
 

 

 

WICK HIGH 
SCHOOL 

 

 
 

Parent Handbook 

Session 2015-2016 
  



 

WICK HIGH SCHOOL PARENT HANDBOOK 

 

 

 
Table of Contents 

 
School Contact Information 1 
Attendance/Absence 2 
Placing Requests – Parental Choice 2 
Parental Involvement 3 
Aims and Values 3 
Community Involvement 3 
The Curriculum 4 
Religious and Moral Education 4 
Personal and Social Education 5 
Extra-curricular Activities 6 
Library 6 
Equal Opportunities 7 
Child Protection 7 
Universal Support 8 
Guidance  10 
Skills Development Scotland 10 
Additional Support Needs 11 
Health Care 13 
Transport Provision 13 
Homework 14 
Assessment 15 
Reporting 15 
Parents’ Meetings 16 
Transitions 16 
House Councils 16 
Dress Code 17 
Standards of Behaviour 18 
School Routines and Procedures 19 
Physical Education Kit 20 
School Day 21 
Registration 21 
School Meals 21 
Work Permit 21 
Leaving Procedure/Dates 21 
School Closures Telephone Line 22 
Travelling to School during Adverse Weather 22 
Term Dates 24 
Members of Staff 25 
 
 
 

 
Please note that whilst information provided is considered to be correct at the time of printing, it is 
possible that there may be changes affecting a matter covered with in this handbook. We will 
endeavour to communicate such changes through newsletters, the school website or via a direct 
letter to parents depending on the change. 
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School Contact Information   

 

Name: Wick High School 

Address: West Banks Avenue, Wick, Caithness, KW1 5LU 

Telephone: 01955 603333 

Website address: http://www.wickhighschool.org 

Email contact: wick.high@highland.gov.uk 

Head Teacher: Dr F Grant 

 

Wick High School is a non-denominational secondary school serving the communities on the 
East side of Caithness.  As of September 2015, the school roll was 658 pupils. 

 

Parent Council Contact:  

Professor I Baikie:  01955 602777 

 
Parental communication with the school  
 

i) Visits: In the case of a parent whose child has been offered or is seeking a place at this school 
which is outside their catchment area, if they wish to visit the school please get in touch at the 
phone number above and give details of the child or children and contact details. Thereafter, the 
year head or senior manager with responsibility for induction will get back in touch to arrange a 
time for a visit to the school. Parents who live within the catchment area will have the 
opportunity to visit the school during the P7 induction process.  

ii) Concerns: In the first instance when a pupil’s parent has a concern about the pupil, they 
should ring the school and ask to speak to their child’s Guidance teacher who is the first point of 
contact between home and school. The Guidance teacher will investigate the concern and either 
get back in touch with the parent or, depending on the nature of the concern, involve the 
school’s Senior Management Team who will contact the parent. In all cases, parents have a right 
to expect a quick reply to a concern.  

iii) Complaints: Whilst the Guidance teacher is a parent’s first point of contact for almost all 
issues, if a parent wishes to register an official complaint they should in the first instance 
communicate this to the Head Teacher- either by phone, email or letter. He will acknowledge 
the complaint and agree a timescale for getting back in touch with an update or resolution. 
From here, if necessary, the matter will be brought to the attention of the Area Education 
Manager who will decide what the next steps should be. Parents will be kept fully informed at 
each stage and will be invited to attend relevant meetings being held. Should you feel unable to 
speak to the Head Teacher you are entitled to contact the Area Education Manager, Graham 
Nichols at the Area Education Office, Highland Council, Drummuie, Golspie KW10 6TA. Further 
advice is available on the Parentline website: http://www.children1st.org.uk/what-we-do/our-
services/search-our-services/parentline-scotland/  
 

Please note that transport is not a school responsibility and any queries should be addressed to 
the Local Transport Officer, Christine Dodd - 01955 609561.  

http://www.wickhighschool.org/
mailto:wick.high@highland.gov.uk
http://www.children1st.org.uk/what-we-do/our-services/search-our-services/parentline-scotland/
http://www.children1st.org.uk/what-we-do/our-services/search-our-services/parentline-scotland/
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Attendance/Absence 

Absence: 

If a pupil is going to be absent from school, a parent/guardian should notify the office by 
telephone or email on the first day of their absence indicating the estimated duration of their 
absence.  On the first day of the pupils return to school a note confirming the reason for 
absence and duration must be provided. This note should then be placed in the box marked 
‘Absence Notes’ at reception. 

Lateness: 
Pupils must be in school by 9.00 am for morning classes and by 1.40 pm for afternoon classes.  
(Details of pupils arriving late for classes are recorded).   

A pupil arriving late in the morning must collect a late card from the office. Pupils arriving after 
1.40 pm in the afternoon must also collect a late card from the office. 

 

Out of school: 

Pupils are not permitted to leave the school at morning interval.  If pupils leave the premises at 
lunch time, they do so at their own risk. 

Pupils who have medical/dental appointments should bring a note to the school office before 
the start of period one wherever possible, to receive permission to leave the school. 

 

Placing Requests – Parental Choice 

 

Each school serves its own particular catchment area.  Pupils whose homes are located in that 
area will have priority in being allocated a place in the school.  However, parents have the right 
to specify the school in which they wish to place their child.    Application must be made to the 
Area Quality Improvement Manager, Mr Barry Northedge at the Area Education Office, Highland 
Council, Drummuie, Golspie KW10 6TA.   Placing request forms can be obtained from 
http://www.highland.gov.uk/info/878/schools/11/school_enrolment/2 

 

Transportation to and from school, for placing request pupils, is a parental responsibility. 

