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!ōƻǳǘ ¢[D wŜŀŘƛƴƎ όƛƴŎƭǳŘƛƴƎ ƻǳǊ 9ǘƘƻǎύ 

TLG Reading is run as a partnership between The Gate and TLG - The Education Charity, focusing on the needs 

of those who are struggling in school. The TLG Centre seeks to offer care and compassion to all young people. 

This is a shared vision for both organisations and is a reflection of our underpinning Christian values and 

practise. 

 

The TLG Centre is registered as an Independent School with the Department for Education and undergoes 

regular inspections by OFSTED. In May 2015, OFSTED judged that TLG Reading was a άGoodέ school.  The 

report said: 

¶ Students join with low attainment and successfully re-engage with learning.  

¶ As a result of good teaching, students enjoy their learning, make good progress and achieve well.  

¶ The safe environment helps students to feel safe and adopt positive behaviour. 

¶ Spiritual, moral, social and cultural development is good. This helps students to develop positive social 

attitudes.  

¶ Leadership is focused on raising standards. Leaders check the quality of teaching and the impact this has 

on studentsΩ achievement and learning. They ensure the school meets the independent school standards.  

 

The full report can be accessed via our website. 

 

hǳǊ !ƛƳ 

To tackle the issues that underpin behavioural difficulties and to develop learning skills, leading to 

qualifications and reintegration into schools, further education or employment.  

We achieve this through a variety of approaches: 

¶ At the start of a placement, each young person is assessed to identify areas for development. 

¶ Lessons are then differentiated to each studentΩs level. 

¶ Our staff to pupil ratio of 1:3 means that we are able to provide high levels of support to learners.  

¶ Each young person works with staff to build an educational programme unique to their needs. 

¶ Group and 1:1 sessions with experienced staff allow students to recognise successes and work carefully 

to academic and behavioural targets for improvement. 

¶ We work closely alongside schools, local authorities and other supporting agencies to help bring about 

transformation. 

 

!ŘƳƛǎǎƛƻƴ ǘƻ ¢[D όƛƴŎƭǳŘƛƴƎ ŘƛǎŎƛǇƭƛƴŜ ŀƴŘ ŜȄŎƭǳǎƛƻƴύ 

Admission is usually by referral from a supporting organisation (e.g. schools). It is conditional upon a successful 

interview with the young person, parent/carer, and a representative from the referrer and with the young 

person understanding and agreeing with the terms and conditions of TLG (by signing the student contract). 

Breaking these terms and conditions will lead to consequences. On rare occasions, when all other methods 

have been exhausted, or in certain circumstances, TLG may exclude a young person for a fixed term or from the 

current programme. If you would like to read our policies on Admissions & Exclusions and Behaviour (including 

sanctions adopted in the event of pupils misbehaving), please see our website or ask any member of staff. 
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! ÔÙÐÉÃÁÌ ÄÁÙ ÁÔ Á 4,' 2ÅÁÄÉÎÇ ÌÏÏËÓ ÌÉËÅ ÔÈÉÓȡ 
 
8:30am   - Arrival & Registration 

8:45am   - Breakfast and Thought for the day 

9:00am   - Lesson 1: PSCHE/ICT 

9:40am   - Break 

9:50am - Lesson 2: Online Learning 

10:20am - Break 

10:30am - Lesson 3: English/SEFL 

11:10am - Break 

11:20am - Lesson 4: Science/SMSC 

12:00pm - Lunch Break 

12:40pm - Lesson 5: Maths/SEFL 

1:20pm   - Lesson 6: Review and Catch-Up 

1:50pm   - Lesson 7: PE 

2:20pm   - Review of the day 

2:30pm   - End of timetabled day for students 

 

hǳǊ /ǳǊǊƛŎǳƭǳƳ 

The curriculum at TLG gives students the opportunity to study a broad range of subject areas including Eng-

lish, Maths, ICT, Science, Technology, Humanities (e.g. RE, History, Geography), PSHCE, Creative (e.g. Art, 

Music, Drama), and Physical Education.  In addition, students will work on developing positive behaviour 

for learning that will support  them to re-join mainstream education, training or employment.  Some of 

these subjects will be taught within ΨprojectsΩ so not all will appear on the timetable as discrete subjects.  

