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Notes for action 

 

Notes: 

 This document is one of a suite of documents identified as ‘Required Reading’ Periodically 
all staff must acknowledge this document as ‘read and understood.’ 

 Many of these routines are written for a pre- or post-Covid environment. Other than 
matters relating to health and safety, safeguarding and legal duties including data 
protection, we will establish ‘what works’ and stick to that!  
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The contents are arranged alphabetically under the following themes. Page numbers are not 
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Absence of children 
 

 All letters should be kept in the child’s record file and all phone calls should be logged 
in child’s SIMS records. 

 If no reason for absence is received the absence must be recorded as unauthorised. 

 The Head Teacher is NO LONGER allowed to authorise up ten days in any one school 
year. ONLY exceptional circumstances will be authorised. A request form for authorised 
absence is available in the office and online on the school's website. 

 If the teacher has any concerns about an absence or identifies a pattern of absences, 
please inform the Head Teacher.  

 All absences and late arrivals should be recorded in the registers using the agreed codes. 
 
 

Absence of staff 
 

 If you are ill and unable to come into work you should contact the Head Teacher as soon 
as possible and give an indication of how long your absence is likely to last. You should 
contact the Head Teacher the evening before or, at the very latest, by 7.15 am the 
following morning so that cover can be organised.  

 You must also inform the school administrator, via WhatsApp/Email/Text  

 If the illness is likely to be just a few days you should contact the school each day before 
2.30 p.m. and let the Head Teacher know if you will be in the following day. Be decisive 
and say yes or no. It is not very helpful to say you “might be in”, as arrangements for 
cover have to be made as early as possible. 

 The first five days of an illness are self-certificated, after that a doctor’s note is required. 
At present we can claim the cost of supply from Day 2 onwards. It is better (financially) 
to be ill for a ‘block’ than to be ill, return for a day and then be ill again. 

 If a doctor’s note is issued it should be sent to school as soon as possible so that it can 
be processed. 

 On return to school you should ask the school administrator which forms you need to 
complete as they vary depending on the length of the absence. 

 On return to school you should always see the Head Teacher so they can speak to you 
about your absence or illness and give you information about what cover was arranged. 

 All absences are recorded. 

 Allowable occasions for staff absence are detailed in the Local Authority Personal file. 
 



 

Accidents, illness and medicines 
 

 In all cases of accident and illness the child’s wellbeing is the primary concern and 
therefore it is better to be over cautious when making judgements and deciding on what 
action to take. 

 In the event of an Emergency where other members of staff need to be alerted, a child 
may be sent to fetch an adult. Green and Red ‘cries for help’ cards are available in each 
room, to send with a child, and these will not be ignored. TRUE? 

 First aid kit may be found in the school’s office, the staffroom and the hall. A list of 
currently qualified staff is held in the office, the staffroom and the hall. Qualification are 
valid for 3 years, though anyone may treat a child. Please inform the office if this affects 
you. 

 First aiders must check if the child is allergic to plasters.  

 For more serious injuries consult the First Aider/ Head Teacher.  

 There are disposable medical gloves located in each classroom and in the office. There 
are also supplies of disposable plastic aprons, hazard plastic bags for swabs etc, and 
emergency clean up kits for spillage. The sick bucket can be found in the office. 

 All injuries, including head injuries, should be recorded on an Accident form which is 
recorded on SIMS and retained in the child’s file. Blank copies of accident forms are kept 
with the First Aid supplies. The person who first dealt with it should record all accidents. 
Parents or nominated contact should be informed, using the appropriate form of all 
accidents, however minor. Please copy the letter sent home, so that it can be logged on 
SIMS and filed. 

 If the accident is of a more serious nature an Accident Form must also be completed.  

 If the accident is such that a visit to hospital may be required, the parents must be 
contacted as soon as possible to inform them of the accident and to ask them to take 
their child to casualty as a precaution. This should only be done in consultation with the 
Head Teacher.  

 If the accident is of a very serious nature an ambulance must be called immediately and 
the parents or nominated contact should be contacted as soon as possible afterwards. 
A member of staff should accompany the child in the ambulance if the parents have not 
been able to get to school in time. The register of Parental Permissions must be 
consulted to confirm authorisation.  These are held on the Head Teacher’s office and on 
SIMS. 

 If there is any doubt as to how serious an accident is then the Head Teacher must be 
consulted immediately.  