  

http://www.highland.gov.uk/info/878/schools/11/school_enrolment/2
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Parental Involvement  
 
i) Parent Council  
All parents who have a pupil at the school are automatically part of the Parent Forum. The views 
of the Parent Forum are represented by a Parent Council which is made up of up to 40 parents 
who meet once or twice a term with the Head-teacher. The Parent Council can be contacted via 
the generic school email address on page 1. Minutes of meetings and other information are 
stored on the Parent Council section of the school website.  
 
ii) Direct school-parent links  
Wick High School staff believe that a good home-school partnership is essential to maximising 
the support given to all learners. We know this only works when as a school we give you the 
information to support your child’s learning. This is done in various ways:  
i) An annual report of each learner’s progress, strengths and next steps in learning.  

ii) Parents’ Evenings.  

iii) Pupil planners contain not only homework but learning intentions for lessons and a wealth of 
other useful information for parents.  

vi) Our website which contains news, key documents, the daily notices and links to other 
websites relevant to your child’s education.  

vii) A responsive Guidance Team who serve as a first point of contact for any parental concerns 
and will make contact with home if concerns arise.  

Aims and Values 

Wick High School aims to enable all pupils to grow intellectually, socially and emotionally, and to 
develop as far as possible their individual talents and abilities. 

Specifically to:  

 Maintain a secure and healthy environment in which all staff and pupils feel valued and in 
which effective learning may take place. 

 Provide a quality education for every student through a range of relevant and appropriate 
courses with valid and reliable assessment and supportive and informed guidance. 

 Work in partnership with students and parents to secure improved attainment and 
maximum potential. 

 Support students in developing self-esteem, self-respect and respect for others and the 
environment, within the developing ethos of a health promoting school. 

 Work with other agencies in the community to meet the needs of the whole child and 
prepare them for their role in society. 

 Equip pupils with the highest qualifications possible to enable them to move on successfully 
to employment or continuing education and secure a commitment to life-long learning. 

 
 

Community Involvement  
 
We have excellent links with a number of groups within the community including Highlife 
Highland. The local youth worker is based within the school and runs a club at breaks and 
lunchtimes for our young people.  It also supports the school through promotion of the Duke of 
Edinburgh awards scheme. 
 
A number of local employers support the school by offering work placements for our youngsters 
as part of their curriculum in S4 to S6.  We also have close links with North Highland College. 
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The Curriculum 
 
The curriculum aims to give a broad and balanced education to all our pupils. It is based on 
national guidelines and also aims to offer a flexible pathway to future employment or further 
studies.   
 

S1-S3: Broad General Education  

Throughout S1-S3, pupils are taught specific subjects from all curricular areas as well as skills and 
attitudes which will be essential in the senior phase and later life. For the first three years all 
pupils study from all curricular areas.  Subjects studied presently are as follows: 
 

English  

 

Mathematics  

Physical Education  Music  

Science  RME 

French/Gaelic/Spanish  Geography, History, & Modern Studies  

Business Education  Personal and Social Education  

Art and Design  Technical Education  

 
S4-S6: The Senior Phase  
 
Course studies in the senior school lead onto the new National qualifications- available at 
National 3, National 4, National 5, Higher and Advanced Higher level.  Pupils study up to a 
maximum of five subjects in any one year.   The choice and range of courses may vary from year 
to year depending on staffing and other resources.  
 
Currently the following subjects are on offer:  
Administration, Art and Design, Biology, Chemistry, Computing Science, Engineering Science, 
English, French, Geography, Graphic Communication, History, Human Biology, Maths, Modern 
Studies, Music, PE, Physics, Practical Wood Working, Sociology.  
 

Details of course options are available on the school website at course choice time. 
 

Religious and Moral Education 

All pupils study period a week of RME from S1-4.  The S1-2 focus of religious and secular views 
 on our responsibility to the planet and other people is developed further in Core S3-4. 

There are a wide range of short units available to allow a degree of pupil choice in topics as 
diverse as “Internet Censorship and Repression in China” to “Animal Rights and the work of the 
SSPCA.” Teaching and learning approaches are varied to encourage pupils to develop their ‘soft’ 
skills as well as deepen their understanding of some of the major religious, ethical and 
philosophical issues of the day.  

Parents who wish to exercise their right to withdraw their child from RME should write to the 
Head Teacher making their request to have their child excused. 
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Personal and Social Education 

As far as possible Guidance Teachers also take their own classes for Personal & Social Education 

(PSE) where we aim to help youngsters cope with the demands of a complex and ever-changing 

world.  All pupils are timetabled for P.S.E. throughout their secondary education. 

Topics covered in S1-S3 PSE include the following. 

 Settling in at High School 

 Group forming. 

 Study/homework skills. 

 Taking responsibility/developing self-confidence. 

 Relationships/caring for each other. 

 Safety. 

 Environmental Issues. 

 Health & Sex Education. 

 Decision making 

Other topical subjects are often discussed as the need arises within these classes and pupils 

often use them as a forum to express their ideas or views of current events. 

 

Skills for learning, life and work  

Experiences which give pupils the opportunity to develop skills for learning, life and work are 

one of the major components of the new Curriculum for Excellence curriculum. It is an 

expectation that young learners, on their way to becoming successful learners, responsible 

citizens, confident individuals and effective contributors should develop the following skills: 

 
Literacy skills  

All staff and subject areas have a responsibility for teaching literacy. Teaching includes the 

basics, such as spelling and grammar, and also includes a wide variety of learner tasks which 

present opportunities for using language.  The consistent use of literacy strategies across subject 

areas ensures that youngsters transfer and consolidate literacy skills. 

 

Numeracy skills  

All staff and subject areas have a responsibility for teaching numeracy. Each department and 

teacher is aware of which numeracy experiences and outcomes they deliver in the Broad 

General Education. 

 

Working with others 

Pupils will have regular opportunities to learn collaboratively and come to appreciate the 

complexities of working with other people- including sharing responsibilities, accepting different 

roles, having the courage of their convictions and being open to other people’s ways of learning 

and thinking. 
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Extra-Curricular Activities 
 

These activities are regarded as an integral part of the education offered to pupils in the school.  

All pupils are encouraged to participate as fully as possible and there is a range of both sporting 

and non-sporting activities from which to choose. 

The following is a sample of some of the activities offered by staff in 2015-16 

Badminton, drama, football (boys and girls), rugby, volleyball, swimming, netball, dodgeball and 

basketball. We also have a Whovian (Dr Who) fan group and a Retro Computer Games Club. 

