust 

• Headmaster 
01580 711800 

• Child Protection Officer  
01580 711821 / 07773 196697 

• Director of Boarding 
01580 711380 

• Staff in the Medical Centre 

• Anyone in the Drop-In Clinic 

• Student listeners 

• Child Line  
0800 1111 

• Children’s Rights Director  
0800 5280731 

• The Samaritans  
08457 90 90 90 

• Cruse Bereavement Line  
0844 4779400 

• OFSTED 0300 123 4666

Boarder’s Bulletin
This is published every week to all 
boarding parents and provides some 
insight into the week’s events and 
forthcoming activities. Previous  
bulletins can be found at  
www.cranbrookschool.co.uk/ 
boarding/bulletins

Boarding Rules
Your child must at all times follow the 
school rules. For boarders there are 
additional rules to be followed whilst in 
the care of boarding staff. Each boarding 
House has its own set of rules reflecting 
the House’s traditions and culture. These 
can be found in your child’s House 
Handbook. 

There are additionally several key 
boarding requirements for your child to 
adhere to at all times. 

The Boarding Weekend  
and Exeats
The school has occasional Exeat 
Saturdays which coincide with Bank 
holidays or training days. All boarding 
Houses are closed on an Exeat weekend. 
At all other times the boarding Houses 
remain open during term time. Students 
going home or away at weekends are 
free to do so after any sporting or other 
school commitments are fulfilled. 

Students should have permissions in 
place, as stipulated by the Head of 
House by the Thursday night prior to 
the weekend in question. If they sign out 
it is expected that they will be out until 
Sunday evening. Students are expected 
to return by 9:00pm at the latest on 
Sundays unless agreements are made in 
advance with the Head of House. 

Some students sometimes wish to return 
to the House during the weekend. Please 
do not encourage this since House staff 
will not be expecting them to be in the 
House, and this could result in a lack of 
accountability. 

For students returning on a Sunday, 
please drop them off at the Boarding 
House so that they can sign in. They 
should not be dropped off in town. 

Boarders are allowed to visit day students 
and stay with them for the weekend 
when invited. Please ensure the following 
guidelines are followed. You should 
make contact with your child’s intended 
host family to ensure you are happy 
with any arrangements being made and 
that adequate supervision should be in 
place. Please ensure both families phone 
the House to sign out the student by 
the Thursday evening before the visit. 
The host family is responsible for your 
child until they are signed back into their 
House after 6pm on the Sunday. This 
is particularly important if your child is 
being signed out to attend a party. The 
House will not accept any student who 
is considered unfit to return. You may be 
required in this circumstance to collect 
your child. 
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Transport to and from  
Staplehurst Station
Taxis for such journeys can be billed by 
students when the taxi is booked by the 
House matron. Wherever possible, the 
school will provide a minibus service at 
7:45pm on Sundays for students to return 
from Staplehurst station. This service has a 
nominal charge, but it is run on a voluntary 
basis by Heads of Houses. It is essential 
that students check to see that this service 
is running. It generally is NOT available 
when holidays finish as Heads of Houses 
need to be in their Houses. Students must 
book the bus both to and from the station 
by Friday lunchtime in Barham Reception. 
Places on this bus are limited. Please book 
early. If a return journey is booked and 
then is not required, please ensure that 
the student makes contact with the school 
to cancel this return journey so that the 
minibus driver knows not to wait for them 
at the station.

Early Returns after Holidays
At the end of holidays, Houses 
generally open at 6:00pm. At the start 
of each term, we will endeavour to 
ensure that one House opens earlier to 
accommodate international students 
and their flight times. This provision is a 
service for students who have informed 
the Director of Boarding prior to the start 
of the holiday. The early return House 
(where possible) will be published in the 
boarder’s bulletin. If this is not available, 
international students must remain under 
the care of their guardian until 6pm. 

Bounds
All students must stay within the  
school boundaries. These are extended 
as your child progresses through the 
school. Details can be obtained from  
your child’s tutor. 

All public houses are out of bounds  
to all students. However, in the case of 
the sixth formers, the Head of House  
may grant permission to those over  
18 at weekends. 

Visiting Day Students
Boarding students are not permitted to 
visit the houses of day students without 
prior permission from the member of staff 
on duty in their House. 