 We have “Head- Bump” stickers which children will wear if they have suffered a Head 
injury. Pre-printed letters are kept in the file with the First Aid supplies. Please copy the 
letter sent home and file. Copy attached for information. 

 If a child is taken ill, then the parents must be contacted as soon as possible in order 
that they may collect their child from school.  

 It is not school policy to give children medication during the school day. An exception 
will be made in the case of an asthmatic child, or a child with long term medical needs. 
Inhalers are kept in the classroom. 

 Whilst it is generally not school policy to give children medication during the day, we 
are aware that there are children with medical needs who need to be supported within 



 

school. A child with long term medical needs is defined as being someone with a medical 
condition who if not supported by the school may not have full participation in school 
activities. Special arrangements exist as regards children with diabetes and those who 
may suffer an anaphylactic shock in response to an allergy. 

 A recently added policy, required by statute, which forms part of our ‘Required Reading’ 
checklist is entitled “Supporting Pupils with Medical Conditions, including those with 
Health Needs Who Cannot Attend School”. All policies required by law or safeguarding 
procedures can be found on the school’s website, www.northnibley.gloucs.sch.uk  

 Whilst we are aware that there is no legal duty which requires school staff to administer 
medication, those who volunteer to do so can be assured that their legal liability is 
covered by the Employers Public Liability Insurance. 

 There is a list of children suffering from asthma kept in the admin office. Parents will be 
asked to complete a Home/School liaison card. A school asthma information pack has 
been placed in the Health & Safety file. PAULA – is this still true? 

 Confidential Medical Information sheets are available from the office. Please read 
these.  

 Training relating to medical needs is updated by the school regularly. 

 When minor injuries occur (e.g. cuts and bruises) a child may be sent to a first aider with 
a friend. From the playground, young children should be accompanied by a Junior. 
Junior children must not tend any injuries. 

 When major injuries occur, do not move. Stay with the child and if no adult is available, 
send a responsible to the Office/Staffroom for help. Green and Red ‘cries for help’ cards 
are available in each room, and these will not be ignored. 

 Children with food allergies/intolerances must complete a ‘Special Diet Form’ which is 
signed by the parent and sent to Caterlink. 

 
Admissions 
 
Children start school in the September of the academic year in which they become 5. Our 
Admissions Policy is reviewed on an annual basis, for the September one and a half years 
later. The Policy details the way in which admissions can be deferred for those with a 
Summer Term birthday (1st April to 31st August). 
 
Assemblies / Acts of Worship - timings and routines 
 

 Worship is held daily. The timings and broad themes are as detailed on the whole-school 
worship plan issued at the start of term. 

 The children should be brought into the hall on time so that worship can start promptly, 
otherwise there is reduced time for learning and/or worship.  

 Children should enter and leave the hall in a quiet and orderly manner.  

 The school follows a three-year plan with each of our adopted, Christian values in focus 
for a term. Assemblies are supported by the diocesan resources "Values for Life" and 
“Roots and Fruits.”   

 The themes for Worship are displayed in the Hall. 

 A selection of assembly books for teachers’ use is kept in the Heads Office and the Hall. 



 

 The Worship laptop is used, the user profile is “worship”. At present the password is 
88888888. The Worship user profile is a member of the staff group, giving access to 
shared drives and pupil information on the server. Care must therefore be taken to turn 
off the laptop after use.  

 An iPod / tablet and CDs are available in the hall 

 Y6 pupils are usually given responsibility for running the Audio/Visual desk. 

 A box of hymn books is kept in the music cupboard. 
 
Assessments - general 
 

 School has an Assessment and Target Setting Policy which should be read at the start of 
each year. 

 The programme of assessment and the various tests used are listed on the assessment 
timetable. 

 National tests and assessments occur according to the national timetable, currently the 
end of the Reception year (the EYFS Profile), the Phonics Check (May to June, for Year 1 
children, with a second check for those not meeting the Year 1 threshold a year later), 
Year 2 SATS and Year 6 SATS (both in May) 

 Informal teacher assessments and other tests, such as weekly spelling tests, weekly 
mental maths tests and end of topic reviews etc. are undertaken and form an important 
part of the monitoring of children’s progress. 

 Children are regularly assessed using a variety of National and Standardised tests  

 Class teachers summarise attainment 3 times per year, at the end of a ‘long’ term, and 
these Teacher Assessments are used to track progress. 

 ‘Granular’ attainment, against agreed age-related objectives, are also assessed in an on-
going manner, and completed by the end of the school year.  