The school is currently looking to secure 

funding to start up a surfing club. 

 

In addition to the above, social events are 

organised throughout the school session such 

as Theatre Trips and End of Term Dance. 

In the Music department a number of pupils receive instrumental tuition in guitar, wind and 

strings. 

 

Library 

Wick High School has a library with over 11000 general and reference books, the library is open 

during class time, at break time, and during part of lunchtime and there are computers where 

pupils can use the latest technology for research.   

A Careers Library is situated within the Main Library, which also has a wide collection of books, 

prospectuses, pamphlets, CD ROMs and DVDs.   

The School Librarian can offer advice and assistance to pupils who wish to borrow books or who 

wish to refer to material for the completion of class assignments.  All English classes visit the 

library to borrow books at least once every four weeks.   

The School Library has increasing links with the Public Library and the same card serves both, 

and participates in challenges and awards groups throughout the year. 
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Equal Opportunities 

Wick High School recognises a duty to oppose prejudice, discrimination 

and intolerance on matters of race, religion, culture, social class or gender. 

Pupils are influenced not only by the content of lessons but also by the 

model which the school presents as a working institution.  Unnecessary 

gender-distinctions in the organisational practices of the school have been 

eliminated. 

The school wishes all its pupils to realise their potential.   Boys and girls will receive equal 

treatment.  They will not be offered different experiences simply because they are of different 

gender. 

Child Protection 

From time to time incidents can occur within the school setting which cause concern and could 

indicate that a pupil is suffering some form of abuse. 

In terms of Highland Child Protection Committee Inter-agency Protection Guidelines, Education 

Service staff have to report such incidents to Social Work Services which can lead to a joint 

Social Work/Police investigation. 

All agencies involved in Child Protection regard the welfare of children as paramount and this 

will be their priority.   

More information about Child Protection Procedures within Highland can be obtained from the 

Child Protection Development Officer, Mrs Susan MacLaren, Highland Child Protection 

Committee, Kinmylies Building, Leachkin Road, Inverness IV3 8NN – Telephone (01463) 703483 – 

Fax (01463) 713237. 
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Universal Support 

Universal Support is a child centered approach, defined within Curriculum for Excellence, that 
focuses on delivering to the individual needs of all children in order to help them to meet their 
potential in all areas of the school. It should provide a holistic overview of each pupil that allows 
for open discussions relating to learning, reviewing of progress and planning for next steps. It 
allows for all pupils to be involved in planning and reflecting on their own learning. Tutor time 
allows for more individual work with pupils, supporting the role of guidance where we get to 
know pupils as individuals, as well as the regular updating of profiles and folios to ensure 
success. 

 

The Guidance Team 

 
• Are responsible for the personal, social, vocational and curricular guidance of students. 

• Must have a good working relationship with pupils, staff, SLT, parents and outside 

agencies. 

• Link with agencies such as SDS, Police, Social Work and School Nurses 

• Provide support and advice for pupils in all areas of their school lives. 

• Have a clear, understanding of their pupils past, present and guide them towards their 

futures. 

• Encourage pupils towards a positive destination. 

• Maintain Child Plans 

• Provide specific targeted support when needed. 

• Provide a worthwhile PSE course that follows the principles of Curriculum for Excellence. 

• Promote positive behavior. 

• Monitor attendance 

 

Personal Support Teachers 

 
• Mentor and guide all pupils 

• Provide frequent opportunities to discuss learning and teaching. 

• Provide feedback of tracking and access to profiling. 

• Demonstrate a detailed knowledge of all pupils needs and achievements. 

• Help pupils to reach a positive destination 

• Promote positive behavior. 

• Create an environment that will promote a happy, and engaged class. 

• Promote attendance  
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Both PSE + Personal Support Time 
• Must be appropriately challenging for each pupil 

• Allow for open discussion 

• Must complement each other and not be repetitive 

• Allow for mentoring and support of pupils. 

 

Examples of topics covered in PSE (taught by 
Guidance) 

Examples of topics covered in  

Personal Support 

• Sex Education,  
• Internet Safety,  
• Relationships and Bullying, 
• Health,  
• Drugs,  
• Alcohol, 
• Self-Esteem, 
• Mental Illness. 

 

• Reflecting on Learning setting SMART 
targets 

• Understanding your progress 

• Team Building and relationships with 
peers 

• Celebrating wider achievement 
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Guidance 

Pupils coming to Wick High School will be assigned to a class group of a particular Guidance 
Teacher and will normally remain within this class group throughout school. 

Parents are encouraged to contact the Guidance Teacher, in the first instance, on any matter 
concerning their son/daughter.  The Rector and Depute Rectors are also available if required. 

The Guidance Teacher will get to know the pupils better as time progresses and will be involved 
in many aspects of the pupils’ school life including: 

 settling in at school 

 monitoring progress 

 encouraging good relationships 

 checking/tracking of health and wellbeing 

 liaising with outside agencies where necessary 

 course/subject choice at key points in the future.  This will change with CfE. 

Guidance Teachers also teach Personal and Social Education. 

The class groups and Guidance Teachers are as follows. 

 Miss C Bennett – 1F, 1S, 2F, 2M, 3F, 4F, 4M, 5F, 5S, 6F 

 Mrs C Clasper – 1N, 2N, 2S, 3M, 3N, 4N, 5N, 6N 

 Mrs J Gunn – 1M, 1R, 2R, 3R, 3S, 4R, 4S, 5R, 6R  

Skills Development Scotland 

Skills Development Scotland (SDS) is the new Scottish Government body which incorporates 
several organisations to better support employers, learning providers and individuals into a 
more productive future for Scotland. You can learn more on the corporate website 
www.skillsdevelopmentscotland.co.uk , which contains a wealth of information, including some 
very useful statistics on Labour Market Information.  

In conjunction with local councils, the SDS Operations Team is continuing to support schools, 
providing advice on career planning and employability skills, as well as organising extra training 
for young people needing a little more help to enter the job market, and conducting surveys to 
provide the Government with an up to date picture of employment and training needs.   