Key Stage 4 students will be given the opportunity to gain recognised qualifications e.g. Functional Skills, 

Personal and Social Development Qualifications, Employability Skills Qualifications, Vocational Pathway 

Qualifications and where appropriate, ECDL, BTEC and support with GCSEs.   If you would like to read our 

Curriculum Policy, please see our website or ask any member of staff. 

 

{ǇŜŎƛŀƭ 9ŘǳŎŀǝƻƴŀƭ bŜŜŘǎ 

At TLG we regularly work with young people who have special educational or social and emotional needs, 

including those for whom English is an additional language. Our small groups and high staff-student ratios 

mean that we can personalise the curriculum and level of support needed to each learner, allowing them 

to make progress and achieve success. 

[ǳƴŎƘŜǎ are free for those on free 
school meals. TLG offers a choice of 
sandwiches, fruit, drink and a bar for 
£2.50 or young people are welcome to 
bring their own packed lunches.  Water 
is available throughout the day and 
squash is available in each break. 
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!ƊŜǊ-ǎŎƘƻƻƭ ŀŎǝǾƛǝŜǎ are available on 

some days. TLG also offers a number of     

residential activities during the school         

holidays which are often subsidised. Speak 

to TLG centre staff for details. 



 

!ŎƘƛŜǾŜƳŜƴǘǎ 

Key Stage 4 students at TLG will work towards gaining recognised qualifications which can often open the 

doors to the next step, whether that is returning to school, further education, training or work. This year, our 

target is that 70% of our full-time students will achieve at least 3 qualifications including English and Maths 

and that in addition to all students making expected progress, 30% of students will exceed expected levels of 

progress from their starting point in functional skills in English and Maths. If you would like to see a more 

detailed breakdown of academic performance or results please speak to the Centre Manager. 

 

 

!ǿŀǊŘ /ŜǊŜƳƻƴȅ  

During the year there will be award ceremonies where we will celebrate achievement and present certificates 

for completing the course. There will also be awards recognising outstanding achievement in a number of 

different areas. You are invited to attend and we will also be inviting outside agencies and schools to the event.  

 

 

DŜǩƴƎ ǘƻ ǘƘŜ ¢[D /ŜƴǘǊŜΥ  

 

 

The centre is located at Empress 

Road Centre (just off Langley Hill, 

by foot) or can be accessed via 

Empress Road. Bus route 1 stops 

outside Murdochs on the Bath Rd. 

The number 26 bus stops nearby 

and the number 17 at the top of 

Langley Hill. 
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Iƻǿ Ŏŀƴ ȅƻǳ ƘŜƭǇ ȅƻǳǊ ȅƻǳƴƎ ǇŜǊǎƻƴ ǿƘƛƭǎǘ ƻƴ ŀ ¢[D ǇǊƻƎǊŀƳƳŜΚ 

The greatest help you can give is to encourage young people to attend and show that you are 

interested in what they are doing and listen to them. 

¶ If your son or daughter is not attending, please telephone the centre to let us know before 10am. 

¶ If your son or daughter travels by taxi and the transport arrangements change (e.g., you arrange to 

pick them up), please let us know. 

¶ If you need to get a message to your son or daughter during the day, please phone the centre. 

¶ We will keep you informed of your son or daughter's progress and achievements. We will also keep 

you up to date on any truancy or bad behaviour. 

 

It is our intention to move your son or daughter on. We want to see them progress. To succeed in this 

process means a partnership between parents, students, schools/referrers and TLG. We greatly value your 

support and welcome any questions or comments. 

 

¸ƻǳǊ /ƻƴŎŜǊƴǎ 

Please ask us for any further information you need, either in person or by telephoning the Centre. TLG has 

a written complaints procedure which is attached to this booklet.  Further copies are available on our 

website or from any member of staff. If you wish to make a complaint, please talk to a member of staff in 

the first place.  If you do not feel the complaint has been resolved, you may put it in writing to the 

appropriate named person (see Complaints Procedure) and it will be dealt with in accordance with this 

procedure.  If parents or carers wish to find out the number (if any) of formal complaints that have been 

made during the preceding school year, they may request this information in writing from the Head 

Teacher. 