Gym
Students are not permitted to use the 
specialist gym equipment until such 
time that they have completed a gym 
induction. This can be arranged with the 
PE department. A full list of rules that 
must be followed in the gym are provided 
by the PE department. 

Cars
There are a limited number of parking 
spaces in the school grounds and we 
cannot guarantee spaces for all students. 
Students who have passed their test 
may bring their cars into school with the 
permission of the Head of House. Keys 
must be handed in to the Head of House 
while the car is at school. The use of the 
car is limited to going home and coming 
to school, and no lifts should be given 
without the express permission of the 
Head of House. 

Absence
For doctor and dentist appointments, the 
Head of House will need to be informed. 
For absences such as leaving early or 
returning late after a holiday, permission 
should be sought from the Head of 
House who will pass your request to the 
Headmaster.

Uniform
Boarders are to wear the same uniform 
as their day colleagues. However, as 
boarders there are different clothing 
requirements in regards to the number of 
items required. Please refer to the House 
Handbook for details, but if in doubt, 
please contact your house Matron.



Cranbrook School 
Rules 
Our rules and regulations underwrite  
an expected code of conduct within  
the school.

Please note that school rules are 
amended regularly by the Headmaster. 

Home / School Agreement 
Cranbrook School is required by the 
Department for Education (DfE) to hold 
a completed Home/School contract for 
each pupil in the school. The contract 
sets out the expectations of the school. 
It is signed by the pupil, the parents and 
the Headmaster and is held on file. If you 
decide not to sign the contract, that will be 
recorded on file. The Cranbrook School 
contract has been devised in collaboration 
with the teaching staff and the Cranbrook 
School Parents’ Association (the CSPA) 
and sets out as clearly as possible the 
basis for a successful and fulfilled career  
at Cranbrook. 

Governors’ Policies 
The School has in place a range of policies 
on a number of issues. Copies are available 
from the Head’s PA or can be downloaded 
from the school website. Particular areas of 
interest to parents may be: 

•  Anti-bullying 

•  Behaviour 

•  Child Protection 

•  Complaints 

•  Drug & substance use and misuse 

•  Equal Opportunities 

•  ICT (including use and misuse  
of equipment) 

•  Sex & Relationships.

Courtesy 
At all times students are expected to  
be considerate, quiet and courteous in 
the school, on visits and in the town.  
Our school is near the centre of the  
town and thoughtful behaviour is 
essential, no pushing, no large groups, 
no unnecessary noise, especially in the 
town’s congested streets. Single file on 
the churchyard paths is expected.

Polite behaviour is expected in shops. 
Chewing gum is not allowed on  
school campus. 

Care of School 
•  Treat property considerately at  

all times 

•  Report all damages and breakages  
to the School Office immediately 

•  Do not drop litter. Pick it up 

•  Do not take cups, cutlery, crockery  
or food from the dining hall. 

Absence 
Parents should contact the school by 
8:30am on the first morning that a  
pupil does not attend and on each 
subsequent day of absence. 

To report an absence, dial the main 
switchboard on 01580 711800 and follow 
instructions as directed.  
Parents can also email absence@
cranbrook.kent.sch.uk 

Punctuality 
Students should arrive in good time with 
the correct books, stationery and other 
items. Students should be in School by 
8:25am. Students must be punctual  
at all times. 

Electronic Registration 
Students are registered in each lesson. 
Parents will be contacted by telephone if 
students are absent without notification. 

Holiday / Planned Absences 
Parents are actively encouraged NOT  
to take their children out of school during 
term time for holidays. If it is absolutely 
necessary for you to do this, you are 
required to seek the Head’s authorisation 
at least two weeks before the holiday. 
Only the school may authorise such  
an absence. 
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Illness and School Medical Rules
If a day student is taken ill during the 
school day they must report to the Medical 
Centre who will conduct a quick health 
check on the student and either send 
them back to class or contact home to 
arrange collection of the pupil. The pupil 
must sign out in Barham Reception before 
leaving the campus.

Please note that treatment cannot be 
given by the Medical Centre staff or the 
Doctor unless the relevant Health Forms 
and Medical Cards are completed and 
returned.If a pupil is going to travel abroad 
with the School, the Medical Centre 
will send you a travel questionnaire to 
complete which will give your consent 
to the necessary immunisations. Unless 
notified to the contrary, the Medical Centre 
staff will assume that the pupil can give his 
or her own consent.