As part of the on-going development and modernisation of the 
service, SDS has recently launched an interactive web service 
www.myworldofwork.co.uk  to enable everyone to take more 
control of their own development from the comfort of any 
computer with internet access. There are also useful tips here for 
parents to help them to guide their children through the maze of 
education, subject choices and jobs. SDS will be actively 

encouraging all senior school pupils to register on this site and use it regularly to help them 
develop lifelong career management skills, although SDS advisers will still be available – at 
Parents’ Evenings or by appointment - to offer more help to those who are ‘stuck’!   

There is a National Helpline on 0845 8502 502 or you can contact the Caithness and Sutherland 
office on 01847 896115.    

http://www.skillsdevelopmentscotland.co.uk/our-services/services-for-individuals/careers-advice/which-career.aspx
http://www.skillsdevelopmentscotland.co.uk/
http://www.myworldofwork.co.uk/
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Additional Support Needs 

Aims 

The principal aim of the Additional Support Needs (ASN) Department is to ensure that pupils’ 

additional needs are identified, assessed and fully met. Additional needs may be temporary due 

to for example illness, or they may be long term. The overall objective of the department is to 

support pupils in a number of ways in order that they can succeed and build good foundations 

for adulthood and if possible, working life. We also aim for our pupils to develop attitudes of 

inquisitiveness, creativity, co-operation, self-confidence and self-discipline within a safe, 

stimulating and supportive environment. 

We aim to achieve this by providing a graduated response for students with ASN which includes 
a wide range of strategies and a continuum of provision. As a department we wish to offer 
friendly encouragement, and help those who need support with school work, with their 
organisational skills and with overcoming difficulties to reach their potential. 

The school operates a staged approach to ensure that pupils receive the support they require at 

the time they need it and at the level they need. The stages range from simple classroom 

strategies to multi-agency assessment and planning. Partnership with pupils and their parents or 

guardians is essential at all stages of the process. Exceptional needs may be met more formally 

via an Individualised Education Plan and/or Child’s Plan, Where another agency such as Health 

or Social Work is involved, needs may be met  through a Co-ordinated Support Plan. Further 

information on this can be found on Highland Council’s website. 

http://www.highland.gov.uk/learninghere/supportforlearners/ 

School Policy 

The school aims, wherever possible, for a pupil’s additional support needs to be met within the 

mainstream setting. Where this does not fully meet the needs of a pupil, he or she may be 

withdrawn for some or all of the time for individual or group tuition after consultation with 

parents and the pupils concerned. Pupils with additional needs can be assisted in a variety of 

other ways, such as by the use of technology e.g. laptops, predictive text software, course 

material in MP3 format or e-readers.  

The provision of reader/scribes for assessment and the adaptation of curricular materials may 

also be arranged. 

 Partner Agencies 

The school can, with parental approval, arrange for help or advice from a number of partner 

agencies such as occupational therapy, physiotherapy, education psychologist, careers, social 

work, Children’s Services Worker, school medical services and voluntary groups such as the 

Pulteneytown Peoples Project. 
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The Learning Support Suite 

The Learning Support Suite is situated in the lower corridor of the extension building in the 
school. The lighting in this area has been especially designed to cater for the needs of pupils on 
the Autism Spectrum and also for the Vision Impaired.  

Here there is: 

We have a facility for pupils with severe profound and complex difficulties.  This is a bright and 
attractive room with an adjacent disabled toilet and shower/changing room and a multi-sensory 
and soft play room.  A hoist is available for pupils who cannot transfer independently. 

The Autism Friendly Base for pupils on the Autism Spectrum has been decorated in neutral, 
calming colours and has working areas and “chill-out” space.  

The Adapted Curriculum Base is used for pupils for whom a full mainstream curriculum is not 
appropriate. On Fridays a small café for staff is held in this room. It is run by pupils with the 
assistance of Pupil Support Assistants and has become a highlight of the school week. The school 
also has a small sensory garden and a poly-tunnel which is maintained by pupils under the 
guidance of staff. Flowers and produce for the café and for use in departments are grown in the 
poly-tunnel and some items grown have even been exhibited and won prizes at a local show.  

The Learning Support Base is for mainstream pupils who require some individual and group 
tuition. This room is well equipped with computers as well as reading and support materials. A 
loan system of laptops, netbooks, e-readers and mp3 players enables pupils using this room to 
work more independently both here and in mainstream classes. 

Learning Support Teachers 

The school has a number of teachers working in the ASN Base and also across mainstream. 
Learning Support Teachers work closely with the Guidance team, subject teachers and personnel 
from a number of agencies to ensure that a holistic approach to the needs of the pupil is taken. 
Collectively, there is a high degree of training and experience within the Learning Support team.  

Pupil Support Assistants 

The school has a number of experienced and well trained Pupil Support Auxiliaries whose 
commitment and knowledge of individual pupils and of strategies to support learning is 
invaluable. As well as working with pupils in the ASN Base and in mainstream classes, Pupil 
Support Assistants may also support pupils at break-time and lunchtime, provide personal care 
and escort pupils around the building who need additional help. 
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Health Care 

 

Routine Health Care 

The health of pupils is a primary concern of the school and parents are asked to bring any 
concerns they may have in this respect to the attention of the Guidance Staff.  Routine care 
includes inoculation/vaccination and periodic general checks by the school doctor.  Parents are 
given ample advance notice and their consent is sought before any treatment is given. 

 

Pupils who take ill in school or are involved in an accident 

In serious cases the pupil is taken directly to the General Hospital and the parent is notified if at 
all possible. 

In other cases of lesser emergency, an unwell pupil must report to the school office where staff 
will contact a parent/guardian. 

Under no circumstances should a pupil leave school without permission. 

Since the school’s catchment area is so large, and no school nurse is available, parents are 
requested to retain the child at home if he/she is unwell. 

After a period of absence, a pupil must bring a signed note of explanation and deliver this to the 
box marked ‘Absence Note’ at reception. 