 

hǳǊ {ǘŀũ ¢ŜŀƳ 

Rachel Owen, the Head Teacher and Centre Manager of TLG Reading, joined us in 2014 as a classroom 

teacher.  Rachel brings many years  of experience working in primary and secondary education with a focus 

on special educational needs.  Rachel is passionate about working with the whole family and hopes to see 

the work we do with the students in the classroom bring about positive change at home.  Rachel is 

supported by an Classroom Teacher Nicky Leonard, an Intern and a team of volunteers, who between them 

have a range of experience teaching and working with young people.   
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tƻƭƛŎƛŜǎ ŀƴŘ tǊƻŎŜŘǳǊŜǎ 

Parents and Carers may request to see the following information, which is held at the Centre 

and/or available on the TLG Centre website, or can be emailed on request: 

¶ Anti-Bullying Policy 

¶ Health and Safety Policies including on educational off-site visits 

¶ Extended Safeguarding Policies (a summary of which is included in this booklet)  

¶ Behaviour Policy, including discipline, Non Violent Crisis intervention Strategies. 

¶ Curriculum Policy 

¶ Admissions and Exclusions Policy 

¶ The number of complaints received in the preceding school year 

¶ Policy on Welfare of SEN (Special Educational Needs) and EAL (English as an Additional Language). 

 

LƳǇƻǊǘŀƴǘ LƴŦƻǊƳŀǝƻƴΥ 

¶ Please aim to arrive on time  (not before 8:30 am or 8:50 am) 

¶ Take care crossing the crossing local roads 

¶ No entry to any area unless supervised 

¶ No fizzy drinks, sweets or chocolate 

¶ Switch off and hand in mobile phones 

¶ Listen to staff instructions 

¶ For sport, wear trainers and tracksuit bottoms 

Term Dates: Academic Year 2018-19 
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  Term  Starts Term  Ends 
Inset Days & Bank Holidays 

(TLG Centre Closed) 

Autumn Term 2018 

 Monday 10
th
 September Friday 19th October N/A 

Monday 29
th 
October Friday 21st December* 

Monday 27
th
 November 

*Thurs 20
th
 and Fri 21

st
 December 

Spring Term 2019 
Monday 7

th
 January Friday 15

th
 February N/A 

Monday 25
th
 February Friday 5

th
 April Tues 5

th 
March 

Monday 23
rd
 April Friday 24

th
 May 

Friday 3
rd
 May 

Bank Holiday Monday 6
th 
May   Summer Term 2019 

Monday 3
rd
 June Tuesday 23

rd 
July N/A 



At TLG we are committed to working together to create 

an environment where no form of bullying is tolerated. 

At TLG we will:  

¶ Encourage and help pupils to treat each other with respect and kindness. 

¶ Supervise pupils at all times and challenge any bullying that we see or hear. 

¶ Impose appropriate sanctions for bullying. 

¶ Record all incidents of bullying an if necessary, discuss concerns with parents / 

carers and schools. 

¶ Talk about bullying as part of our planned curriculum and at other times. 

¶ Discuss, monitor and review our Anti-Bullying Policy on a regular basis.  

 

If you feel you are being bullied you can: 

¶ Speak directly to any member of staff at any time 

¶ Let us know in confidence, that you have a concern that you want to discuss by 

saying so on your ΨMy DayΩ or on the website 

 

If you tell us you are being bullied, we will: 

¶ Deal with all bullying concerns quickly, sensitively and effectively, and help  

         ensure  that the bullying does not continue. 

¶ Support you while the issue is being dealt with and afterwards. 

If a parent / carer or school has a concern about bullying, they can contact us o discuss it 

at any time.  All concerns will be dealt with in line with our Anti-Bullying Policy, copies of 

which are available on request.  
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Last updated: August  2018 (GV) 
Review due: August 2019 

 

Safeguarding Children Policy Summary 
(Written to comply with DfE Statutory Guidance - Keeping Children Safe in Education, September 2018) 

 
 

This is a summary policy only ï please refer to full Safeguarding Policies for further details of our arrangements 
for safeguarding. 

 

The TLG Centre and their staff form part of the wider safeguarding system for children.  Everyone who comes 
into contact with children and their families and carers has a role to play in safeguarding children. In order to 
fulfil this responsibility effectively, all professionals should make sure their approach is child-centred. This 
means that they should consider, at all times, what is in the best interests of the child.  
 