Campus 
Out of bounds, except with special 
permission are: 

•  The Gymnasium, AstroTurf pitch, 
playing fields, Pavilion and Sports Hall 

•  Squash courts and pool, unless to  
play, swim or watch (Use of pool –  
see Safety) 

•  Boarding Houses to non-residents 
except with permission 

•  Queen’s Hall 

•  Classrooms outside teaching hours.

 

Town 
Except for Year 13 or with special 
permission, the town is out of bounds 
during working hours and for boarders 
after 6:00pm, unless special permission 
has been given. 

The town is out of bounds at break time 
for Years 9, 10 and 11 pupils and at 
lunchtime for Year 9. In the lunch hour, 
only shopping areas and the library are in 
bounds. Permission may be given to Year 
10 and 11 pupils to go into town at break 
time later in the academic year.

In school hours, students may not visit 
other pupils’ houses except in exceptional 
circumstances and with permission from 
a member of staff.

Pubs are out of bounds during school time 
including boarders. Year 13 boarders may 
get permission from Heads of Boarding 
Houses to visit pubs at weekends. 

Safety 
Special care should be taken crossing 
roads. There are specific local rules 
relating to road crossing for students 
approaching the school from The Hill.

Swimming pool regulations must be 
strictly observed. 

Appropriate kit must be worn for games 
and activities. Glasses, if worn, should 
be safe for the activity concerned. 
Protective glasses for squash are strongly 
recommended, whilst gum shields are 
compulsory for rugby and for other sports 
such as hockey. Pupils taking part in 
roller-blading must wear a safety helmet 
and protective clothing at all times. 

Bags 
Bags must be left on the shelving 
provided in corridors or in the bag storage 
area in the Quad. Bags should not be left 
on the floor or overnight. 

Bicycles should be padlocked. The 
bicycle park is next to the Sports Hall. 
Items left in school may be confiscated 
and stored. 

In the event of loss or theft, pupils must 
report the incident to the School Office 
and record the loss in the Loss/Theft  
Log Book. The tutor should also be 
informed. Significant loss or theft will  
be reported to the Police. Mobile phones 
are a particular target and should not  
be left unattended. 

Mobile Phones, Music  
Headsets and IPods 
iPods / MP3 players are not allowed in 
school during the working day. Sixth form 
may use iPods / MP3 players in the Sixth 
Form Centre only. School policy is “no 
phones on view” in all buildings, including 
corridors and the dining hall. Phones 
should be switched off during lesson.
Mobile phones should only be used for 
emergency and after-school contact. 
Mobile phones sounding during lesson 
time will be confiscated. 

Possessions 
Students should take care of their 
possessions. Valuables, money or 
watches should never be left unattended. 
Please see the special notice concerning 
insurance. All clothing and equipment 
must be cleared from the corridors at the 
end of school each day. 

Prohibitions 
The purchase, use and possession  
of cigarettes, tobacco and alcohol are 
strictly forbidden. 

No drugs, pills or medicine are to be 
brought to school, except with the 
permission of the Medical Centre staff or 
the Head of House. The school provides 
clear guidelines on authorised prescribed 
and medicinal drugs (such as asthma 
inhalers, insulin and mild pain killers) 
which can be brought into school where 
appropriate, but only if the Medical Centre 
staff or House Staff are aware  
of this in every instance. 

No knives, matches, cigarette lighters  
or weapons, or other items not required 
for school use and which could potentially 
be harmful, are to be brought to school. 

Electrical equipment brought to school 
should have been safety tested. 

Penalties 
Pupils are reminded that detention and 
restriction of leave or privileges may be 
imposed for failure to keep school rules. 
The school operates a work detention on 
Mondays after school for pupils whose 
academic work has been unsatisfactory. 
There is also a lunchtime detention system 
every day for pupils who have failed to 
meet deadlines or produced inadequate 
work. There is a behaviour detention after 
school on Tuesday 

Day pupils are always given at least 24 
hours’ notice of detentions. Failure to 
attend academic or behaviour detention 
will result in a Saturday detention, which 
can also be given for a serious academic 
or behavioural issue. Saturday detention 
will take precedence over any other school 
activity or may necessitate a later return 
home at the weekend for a boarder. 