 

TRANSPORT PROVISION 

 

Pupils living more than three miles from the school receive free transport. Public service buses, 
private buses, minibuses and taxis have been arranged to transport children to and from school.   

Bus passes, if required, will be issued from the school office at the beginning of each session.  
Bus pick-up times will be made known to all pupils involved.  It 

should be noted that the Authority is not obliged to pick up 
pupils at their homes where these are situated off the 
public road.  Thus for some country pupils a walk or 

family transport to pick up point will be part of their daily 
routine.   

Further details on the operation of the Authority's School Transport policy may be obtained 
from School Transport Department based in The Council Offices, Caithness House, Market Place, 
Wick Telephone : 01955 609561. 
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HOMEWORK 

To all Parents 

Pupils are issued with a homework planner to record their set homework.  You should check this 
from time to time.  It is important that a regular pattern of study is encouraged. 

Some departments will issue homework on a regular basis and others less frequently because of 
the differing nature of the subjects.  Broadly, pupils will have work at home approximately once 
every two weeks, in most subjects. 

 

Homework 

Most homework issued by teachers will be a consolidation of work already 
covered in school, such as tackling further examples of problems already studied in class or 
applying new skills learned during the day.  If difficulties occur a pupil should look over the notes 
or examples already done in class and if the pupil is still uncertain he/she should ask the teacher 
to explain. 

 

Study 

Just as important as set homework is private study.  Pupils should establish a daily pattern of 
study and take increasing responsibility for their own learning.  They will be given regular advice 
on how to establish such a pattern throughout their time at Wick High School. 

As a parent you can play your part by 

 showing your interest through discussion of the work set and the offer of help and advice 

 encouraging your son/daughter to adopt a responsible attitude to homework and private 
study 

Obviously the time spent working at home will increase as pupils progress through school.  It is 
not possible, or desirable, to set prescribed limits. Much depends on the progress of the 
individual.  

 

To All Pupils 

Your attitude to working at home is very important.  At all stages in the secondary school you 
will be given set homework.  As far as possible, you will be given plenty of notice when 
homework is to be completed and you should use your homework planner sensibly to record all 
homework issued.  You will also be given help and advice, while at school, on learning to study 
and taking responsibility for your own learning.  When no homework has been set it is expected 
that you will take this responsibility by 

 reading over work covered in the class 

 improving and tidying written notes 

 completing work missed during absence or not completed in class 

 doing further research on a topic covered in class e.g. using books at home or the 
school/local library 

 following a programme of revision as you approach class tests. 
  



 

WICK HIGH SCHOOL PARENT HANDBOOK 

15 

Assessment 

The principles of Assessment for Excellence apply to assessment in a way that achieves 
coherence across experiences and outcomes, learning and teaching and assessment practice. 

Assessment is an integral part of learning and teaching. It helps to provide a picture of a child's 
or young person's progress and achievements and to identify 
next steps in learning. 

Assessment promotes learner engagement and ensures 
appropriate support so that all learners can achieve their 
aspirational goals and maximise their potential. 

Assessment supports learning by focusing on the process of 
children and young people moving from where they are in 
their learning towards their desired goals. Assessment can also 
be used to identify and plan any support they will need to 
achieve these goals. 

High quality interactions between learners and staff lie at the heart of assessment as part of 
learning and teaching.  Learners need timely, accurate feedback about what they have learned 
and about how well and how much they have learned.  At all stages, learners should understand 
that assessment will support them in their learning and help them develop ambition to learn in 
increasing breadth and depth. 

As they develop skills in self and peer assessment, learners will build confidence and take more 
ownership for managing their own learning. By focusing on the processes of learning as well as 
on their achievement of outcomes, they will become reflective and positive contributors to 
assessment.  Assessment has to be fair and inclusive and must allow every learner to show what 
they have achieved and how well they are progressing. 

In line with disability discrimination legislation, the Scottish Qualifications Authority will, as far 
as possible, ensure that barriers to internal and external assessment are avoided in the 
specifications for qualifications, and will make adjustments to assessment arrangements for 
disabled candidates and those identified as having additional support needs. 

Reporting To Parents 

There is an ‘early-warning’ system in place for every year group. This is designed to alert parents 
to any cause for concern. All ‘early-warnings’ are issued by the end of November. All pupils also 
receive a full written report once in each school year. 

Parents will be informed of any outstanding achievement in effort, 
work or behaviour via the praise slip system, a fuller account of 
which appears below. 

In addition, at any point in the year, a teacher may alert parents to 
unsatisfactory performance by sending home an Effort/Progress slip 
for parental signature. 
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Parents' Meetings 

To allow parents to discuss their children’s progress with teachers there are the following 

parents’ meetings. 

 

S1 November & June  S4 December 

S2 March S5/6 December 

S3 March   

 

In addition, parents are invited to make an appointment to see the Rector, Depute Rectors and 

Guidance Staff at any time by contacting the School Office. 

 

Transitions 
 
Transition from P7 into S1 arrangements begin within on-going and close liaison between the 
Academy and associated primary schools over particular needs and priorities. 
 
Secondary staff visit primary schools, each pupil receives an information pack. 
 
Transition induction week is in June when P7 pupils attend the High School.  During this week 
pupils follow their Secondary timetable in their Secondary classes. By the end of this week pupils 
have dealt with all the Secondary routines and have met their teachers. A parents evening his 
held during this week. 
 
Secondary pupils receive information at option stages during PSE lessons, Parents’ Evenings and 
through option booklets. 
 
The school will ensure that all pupils leaving school has a positive destination. Parents should 
spend time with their child looking at the world of work website: 
http://www.myworldofwork.co.uk/ and http://www.highland.gov.uk/learninghere/16pluslc/ 

 
 Dress Code 
 
At Wick High School we aim to create a professional and comfortable environment in which to learn and 
achieve. Our dress code is fundamental to this aim. Please find a summary of our dress code policy 
below. 

