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WHAT WILL I NEED?

• Yourself – in your primary school uniform
• School bag 
• Pencil case – with a pen, pencil, rubber, ruler
• Trainers 
• Bottle of water

OTHER INFORMATION:

• You will receive a free break / lunch
• You will not need your mobile phone

08:30 - 08:40 Students may meet in the courtyard inside the green gates. 
08:40 The bell will ring and students will line up in their forms.  

(Form lists will be in the courtyard)
08:45 - 08:55 Assembly
08:55 - 10:00 Registration and Form Time
10:00 - 10:50 Lesson
10:50 - 11:15 Break Time
11:15 - 12:15 Lesson
12:15 - 13:00 Lesson
13:00 - 13:50 Lunch Time
13:50 Line up in forms ready to go to PM Registration
13:55 - 14:30 Afternoon Registration and Form Time
14:30 End of the Induction Day. Students will be dismissed at the 

courtyard.  If students are waiting for siblings, they will do this 
in the assembly hall.

INDUCTION DAY



FINDING YOUR WAY AROUND
Cardinal Allen may be a bigger school than your Primary School.  Please 
don’t worry you will be given a timetable which tells you everything 
you need to know. All the rooms have a number and you can find them 
on the map below.  Don’t worry if you get confused. You can ask any 
student or teacher and they will help you!
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KEY:
B - Boys Toilets
D - Disabled Toilets
FO - Finance Office
G - Girls Toilets
LRC - Learning Resource Centre
LS - Learning Support
OF - Main Office
SR - Staff Room

1. Design Studeo
2. Product Design
3. English
4. English Computer Room
5. English
6. English
7. English
8. Music
9. History
10. History
11. SEN
12. SEN
13. English
14. English
15. Geography
16. Geography
A1. Art
A2. Art

FINDING YOUR WAY AROUND
MAIN SCHOOL GROUND FLOOR



FINDING YOUR WAY AROUND
MAIN SCHOOL FIRST FLOOR
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17. Food Technology
18. Computer Science
19. Computer Science
20. Multi Curriculum Classroom
21. RE
22. RE
23. RE
24. RE
25. Modern Foriegn Languages
26. Modern Foriegn Languages
SC1. Science
SC2. Science
SC3. Science
SC4. Science
SC5. Science
SC6. Science
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FINDING YOUR WAY AROUND
ALLEN BUILDING

M1. Maths Computing Room
M2. Maths
M3. Maths
M4. Maths
M5. Maths
M6. Maths
M7. Maths
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Behaviour Support

Sports Hall

PE1

Boys Changing Rooms

Drama Studio

FINDING YOUR WAY AROUND
SPORTS HALL, GYM AND DRAMA STUDIO

Sports Hall
Behaviour Support Room
Boys Changing Rooms
PE1
Drama Studio



SPORTS HALL AND DRAMA STUDIO

Girls Changing Rooms
School Gym
PE 3

Gym

Girls Changing Rooms

PE3



THE SCHOOL DAY

The timings of our school day are easy to remember. We have 5 lessons each lasting 
1 hour. There is a break in the morning when you can go to the school hall for 
something to eat if you want. Lunchtime lasts for 40 minutes which gives you time to 
eat as well as spending time with your friends. The school day ends at 15.05pm.

08:30 - 08:40 Students may meet in the courtyard inside the green gates.  
Students should not be inside the school building until 
08:40.

08:40 You must go straight to form.
08:45 - 9:00 Morning Registration
09:00 - 10:00 Period 1
10:00 - 11:00 Period 2
11:00 - 11:15 Break Time
11:15 - 12:15 Period 3
12:15 - 13:15 Period 4 
13:15 - 13:55 Lunch Time

13:55 There will be a bell and you should make your way to form
14:00 - 14:05 Afternoon Registration
14:05 - 15:05 Period 5

LINING UP

Line up quietly outside the classroom at the beginning of the lesson.  Sometimes 
the teacher has to change rooms too so you might get there first and it isn’t safe for 
you to be in the classrooms on your own.

END OF LESSONS

Your teachers will want you to make sure the room is tidy before they will let you go. 
At the end of each lesson, when the bell goes, the teacher will dismiss you.

MOVING AROUND SCHOOL

This isn’t like primary school because you move from one room to another for each 
subject.  You have to be as quiet as possible and walk quickly so that you don’t 
disturb other people who are still working.



SCHOOL EQUIPMENT

A student’s main school bag must be 
a suitable waterproof school bag to 
protect expensive books provided 
by the school and should be large 
enough to properly carry an A4 ring 
binder. Smaller bags or fashionable 
handbags are not appropriate as 
a main school bag.  The images 
opposite represent examples of 
appropriate school bags.