Exclusion from school can result for 
persistent infringement of school rules 
and is likely, without warning, for serious 
offences – e.g. personal misconduct, 
bullying, theft, substance abuse and illegal 
drug-taking. 
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Finance 
Charges and Termly Accounts 

Pupil Accounts 
There is no tuition fee, only boarding 
accommodation fees. These are charged 
and due for payment before the start  
of each term.

At the end of each term, parents  
will be sent a Pupil Account. This will 
show all of the charges incurred by the 
student during that term. This account 
must be settled by of the first day of the 
next term. Any accounts not settled as 
such will incur the following payment 
charges as levied by the Governors:

• An interest charge of 5% above the 
National Westminster Bank base rate 
for all overdue accounts, plus

• A termly administration charge of  
£20 for an account outstanding up  
to £50; or

• A termly administration charge of  
£30 for an account outstanding 
between £51 and £200; or 

• A termly administration charge of  
£50 for an account outstanding  
over £200.

All charges are raised in arrears with  
the exception of the boarding fee.

Where appropriate, the following  
charges, which are reviewed annually,  
will appear on the pupil accounts termly:

• CCF Subscription 
Charged only to pupils involved

• Sports Club Membership 
Charged only to relevant pupils  
(see website for details)

• House funds (boarders only) 
£25.00

• School Fees Insurance (optional 
payment) 
1% of boarding fee.

ParentPay
Cranbrook school has introduced a  
more convenient way to pay for school 
meals using a secure service called 
ParentPay. This offers you the freedom  
to make payments whenever and 
wherever you like, 24 hours a day, 7 days 
a week safe in the knowledge that the 
technology used is of the highest internet 
security available.

Parents will have a secure online account, 
activated using a unique username 
and password. You will be prompted to 
change these when logging in for the first 
time. Keep them safe and secure. If you 
have more than one child at our school or 
children at other ParentPay schools, you 
can create a single account login for all 
your children.

ParentPay helps our school by:

• Reducing the administrative time spent 
on banking procedures

• Keeps accurate records of payments 
made for every student

• Payments do not bounce

• Reduces paper waste

• Allows for easy and quick refunds to be 
made back to the payment card

• Improves communication between 
the school and parents concerning 
payments

• Offers a more efficient collection 
process, reducing the amount of 
money held on school premises

• Helps us improve school-home 
communication with its integrated 
email/SMS messaging centre.

Full information on ParentPay will be 
sent out with your starting pack details 
from the Registrar.

School Fees Insurance  
(applicable to boarders only)
Details are given below of the school’s 
Fees Insurance Scheme which the 
Governors strongly suggest boarding 
parents take advantage of. The policy 
covers parents against absence from 
School because of illness, accident or 
recognised quarantine.

The termly premium covering this risk is 
based on 1% of the net boarding fee after 
deducting any termly Scholarship Fund 
Awards. The scheme provides that in all 
cases of certified compulsory absence 
from the school for any continuous period 
of at least 8 days, for any of the following 
reasons, a remission of fees will be made 
to parents for the period of absence 
excluding the first day:

• The inability of a boarder to return to 
school at the beginning of a new term 
or after a recognised school exeat 
owing to illness, accident or recognised 
quarantine

• The removal of a boarder from the 
School during the term (if recommended 
by the School Doctor) for treatment 
which cannot adequately be given in the 
School Medical Centre

• The necessary closure of the whole 
school, or of a separate House, owing 
to an epidemic of an infectious disease, 
which renders the continuance of 
school work impossible.

No remission of fees will be made for:

• Illness dealt with at the school or in 
cases where boarders are kept from 
the school owing to fear of infection  
at the school

• Absence on account of congenital 
abnormality or as a result of inoculation, 
vaccination or similar preventive 
treatment unless insisted upon by 
the school owing to a prevailing local 
epidemic in the vicinity of the School  
or the boarders

• Absence due to injury or disablement 
directly or indirectly caused or 
contributed to by war or invasion.