 
The school dress code is 

 Dark plain black trousers, jeans or skirt 
 A black or a white shirt with or without the school tie 
 Sweatshirt, hooded top, fleece, blazer or zipped top in black (no logos or markings). 
 A black or a white T-shirt or polo shirt 
 Black or white shoes or trainers 

 
The following items are not part of our dress code 

 Anything displaying advertising, slogans or logos 
 Tracksuit trousers and tops 
 Football strips/scarves 
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 Branded items 
 Leggings, thick tights, jeggings etc. in place of a skirt or trousers 

 
Note 

 We require all pupils to follow our “Hats Off Inside” rule. This also applies to hooded 
tops. 

 Pupils should expect to take off outdoor clothing in class. 

 Skirts should be of an acceptable length. We will not accept short skirts or tube skirts. 
Leggings worn with long T-shirt style tops are not acceptable. 

 All tops must cover the shoulders and be full length. It is important that the top (i.e. 
shirt) and the bottom (i.e. trousers or skirt) meet and there are no bare midriffs visible. 

 Pupils should avoid purchasing outdoor jackets with large brand names and writing. 

 Changes in fashion sometimes lead to unsuitable clothing or accessories being worn and 
we are sure that parents will understand that the school has to make judgments on 
clothing styles on some occasions. 

 
School Bags  
It is important that pupils have a proper bag to carry expensive books without causing damage.  
The use of carrier bags is not appropriate. 
 

Standards of Behaviour 

The school’s expectations of pupil behaviour are displayed in all classrooms.  We take pride in the fact 

that the majority of our pupils show high standards of politeness and good manners. 

Standards - Classroom  

 show respect for yourself, other pupils and staff 

 bring pencils, pens and other equipment to school 

 turn up for classes on time 

 finish eating any food or sweets before you enter your class 

 take out your Homework Planner when you come into class 

 take off your coat or jacket 

 always attempt to complete your work. 

Standards - Corridor  

 walk quietly between classes, keeping to the left 

 hold doors open for other pupils, staff and visitors 

 put litter in bins 

 eat food in the canteen or take it outside 

 keep away from the canteen doors at break and lunch time. 

Standards - School Ground  

 help janitors by putting litter in bins 

 hold doors open for other pupils, staff and visitors 

 help keep the school grounds a smoke free zone 

 use the social areas to meet friends. 

Sanctions  

The school has a clear reward system based on Vivo miles for consistently good work and behaviour.  . 
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All teachers will use these steps to deal with unacceptable behaviour 

 non-verbal warning 

 verbal warning 

 move/isolate within the class 

 complete a Think Sheet 

 displacement to another room. 

 

Serious misbehaviour may lead to 

 morning interval – detention 

 lunchtime detention 

 involvement of parents 

 exclusion from school 

It is the aim of the school to create a safe, orderly environment which allows teaching and learning to 

take place effectively. 

Rewards 

The school is currently reviewing its reward system for consistently good work and behaviour.   

School Routines and Procedures 

The following routines and procedures are designed for the safety of all pupils, the protection of property 

and the smooth running of the school. 

Corridor Movement 

Corridors: Pupils should walk quietly on the left: and they should move by the shortest possible 

route. 

Stairs: Follow the one way system where it is signposted. 

Out of Bounds 

 the main hall ( when ‘Hall Closed’ signs are in place) 

 the ‘Stage’ corridor 

 the ‘New’ block 

 the ‘History’ corridor 

 all areas above the ground floor 

Eating and Drinking 

Food should be consumed in the canteen or other designated areas, not in classrooms or corridors.  

Pupils are permitted to carry water but not any other kind of drink. 

Property 

Damage should be reported to the Janitor or a member of staff.  Pupils may be required to pay for any 

necessary repair or replacement of deliberate damage. 

Pupils have to look after their own property.  Books, personal equipment and clothing should not be left 

in the school overnight, except in a locker 

Valuables should not be left in the PE Department changing rooms 
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Lockers 

Pupils must always have their key 

Pupils are only allowed access to the lockers at the following times:  before 9.00 am / interval / lunchtime 

/ after 3.30 pm 

Equipment 

Pupils are expected to have basic items e.g. pens, pencils, homework diary, and suitable bag for carrying 

books/folders 

Litter 

It is the responsibility of every pupil to keep the school tidy.  Litter should be placed in the bins provided 
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General 

Smoking is not permitted on school property or during school activities 

Radios and personal music players should not be brought into school and MUST NOT be used in classes. 

During the school day mobile phones should be switched off and kept out of sight otherwise they may be 

confiscated and returned to pupils at the end of the school day or to parents if a frequent offender. 

Common sense should tell pupils that other items, whether illegal or unsuitable to possess in a public 

place, are also banned in school. 

Buddying 

Many of our S6 pupils have become involved in the schools Buddying Programme.  They provide a wide 

range of help and support for our younger pupils particularly in areas such as – 

 settling into school 

 relationships with others 

 homework 

 reading and number work 

 bullying 

 making friends 

 peer pressure 

 
 

Physical Education Kit 

In the interests of health and hygiene, all pupils should bring a suitable P.E. kit. Pupils must change before 

and after each lesson.  

All pupils should try to have the following kit: 

 Trainers 

 T Shirt 

 Warm top 

 Shorts & track suit bottoms for outdoors 
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School Day 

 Monday Tuesday Wednesday Thursday Friday 

Registration 9:00 – 9:10 9:00 – 9:10  9:00 – 9:10  9:00 – 9:10 9:00 – 9:10 

Period 1   9:10 – 10:00 9:10 – 10:00 9:10 – 10:00 9:10 – 10:00 9:10 – 10:00 

Period 2   10:00 - 10:50 10:00 – 10:45 10:00 – 10:45 10:00 - 10:50 10:00 - 10:50 

Interval   10:50 – 11:05 10:45 – 11:00 10:45 – 11:00 10:50 – 11:05 10:50 – 11:05 

Period 3 11:05 – 12:00 11:00 – 11:45 11:00 – 11:45 11:05 – 12:00 11:05 – 12:00 

Period 4 12:00 12:55 11:45 – 12:30 11:45 – 12:30 12:00 12:55 12:00 12:55 

Lunch 12:55 - 1:40 12:30 – 1:15 12:30 – 1:15 12:55 - 1:40 12:55 - 1:40 

Period 5 1:40 - 2:35 1:15 – 2:00 1:15 – 2:00 1:40 - 2:35 1:40 - 2:35 

Period 6 2:35 – 3:30 2:00 -2:45 2:00 -2:45 2:35 – 3:30 2:35 – 3:30 

Period 7  2:45 – 3:30 2:45 – 3:30   

Registration 

Electronic registration of pupils is now carried out every period by teachers, in addition to the 

morning registration period.  This change to the registration system will allow us to keep a closer 

period by period check on pupil attendance. 