Safeguarding and promoting the welfare of children is defined for the purposes of this policy as:  

¶ protecting children from maltreatment; 

¶ preventing impairment of childrenôs health or development; 

¶ ensuring that children grow up in circumstances consistent with the provision of safe and effective care;  

¶ and taking action to enable all children to have the best outcomes. 
 
Staff recruitment, induction and training 
TLG follows a recruitment process that makes sure all appropriate checks are carried out on staff and volunteers, including 
managers, to ensure they are suitable to work with children and young people.  Before beginning any work at TLG where 
they will have regular and sustained contact with children, all staff and volunteers are checked through the Disclosure and 
Barring Service (DBS).  TLG renews these checks every 3 years.  This includes a check of the óChildrenôs Barred Listô to 
ensure that they have not been barred from working with children and young people and Prohibition Order checks.  In 
addition, all staff have had checks made to confirm their identity, qualifications and right to work in the UK.  References 
are taken which include questions about the personôs suitability to work with children and young people.  All visiting staff 
from other organisations (e.g. drug worker, sports coaches), have also been properly vetted by their employers and 
confirmation of this is held in TLG records. 
  
All new staff undergo an induction programme, where they become familiar with policies and procedures relating to 
safeguarding and welfare issues, such as health and safety, first aid, behaviour, bullying and child protection.  All staff 
have read and understood DfE guidance ï Keeping Children Safe in Education (Part 1).  All TLG staff receive 
safeguarding and child protection updates as required, but at least annually, to provide them with relevant skills and 
knowledge to safeguard children effectively.  Records of any child protection training undertaken are kept for all staff and 
managers. 
 
Procedure for dealing with allegations of abuse made against staff or volunteers 
TLG has a policy for dealing with allegations of abuse made against staff of volunteers.  These procedures comply with 
DfE statutory guidance and locally agreed inter-agency guidance.  Details of how to make a complaint can be found in the 
TLG Centreôs Client Complaints Procedure.  
 
Child Protection policy 
Each TLG Centre has a child protection policy and procedures in place that are in accordance with locally agreed inter-
agency procedures.  This includes having a Designated Safeguarding Lead and deputy, who undertakes training in inter-
agency working and other matters as appropriate.  The Child Protection Policy outlines the action staff should take if they 
are concerned that a child or young person is suffering significant harm or is likely to do so, and the action that should be 
taken to promote the welfare of a child in need of additional support, even if they are not suffering harm or are at 
immediate risk.  
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Data sharing 
Whilst the General Data Protection Regulation 2018 places duties on organisations and individuals to process personal 
information fairly and lawfully, it is not a barrier to sharing information where the failure to do so would result in a child being 
placed at risk of harm. Fears about sharing information cannot be allowed to stand in the way of the need to promote the 
welfare and protect the safety of children.  
 
E-Safety and the use of mobile technology 
As we increasingly work online it is essential that students are safeguarded from potentially harmful and inappropriate online 
material. The TLG Centre ensures that appropriate filters and appropriate monitoring systems are in place. Students should 
not be able to access harmful or inappropriate material from the TLG Centre system.  
Our E-Safety Policy provides further details and we require staff, students and parents/carers to read and sign our E-Safety 
Acceptable Use Agreements each year, or when they (or their children) join TLG. 
 
Students may bring mobile telephones to the TLG Centre but they must be on silent or switched off and handed in to staff at 
the beginning of the school day.  Students may be permitted to have their phones back for a specified period within the 
lunch-break to check for messages, provided they are then handed back to staff until the end of the day and are used in 
accordance with the E-Safety Acceptable Use Agreements students have signed.   
 
Policy review and availability 
All of TLGôs policies and procedures relating to Safeguarding are reviewed and updated at least annually utilising the 
experience and expertise of staff.  These, and the wider range of policies relating to welfare, health and safety, are available 
on the TLG Centre website and upon request from any member of staff.   
 