 Summative and formative assessments are logged online in the school’s secure ‘Insight’ 
account.  

 Parents are informed annually of when National and Standardised tests are to be 
administered so that any “in term” absences for reasons other than illness can be 
avoided. 

 



 

Behaviour - Children  

 All members of staff should familiarise themselves with the School Discipline and Pupil 
Behaviour policy and ensure it is followed at all times. Several other policies, such as 
Anti-bullying and Anti-hate and Anti-radicalisation are also pertinent. 

 Children are expected to respond appropriately to all instructions concerning either 
their general conduct, or learning behaviours and all children should be made fully 
aware of what is expected of them.  

 We have a simple behaviour code that children are all made aware of at the beginning 
of each academic year: 

 
I will do my best to: 

 respect myself and all others; 

 act with kindness and consideration; 

 behave in a sensible and responsible way at all times. 
I do my best by: 

 listening carefully; 

 thinking of others when working or moving around the school; 

 taking responsibility for my own belongings and those of others; 

 respecting the point of view of others. 
 

 Periodically, teachers should explain in an appropriate manner, exactly what is expected 
of them and what is meant by each of the principles in the code of conduct. 
 
 

Behaviour – Staff 

 All members of staff are responsible for maintaining good standards of behaviour within 
the school. 

 The school has an agreed Staff Code of Conduct, and policies including E-Safety, 
Acceptable Use of ICT Policy, Social Media Policy, Image Use Policy and Whistleblowing 
Policy, with which staff should be familiar. 

 
Bullying  

 Bullying in any form is unacceptable.  

 The school maintains an Anti-bullying and Anti-hate policy 

 All reports of bullying should be treated seriously and any alleged incident should be 
thoroughly investigated.  

 The Head Teacher should be informed of any incidents of bullying. 

 In a definite case of bullying the parents of any children involved will be contacted and 
informed of what action the school is to take.  

 All members of staff should contribute fully to creating a school ethos which  
discourages or prevent incidents of bullying ever occurring.  

 At North Nibley C of E Primary School, we promote and develop positive attitudes and 
relationships including tolerance, sharing and the respect of others. 

 Children should be made aware of the standards of behaviour expected as described in 
the policies referenced above and all members of staff should be consistent in their 
demands and expectations of children. 



 

 Children should be made fully aware of the school code of conduct and how it applies 
to their behaviour in school.  

 
Cleaning 

 All staff and children should assist the cleaners in their duties by ensuring rooms are 
tidied at the end of each school day and that no unnecessary items are left on the floor 
or tables. This should be part of the daily routine. 

 If any item or area within the school is thought to present a danger to the children it 
must be notified to the Head Teacher immediately. 

 
Child Protection – See also Safeguarding 

 The Designated Safeguarding Lead (DSL) is the Head Teacher, Paul Batchelor. Ms 
Surridge and Mrs Lewis are the named ‘deputies’ if the DSL is off-site.  All matters 
relating to Safeguarding must be communicated swiftly to the DSL. Your information 
could form part of a bigger picture.  Items of concern must be well documented using 
the school’s agreed template (the ‘pink pages’), a version of which exists online within 
the Office 365 (Teams) app. 

 Peter Hall is the nominated governor to champion child protection. He can be reached 
on 01453 543655  

 The ‘LIVE’ Child Protection Handbook for Educational setting can be found at  
www.gscb.org.uk/handbook  and these form part of our school’s policy. Please do not 
print this, always use the ‘LIVE’ version which is kept up to date by Gloucestershire 
Safeguarding Children Executive. 

 Teachers MUST know the children classed as ‘vulnerable’ and remain vigilant for all 
pupils. This includes overheard conversation and whilst changing for P.E.  

 All staff working with children MUST attend Child Protection Training. We hold this 
every 3 years. 

 
 
Children’s records 

 A Unique Pupil Number (UPN) and a record file is established for each child joining the 
school. (Children who transfer from another school bring with them a UPN). 

 Parents have a right of access to all their children’s records, though copies must not be 
made without Head Teacher consent. 

 All files will be centrally stored in the office. 

 Record files will be regularly updated throughout the course of each year. 

 Upon request the record files will be sent on to the child’s next school when they 
transfer. 

 Information about each child will also be held on the office computer.  

 Staff must be mindful of General Data Protection Regulations, our Data Protection 
Policy (including biometric data), the Freedom of Information Policy, our Image-Use 
Policy within the classroom and as they apply to information (electronic or otherwise) 
taken off site.  and abide by the school's Information Security Policy. 