School Meals 

The school operates a full cafeteria style lunch service.  In addition a snack bar is operated at lunch time 

and morning interval.   

Pupils who do not go home for lunch are encouraged to take a meal at school or a packed lunch. 

Some pupils are entitled to free school meals and application forms are available from the school office.   

After completion the form should be sent, by parents, to The Catering Officer, Schools Meals Service, 

Education Office, Brora.  The decision on whether or not the pupil receives a free school meal is 

communicated directly to the parent by this official. 

Work Permits 

Pupils between 13 and 16 years should have work permits for part time jobs.  Application forms are 

available from the School Office or Divisional Education Office. 

Parents should note that there are restrictions on the number of hours a pupil may work during the 

week.  Permits may be withdrawn if schoolwork is adversely affected. 

Leaving Procedure/Dates 

Whenever a pupil leaves school, whatever the stage, a leaving form must be obtained from the School 

office, and when completed, it should be returned to a member of the SMT.  All books/equipment must 

be returned to the school.  Advance written notice of leaving would be appreciated. 
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Pupils who reach the age of 16 on or before 30th September are entitled by law to leave school on the 

31st of May of the same year.  Pupils who reach the age of 16 on or before 28th February may leave 

school at the end of December of the previous year. 

School Closures Telephone Line 

Guidelines for Parents 

Schools now have a dial-in service if there is a risk of closure due to adverse weather. This allows 
parents to listen to a recorded message from the school.   

When severe weather warnings are received your school will endeavour to keep the system 
updated.  It is an enhancement to the present service and does not replace existing methods of 
giving out information, such as radio broadcasts, described in the schools Adverse Weather 
Guidelines.   

 

How to use the service 

 Dial Highland Council's access number  - 0800 564 2272 

 Enter Wick High School’s pin number    04 1270  

 You have two attempts to enter the pin number and you will be disconnected after a 
second failed attempt. If this happens, check the number and redial.  If you still have a 
problem check with your school. 

 You will then hear the school's name. Ensure that this is correct before going on. 

 You will then be taken to the MAIN MENU where you will be given 4 options: 

 

Press 1 to hear your school's message about the adverse weather, e.g. whether or not the 
school is to close or if transport arrangements have been affected. 

 

Press 4 to enter the pin number for another school in Highland.  Parents may have children 
who attend different schools. This option allows you to move from one school's messaging 
service to another without having to dial in again. 

 

Press 3 to hear general information messages  

The school may use this as an additional way of informing parents about school events. Parents 
may hear up to ten messages with the most recent played first.  

 

Travelling to School during Adverse Weather 

It is the responsibility of parents or carers to decide if a pupil should attempt to travel to 
school, by transport or on foot, in adverse weather conditions.  The Education Authority 
encourages full attendance at school but in severe weather conditions the safety of pupils is 
much more important.  Parents and pupils are often concerned that important examinations 
may be missed, but this should not over-ride good judgement.  Schools normally make 
alternative arrangements for missed examinations. 
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The school updates its procedures for adverse weather closure annually, therefore:- 

 parents should advise schools of an alternative address, as close as possible to the 
school, which may be used by their children in emergencies. 

 the school will advise parents of normal local arrangements for school transport and any 
special arrangements in the event of adverse weather. 

 the school will establish a system of communication with parents and transport 
operators and ensure that parents are fully informed of the arrangements. This may 
include an 0800 telephone information service, details of which are over the page.  

 The website www.highland.gov.uk/schoolclosures will also be updated with information 
for individual schools. 

When weather conditions are poor:- 

Local radio stations issue news and weather bulletins on traffic conditions and school closures. 
Transmissions may not cover all households and may be subject to re-scheduling but should be 
helpful.  Parents are advised to remain “tuned in” to on-going road, weather, or school 
information updates. Please do not telephone local Radio for advice, but do listen to 
appropriate broadcasts 

BBC Radio Highland 92.4-94.7 FM & 810MW 

6.55 am – 7.00 am 

12.55 pm – 1.00 pm 

4.55 pm – 5.00 pm  

7.50 pm – 8.00 pm 

 

In extreme conditions Radio Highland will interrupt Radio Scotland transmissions, usually on the 
hour, to carry emergency bulletins.   

Moray Firth Radio 97.4, 96.6, 96.7, 102.5, 102.8 FM/MHz   www.mfr.co.uk 

Normal hourly bulletins and half-hourly summaries will carry local information on weather, 
roads and conditions affecting schools.  In severe conditions normal programmes will be 
interrupted more frequently to carry emergency bulletins. 

For pupils using school transport 

 Parents should note that the final decision on whether it is safe to operate rests with the 
driver of the school transport vehicle. Therefore there may be occasions on which a 
school is open but some routes, or parts of routes, are unable to operate. 

 Parents should advise their children on how long they should wait at the pick-up point for 
their transport. This will depend on the prevailing weather conditions and the availability 
of shelter at the pick-up point. During adverse weather conditions no pupil is expected 
to wait longer than twenty minutes past the normal “pick-up” time. 

 Morning journeys may be delayed by an hour if road conditions are unsafe at the normal 
journey time but have improved within the hour.  Before pupils return to a pick-up point 
parents should check the school’s telephone information line for updated messages from 
their schools’ Head teacher. Please note that for some routes the transport operator may 
contact the parent directly. 

 Drivers are advised not to drop off children where there is a risk that they may not safely 
reach home or other place of shelter. This may involve children being taken to an 
alternative place of safety, agreed in consultation with the school.  