Remission is based on a 36 week 
academic year, i.e. 1/252 of the yearly net 
boarding fee for each day of qualifying 
absence. The maximum remission in 
respect of any on boarder in any one year 
of inclusion in the scheme is an amount 
equal to the scheduled fees for one and 
a half terms. Claims in writing, giving the 
dates of absence and reason, should 
be sent to the Clerk to the Governors, 
Cranbrook School. In view of the 
advantages available under the scheme, 
the Governors cannot entertain any other 
application for the remission of fees on 
medical grounds whether or not the parent 
adopts the scheme. If you wish to be 
included in this scheme, please complete 
the form available from the Registrar.
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Charging Policy on School Trips 
Under the terms of the Education Reform 
Act we do not have the right to charge for 
certain school activities, although voluntary 
contributions may be sought from parents 
of participating pupils. The provisions of 
the Act apply to such activities as day and 
residential trips in the UK and abroad.The 
governors have adopted Kent’s policy on 
charging. A full version of this policy  
is available in school should you wish  
to see this. 

In order to save you and the school the 
need to complete an indemnity form each 
time your child goes out of school, please 
complete the Compulsory Information 
Form which is included in the starting 
details pack sent by the Registrar. This 
covers all trips of up to one day’s duration, 
including the annual school Lenten Appeal 
Sponsored Walk, and including going into 
town at break and lunchtime where school 
rules permit. You will be asked to complete 
a separate form for any residential trips or 
trips abroad. 

General Insurance Matters 

Insurance Cover  
for Personal Effects 
The Governors of the school are fully 
aware that present day students possess 
a wide range of personal effects in 
addition to their clothing. Whilst the 
staff do their best to assist pupils in 
safeguarding their property, particularly 
money, watches, mobile telephones, 
iPods, MP3 players, bicycles, laptop 
computers, and other valuables, the 
Governors do not accept liability for, 
or insure against, loss or damage to 
personal belongings brought on to  
school property. 

NEITHER THE GOVERNORS NOR  
THE SCHOOL CAN BE HELD 
RESPONSIBLE FOR THE LOSS OR 
DAMAGE TO SUCH ARTICLES OR 
EFFECTS WHILST THE STUDENT IS AT 
SCHOOL, unless such articles have been 
handed in to a person of authority for 
safekeeping. Parents are advised to seek 
the advice of an insurance broker. 

Students’ Personal Accident 
Insurance 
The school provides the basic minimum 
requirement of personal accident 
insurance for all pupils, both day and 
boarding. The policies, which have been 
carefully negotiated by the Bursars’ 
Association provide: 

• Realistic benefits payable on proof of 
permanent disability and without the 
need to prove negligence. 

• World-wide cover, for 365 days per  
year, with very few exclusions for 
boarding pupils. 

• For day pupils the insurance covers 
travel to and from school, during school, 
sports events and on school journeys. 

 

Fundraising for the School
Cranbrook is an impressive environment 
in which to learn, with facilities that can 
be compared with some of the best 
schools in the country. It is a state funded 
school. The Government provides funding 
for tuition and some capital. Throughout 
our long history generations of parents, 
friends and alumni have contributed to 
the school’s fundraising streams. This has 
allowed the building of many excellent 
facilities.

Unfortunately, in current times, government 
funding falls well short of maintaining such 
amenities, improving essential equipment 
and investing in other, much-needed 
infrastructure. That is why our fundraising 
programmes are so critical to the school’s 
success and every student’s well-being. 

Giving to any charity is a personal  
choice and one that sometimes 
raises questions. Please look at our 
website: www.cranbrookschool.co.uk/
development for more information about 
donating to the school, matched funding 
and other forms of giving. Additional 
queries can be addressed to the 
Development Office.

Annual Fund 
The Annual fund helps bridge the shortfall 
between state funding and running costs 
and also identifies strategic projects that 
will be realised during the academic year, 
so every child benefits. The Annual Fund 
falls into two parts: 

• A contribution towards maintaining 
existing facilities and essential 
equipment 

• These finances are an essential part of 
the school’s budget, supporting those 
things that receive no grant but are so 
important to our students and make 
Cranbrook what we are. Parents are 
asked to contribute at the start of their 
child’s time at the school and for the 
forthcoming years. It raises around 
£100,000 per annum and helps to 
support facilities such as the Lynx 
Magazine; School News; Examination 
charges; Voluntary Fund; Travel 
insurance for all outings and trips; OCA 
Association (Lifetime membership); Lab 
coats; Computer connection / email; 
Swimming pool heating; Personal 
accident insurance; Clubs and societies; 
Some specialist equipment; Pupils’ 
project groups; School minibus fleet. 