 Safeguarding concerns override ALL concerns about the sharing of data with other 
agencies. 

 

http://www.gscb.org.uk/handbook


 

Confidentiality 
 

 Many issues are discussed openly in staff meetings, in the staff room etc. and sometimes 
involve individual children, family circumstances or other sensitive matters. Whilst such 
discussion is encouraged, to ensure the staff as a whole feel fully involved and are aware 
of what is happening within “their” school, it is expected that all such matters remain 
“In House” and are not discussed or mentioned elsewhere.  

 Extreme care should be taken to ensure that these staffroom discussions do not take 
place in the presence of ‘non-professional’ parties e.g. volunteer helpers. 

 Any member of staff who discusses a problem of a personal nature with any other 
member of staff should feel secure in the knowledge that it will go no further unless 
they wish that it does so. 

 If a parent discusses a “Confidential” matter with any teacher which relates to the 
wellbeing of a child within the school, it HAS been brought to the attention of “The 
School” and must therefore be discussed with the Head Teacher. Parents are made 
aware of this fact when enrolling their child via the Home-School Expectations. 

 Confidentiality relies on the ability of any member of staff to trust in the integrity of 
their colleagues.     

 
Contact with Parents 
 

 Parents should feel they are welcome to speak with their children’s teachers or the Head 
Teacher at any time during the school year and not feel limited to the Parents’ Evenings, 
particularly if they have any worries or concerns. 

 Teachers should feel free to contact parents to discuss any issue, in which they consider 
parents should be involved. 

 The majority of issues where contact is made by teacher to parent or parent to teacher 
will be fairly straightforward and will not necessarily have to be first discussed with the 
Head Teacher. On some occasions, however, it will be necessary to discuss the matter 
first before speaking to parents and on other occasions it will be necessary to relate to 
the Head Teacher the concerns parents have raised with teachers before deciding what 
action to take. 

 Teachers must use their judgement as to what needs to be discussed with the Head 
Teacher and if in doubt always seek an opinion. 

 Many parents will have a “quick word” at the beginning or end of the day, which only 
takes a moment, but there will be many occasions when more time needs to be set 
aside. On such occasions an appointment should be made which is convenient to the 
parents.  

 



 

Data Protection 
 

 All information generated, collected and received is confidential and is covered by the 
Data Protection Act. This information may be shared with other agencies involved with 
the children’s education or welfare. It may also be used to provide statistical data in 
anonymous form. (See also “Children’s records” above).  

 Schools are required to send out a ‘fair processing / Privacy’ notice on an annual basis. 

 Subject Access Request (SAR). Staff must inform the office staff if a SAR is made. This 
includes any request for information other than a parent asking for information on their 
own child. There is a policy for SAR in the office. IS THERE? A SAR will be processed 
according to the procedures detailed in the Data Protection Policy (CHECK THIS). 

 Staff must make every effort to ensure that personal data is not visible in the classroom, 
beyond names (e.g. rotas). Information on Progress, Attainment, Pupil Premium, Special 
Needs and contact information is kept on encrypted laptops. Paper copies must be 
locked away when not in use and shredded when finished with.  

 Screen-savers requiring a password logon must be turned on when the classroom or 
office is left at break and lunchtimes. Laptops and encrypted memory sticks must be 
locked away at the end of the day if left on site. 

 
Diary 
 

 The school diary is available for all members of staff to consult. It is held in the 
administrator’s office. 

 Any arrangements, meetings etc should be entered in the diary by the person involved 
or responsible for the “event”. Care should be taken to note the knock-on effect for 
children and staff including caretaker/cleaner where overlap occurs with other events. 
The person making the diary entry should draw any clash to the attention of the 
administrator. 

 A weekly list of events as entered in the diary will be posted in the staff room at the 
beginning of each week. 

 Please do not remove the diary from the office area. 
 

Displays 
 

 All children should regularly experience the pleasure of having their work displayed. 

 Each class teacher is responsible for organising displays within their own class and 
should work with support staff appropriately. Boards in corridors outside each class are 
also a class teacher’s responsibility. 

 Displays should be changed on a regular basis to ensure the classroom environment 
remains a stimulating place for the children to be. 

 Displays should largely be made up of children’s work and reflect the activities 
undertaken. ‘Working walls’ should be used to reinforce the taught skills and the steps 
of a process, whilst other displays celebrate the finished product. A balance of both is 
expected. 