 Where parents are concerned about weather conditions at “drop-off” points, they should 
contact the school as early as possible. 
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When weather conditions are poor, parents should ensure that children are met at the “drop-
off” point, especially where public service transport is used. 

 

Term Dates 2015-2016 

 

Open Close 

Monday 18 August 2015 (Staff Only)    

Tuesday 19 August 2016 (Pupils)  Friday 9 October 2015 

Monday 26 October 2015(Pupils) Tuesday 22 December 2015 

Thursday 7 January 2016 (Pupils) Thursday 24 March 2016 

Monday 11 April 2016 (Pupils) Friday 1 July 2016 

 

Note: 

1. Holidays are Good Friday (25 March 2016), Easter Monday (28 March 2016) and May Day 
- Monday (2 May 2016).  

2. 2 Days - Casual Holiday - Monday 15 February and Tuesday 16 February 2016.  

3. May Day holiday Monday 2nd May 2016. 

 

Regional Closures 

 The first day back after summer - Monday 17 August 2015.  

 Thursday 24th and Friday 25th September 

 One day following the February mid-term break – Wednesday 17 February 2016. 

 Monday 6th June 2016. 
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Members of Staff 

 

PT-PS-G = Principal Teacher Pupil support - Guidance 

PT-PS-ASN = Principal Teacher Pupil support – Additional needs 

PT-SUB =  Principal Teacher Subject 

PT-FAC =  Principal Teacher Faculty (including 1, 2 or 3 subjects) 

PT-DEV = Principal Teacher Development (Area of Development) 

CT= Chartered Teacher 

p/t Part-time staff 

 

SENIOR MANAGEMENT TEAM 

Dr F Grant Rector   Mrs A MacBeath Depute Rector 

Mr J Glen   Depute Rector   Mr G Mackenzie 
Depute 
Rector(Acting) 

 

BUSINESS STUDIES / COMPUTING / MATHEMATICS FACULTY 

Mathematics  room Business Studies room 

Mr B Ellis PT-FAC 4 Mrs A Macbeath Dep Rec. 46 

Mr M Peden  2    

Mr C Stirling 
(Probationer) 

 3 Computing   

Mrs M Munro p/t 11 Mr C Aitken   47 

Mrs G Sutherland  5    

Mr A Sinclair  1   

      

      

 

ENGLISH / MODERN LANGUAGES FACULTY 

English  room Mod. Langs. room 

Ms A Macarthur PT-FAC 56 Mrs C Darmady 28 

Mrs M Matthews  48 Mr D Lewis 9 

Mrs S Swanson  51   

Miss L McFadden 
(Probationer) 

 57   

Mr C Watson  50   

Mr G MacKenzie Dep Rec (Acting) 54   
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HOME ECONOMICS / MUSIC / PHYSICAL EDUCATION FACULTY 

Home Economics  room Music  room 

Miss A Farquhar   44 Mr R Fairfield  19 

Mrs A  MacBeath Dep. Rec. 73 Instrumental Instructors 

Mrs E Barclay p/t 45 Mrs K Anderson (Woodwind) 

Mr K Gunn (Piping) 

   Mr A MacLeod (Guitar) 

Phys. Ed.   Mr N Laybourne (Strings) 

Mr S Sandecki  PE  

Mrs P Bain p/t PE  

Mrs J Gunn PT-PS-G PE    

Mr C Grant  PE  

      

      

 

PUPIL SUPPORT 

Teaching Staff   Pupil Support Assistants  

Mrs K Wares PT-PS-ASN  Mrs A Anderson  Mrs L Mackay 

Miss K Bell PT-PS-ASN  Ms K Brown p/t Mrs J Mackay p/t 

Mrs H Anderson   Mr S Cox Mrs M Mackay 

Mrs L Hendry   Mrs S Cunningham p/t Mrs M McKiddie 

Mrs E Buchan p/t  Mrs E Foubister Mrs B Marriott p/t 

Mr R Clarkson  Mrs M Gray p/t Mrs A Miller 

  Mrs I Harrold Mrs K Miller 

  Ms L Keith p/t Mrs M Swanson 

  Mr A Macdonald Mrs L Risbridger 

  Mrs C Macdonald Ms J Robertson 

  Mrs L McIvor p/t Ms P Wedderburn 
p/t 

 

SCIENCE FACULTY 

Biology  room Physics  room 

Mrs V May  PT-FAC L 2 Mr P Darmady CT L 4 

Mrs S Machray CT 77 Mr N Lamont  L3 

      

Chemistry      

Mr D Shand  L 6    

Mr E Mhor  L 1    
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SOCIAL SUBJECTS / RELIGIOUS STUDIES FACULTY 

History  room Geography  room 

Ms C Bennett PT-PS-G 54 Mrs S Laybourne PT-FAC 42 

Miss E Mackay 
(Probationer) 

 43 Miss J Beaton  49 

Mr J Tillier 
(Probationer) 

 81    

Mr N MacIntosh  41 Rel. Studies  room 

   Dr MacKay  40 

   Ms Stobo  82 

 

TECHNICAL / ART FACULTY 

Technical    Art  room 

Mr C Ross PT-FAC  Ms P Hay PT-SUB 6 

Mr L Forsyth   Mrs N Lamont    12 

Mr J McColl        

Mr J Glen Dep. Rec.     

Mr R Brown p/t     

      

      

 

WHOLE-SCHOOL SUPPORT STAFF 

Librarian   Office Staff  

Mrs R Peat   Mrs A Munro Admin. Assistant 

Janitors   Mrs F Thain Clerical Assistant 

Mr R MacKay Head Janitor  Ms G Reid Clerical Assistant p/t 

Mr A Mackay Janitor Mrs A Harrold Clerical Assistant p/t 

  Mrs L Sutherland Reprographics + 
Attendance 

Technicians   Auxiliaries 

Mr J Martin    Mrs L Macdonald  

Mrs A Gibben      

Children’s Services Worker    

Mrs M Tait   

   

   

 