This range of policies includes: 
 

Safeguarding - Child Protection policy Health and Safety policy 

Safeguarding - Staff Code of Conduct Trips and visits policy 

Safeguarding ï Selection and recruitment of staff Incident reporting policy 

Safeguarding ï Dealing with allegations against staff First Aid policy 

Volunteer recruitment process Medicines policy 

Safeguarding ï E-Safety policy Fire safety policy 

E-Safety acceptable use agreements for staff, student and parents/carers Data protection policy 

Safeguarding ï Visitors procedure & Agreement Risk assessment policy 

Absconders and Children missing from education or home Policy Behaviour policy 

Working alone or one-to-one policy and procedures Anti-Bullying policy and charter 

Whistleblowing policy Client complaints procedure 
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Complaints Procedure for Students, Parents/Carers and Referrers  

at TLG Reading 

As outlined in paragraph 7 of the Schedule to The Education (Independent Schools Standards) Regulations 

2015 

TLG feel that our students and their parents/carers and referrers have the right to receive a high standard of 

service. The Complaints Procedure is in operation to enable our service users to be listened to and to ensure 

that any complaints are dealt with fairly, quickly and confidentially. 

For further details about confidentiality contact the Centre Manager/Head Teacher who will talk you through the 

appropriate policy. A copy of the Confidentiality Policy can be made available for inspection on request. 

We view complaints positively as they give us the opportunity to improve the quality of our services. Many 

complaints can be resolved before they reach the formal stage.  If this is not possible, it is important that fair, 

accessible action is taken. 

You may wish for a staff member or another organisation to support you in your complaint.  

An informal complaint would be delivered verbally to your TLG teacher, Key Worker or Centre Manager. This 

complaint would be listened to and addressed by talking to relevant people and producing a solution which is 

agreeable by all parties (where possible).   TLG Staff will seek to resolve an informal complaint quickly and 

where possible, this will take place on the same day that the complaint is raised. 

A formal complaint would be in writing, addressed to the most appropriate person/s below.  Be as detailed as 

possible about the complaint, giving dates/times of incident, any other persons involved and how you would like 

to see this complaint being resolved. These issues will be investigated in full and responded to in writing 

outlining our response to the complaint within 3 working days of receiving the complaint. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

TLG Centre Manager  Centre Support Manager / 

School Governor 
 Chair of Governors / Propri-

etor 

Rachel Owen   Deborah Barnett   Gareth Owen 

TLG Reading 
St Birinus, 
Langley Hill, 
Calcot, 
Reading, RG31 4XR 

  TLG West London 
St Paul's Centre, 
Macbeth Street, 
Hammersmith, 
London, W6 9JJ 

  The Gate 
384, The Meadway 
Tilehurst Reading Berkshire 

RG30 4NX 
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If you have completed this procedure, but believe your complaint has still not been dealt with, your complaint 
can be reviewed by a Panel of 3 or more people, appointed by the Chief Executive or Chair of the Board of 
Trustees, who have not been directly involved in the matters detailed in the complaint and containing at least 
one member who is independent of the management and running of the TLG Centre. 

 

Panel Procedures 

Parents would be welcome to attend the Panel Hearing(s), arranged at a time suitable for them to attend. The 
Panel Hearing should take place as soon as possible after it is requested and must be within 14 days.  
Parents may be accompanied if they wish. 

 

The Panel is expected to make findings and recommendations available within 5 working days. Copies of 
these written findings and recommendations will be sent by electronic mail or otherwise given to the 
complainant and where relevant, the person complained about.  They will also be available for inspection on 
the school premises by the proprietor (Chair of Trustees) and the Centre Manager/Head Teacher.  

 

Records 

Written records of all formal complaints, responses, meetings, and action taken regardless of whether they 
are upheld or resolved at the formal stage or proceed to a Panel Hearing, will be kept by TLG.   Documents 
will be kept confidential except where the Secretary of State or a body conducting an inspection under section 
109 of the 2008 Act requests access to them.  A further record of the number of óformal complaintsô received 
in the preceding school year will be available on request. 

 

 

 

Further support and advice is also available from: 

Citizens Advice Bureau  

Minister Street, Reading. RG1 2JB. 
 
0845 0716379 
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Panel hearing 

Held within 14 days of initial panel hearing 

request 

Findings and recommendations available with-

in 5 working days 

Verbal 

Same day response/outcome 

Written 

Written response within 3 working days 

Informal Formal 

Initial Complaint 

Resolved Unresolved Unresolved Resolved 

Complaints Procedure ï Flow Chart 
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