A Contribution Towards  
Strategic Building Developments 
This is a continuous process and one that 
brings immediate benefits to all students. 
These improvements will also benefit 
students for a generation to come, just as 
today’s students are benefiting from the 
generosity of donors over the past thirty 
years. In recent years, this has helped 
fund new recreational facilities; sixth 
form and performing arts centre; medical 
centre; IT renewal; refurbishments and 
sports facilities. 
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CSPA 
The object of the Cranbrook Schools 
Parents’ Association (CSPA) is to advance 
the education of pupils in the school 
in particular by developing effective 
relationships between parents, staff 
and others associated with the School, 
and engaging in activities or providing 
facilities, services or equipment which 
support the school and advance the 
education of the pupils. 

The CSPA does this in a number of  
ways, including facilitating 
communication, co-operation and 
understanding between parents, school 
and staff members, communicating its 
activities, house news, funding news 
and our future events through CSPA 
newsletters and a dedicated website 
which is regularly updated. 

• Raising funds through parent 
subscriptions and fund-raising 
events for purchasing equipment or 
subsidising activities for the school 
which are beyond the School’s 
increasingly constrained budget. 

• Organising social events that parents  
(and teachers) actively participate in, 
thereby providing valuable opportunities 
to meet informally 

• Organising and supporting information 
events for the benefit of both the 
parents and students such as Drug 
Awareness and Teenagers and Alcohol 
Forums, Mini Enterprise Schemes, 
Careers Fairs and cross curricular 
evenings. 

Further information on committee 
members and the CSPA is available  
on our website. 

The Data  
Protection Act 
Cranbrook School processes personal 
data about its pupils and is a “data 
controller” in respect of this for the 
purposes of the Data Protection Act 
1998. It processes this data to: 

• Support its pupils’ teaching and 
learning 

• Monitor and report on their progress 

• Provide appropriate pastoral care 

• Assess how well the school as a whole 
is doing. 

This data includes contact details, national 
curriculum assessment results, attendance 
information, characteristics such as ethnic 
group, special educational needs and any 
relevant medical information. 

This data may only be used or passed on 
for specific purposes allowed by law. From 
time to time the school is required to pass 
on some of this data to local authorities, 
the Department for Children, and to 
agencies that are prescribed by law, 
such as Ofsted, the Learning and Skills 
Council (LSC), the Department of Health 
(DH), Primary Care Trusts (PCT), and 
organizations that require access to data 
in the Learner Registration System as part 
of the MIAP (Managing Information Across 
Partners) programme.

Pupils, as data subjects, have certain 
rights under the Data Protection Act, 
including a general right to be given 
access to personal data held about them 
by any data controller. The presumption is 
that by the age of 12 a child has sufficient 
maturity to understand their rights and 
to make an access request themselves 
if they wish. A parent would normally be 
expected to make a request on a child’s 
behalf if the child is younger.

If you wish to access your personal data, 
or that of your child, then please contact 
the relevant organisation in writing. Details 
of these organisations can be found on the 
following website www.kent.gov.uk, or via 
the Data Protection Officer at Kent County 
Council, Room 2.35, Sessions House, 
County Hall, Maidstone, Kent, ME14 1XQ 
or for those pupils/parents where this is 
not practical, a hard copy can be obtained 
from the Head Teacher. 

Your attention is drawn to (Layer 2) 
of this Fair Processing Notice, which 
gives supplementary information about 
the processing of pupil data by the 
organisations mentioned above, and to the 
Full Notice (Layer 3) which gives greater 
details of how the pupil data is processed 
and the rights of parents and pupils. 
Either can be obtained from www.kent.
gov.uk or from the Data Protection Officer 
at : Kent County Council, Room 2.35, 
Sessions House, County Hall, Maidstone, 
Kent, ME14 1XQ. A hard copy can also be 
obtained from the Headmaster’s PA. 

 





Please take the opportunity  
to visit our website:
www.cranbrookschool.co.uk  
to find out more about  
Cranbrook life.

Cranbrook is a selective, state day  
and boarding school for boys and girls.

Cranbrook School, Cranbrook 
Kent TN17 3JD
Email: registrar@cranbrook.kent.sch.uk
Telephone: 01580 711800
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