Students must have the following equipment (shown above):
• A pencil case
• 2 black or blue ball-point pens
• 2 HB pencils
• An eraser
• A pencil sharpener
• A ruler (30cm)
• A compass
• A protractor

Additional school equipment which would be very beneficial:

In addition to the basic equipment, students are also required to use the following 
equipment on a regular basis to assist them in their learning.

BASIC EQUIPMENT



ADDITIONAL SCHOOL 
EQUIPMENT WHICH WOULD BE 
VERY BENEFICIAL

In addition to the basic equipment, students are also required to use the following 
equipment on a regular basis to assist them in their learning.

• Purple pen: For students to act on feedback
• Green pen: For students to self and peer assess
• Glue
• Highlighters
• Colouring pencils
• Scientific calculator
• Homework folder



HOW TO USE YOUR 
HOMEWORK DIARY
Homework is really important and it builds 
on what you have learned in class. It is always 
a good idea to do the homework on the 
day it is set rather than leaving it till the last 
minute. Homework will be set according to 
the homework timetable.  If you produce 
really good work your teachers may give you 
rewards and may even send a postcard home 
to let your parents know how hard you are 
working. 

The diary is an important means of 
communication between school and home 
which all students are expected to use and 
value. It should be brought to school at all 
times. Under no circumstances should there 
be graffiti of any sort and it should be well 
presented.  

We ask that each week parents check the 
planner is being used properly and sign 
your name at the bottom of each week’s 
page.  Diary checks are completed every 
Tuesday! Miss Mercer will also check that the 
homework diaries are being used properly so 
that together we can monitor the progress 
and organisation of your child’s work. Lost 
diaries cost £2.50 to replace.

Helpful information for each section of the 
homework diary. See the example below.

Homework Set: Students should record here 
what homework is set by teachers each day.  
They should record the task, explanation and 
due date. If it is not set, they should include 
a reason for this.

Done: When the work is completed, 
students should tick the box.  This helps with 
their organisation and also helps parent/
carers and the Form Tutor to monitor what 
homework is still outstanding.

Reminder: This space provides the 
opportunity for parent/carers to be reminded 
of any important events which are coming up 
or any other key reminders.

Notes: Each half term, Form Tutors will 
ask students to prepare their diary for the 
coming half term.  The homework due to be 
set each week will be there for you to see. 
It is then checked off and parents and Form 
Tutor will sign the diary.



OTHER BITS AND BOBS

SCHOOL NURSE

The school is in close contact with the 
School Nurse who visits the school 
regularly and holds a ‘Drop In’ session 
in the Nurse’s Room one lunch time a 
week.  If you have any problems that 
you would like to discuss with her, 
you can drop in or ask Miss Mercer to 
make an appointment for you.

SIGNING  OUT SLIPS

If a student has to leave school for any 
reason during the day, for example 
a medical appointment, Miss Mercer 
needs to give the student a signing 
out slip.  Please can parents send in a 
note / medical card giving information 
on the reason why the student is 
leaving school and what time they will 
be collected?  Miss Mercer will then 
give the student a pink slip which 
should be given to the office staff on 
the way out of school. If the student 
returns, it is also important that 
they sign in with Mrs Chorley at the 
registration office.
 
*Please note that although a phonecall 
is helpful, written notes are required.

ASK QUESTIONS

Never be afraid to ask the teacher to 
explain work again.  If you don't want 
to ask in class, or you have no chance 
to do so, have a quiet word with the 
teacher afterwards or at break or 
lunchtime.

THE SCHOOL RECEPTION

The staff in the reception are there to 
help you in cases of an emergency.  If 
you are poorly or hurt you may go to 
the reception and wait patiently for 
someone to attend to you.  You should 
sign in and out at the reception if you 
arrive or leave the premises at any 
time other than school starting and 
finishing times.

USING THE TELEPHONE

The telephone is for emergency 
use only and permission from your 
Progress Leader must be obtained 
before using this. It costs 25p to make 
a phonecall.

BORROWING MONEY

Whilst the school does not encourage 
children to borrow money, if you find 
that you have lost/ forgotten your 
dinner/bus money your Progress 
Leader, Miss Mercer, can lend you 
some.



WEEKLY ACTIVITIES
Monday Chapel / Reflection
Tuesday Diary Checks
Wednesday Current Affairs / Accelerated 

Reader
Thursday Quiz Time
Friday Assembly
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