 All classes should feature displays which support learning in English and maths, 
including vocabulary relevant to current learning, and a time line which covers the 
historical periods covered by the class so far in their whole Primary School ‘career’. 



 

 Each class is responsible for one large board in the hall and, on a rota basis, the school’s 
current Worship theme.  

 Children should at times be involved in planning and preparing displays. 
 
Dress Code 
 

 Children are expected to wear school uniform and sensible shoes. Shorts and T-shirt and 
appropriate footwear for PE and an art apron for “messy” activities. Stud earrings and 
watches are permitted, but must be removed for PE activities. 

 Staff should remember that they are role models for the children and should wear 
appropriate clothing for teaching and P.E. Jeans are discouraged unless staff are 
attending an INSET day. 

 
Duties 
 

 Supervision duties before school, during play and after school are detailed on the 
timetable distributed at the start of term. 

 The teacher on duty should be on the playground/field (or in the hall if wet) no later 
than 8:40 a.m. If you are unable to carry out a duty, please arrange a swap. 

 
Educational Visits 
 

 When planning an out of school visit please make sure the approval form and risk 
assessment is completed and returned to the office well in advance of the trip. 

 Educational visits for the whole school or a particular Key Stage will be organised from 
time to time e.g. a visit to the pantomime. 

 Parent helpers should be selected sensitively. (The minimum level of supervision is 15:1 
for most trips but aim to have a much better ratio if possible with at least 6:1 for Years 
1 - 3 children and 2:1 for children under 5) 

 Fill in the approval form at least 2 weeks before the intended trip. Parents should have 
at least a week’s notice if the trip takes place outside normal school hours. 

 The administrator will book coaches so provide all the details as soon as possible. 

 The class teachers should make all other arrangements. 

 The office will inform the kitchen of the date of the trip and the number of dinner 
children and free dinner children in the group at least 2 weeks in advance. The kitchens 
will provide packed lunches for those children on free dinners. 

 Discuss with the Head Teacher the costs of the trip and the amount the children’s 
parents will be asked to contribute. If a child does not pay a contribution they will still 
participate in the trip. The Governors will decide whether an attempt should be made 
to collect the money.  

 Check that the specific consent form has been completed. 
 



 

Enrichment Activities  
 

 A range of extracurricular activities is available for many children to take advantage of 
if they so wish. 

 Extracurricular activities include sporting, musical, artistic and hobby type activities and 
are generally organised for particular age groups. They are held after school or during 
lunchtime with the appropriate arrangements being made by the teachers in charge. 

 A register is kept of children in attendance. Children must be told in advance if a club is 
to be cancelled otherwise parents may be contacted by phone. The blackboard at the 
front of the school can be used to inform parents. If it is impossible to contact parents, 
children must be looked after until they are collected. 

  
Equal Opportunities  
 

 Our aim at North Nibley C of E Primary School is to create a positive, stimulating and 
happy learning environment through which all children will achieve success and develop 
their potential to the full. We look to promote their spiritual, moral, cultural and physical 
development so that in time they will be ready for the opportunities, responsibilities 
and experiences of adult life. All children, regardless of race, creed, culture or sex will 
be treated equally in every aspect of school life. 

 School has a number of Policy documents – Equal Opportunities, Gender Equality, Racial 
Equality, Disability Equality, – as well as plans for monitoring the impact of the policies 
– which should be read. 

 
Equipment and Resources  
 

 If equipment is taken home by teachers the Head Teacher should be informed and the 
equipment signed out by the teacher. A book is available for this in the school office. 
Upon return the teacher should sign in the equipment and inform the Head Teacher 
that it has been returned.  

 Most equipment for general use is available in the classrooms. These should be regularly 
checked by the Subject Leaders but if any member of staff identifies a shortage or a 
breakage the relevant Subject Leader should be informed so that action can be taken. 

 In order to ensure resources are readily available for those who require them it is vital 
that teachers return them to the correct place when they are finished with. Some 
resources may be finished with after one lesson but in other cases it may be several 
lessons. 

 Resources should be organised in such a way that children have easy access to them. 
Provided resources can be safely collected and carried, children should be encouraged 
to do so. 

 Children should be taught to care for the equipment they use and to look after it so that 
it has a long life and can benefit other children at a later date.  

 Younger children for safety reasons should not handle large equipment such as some of 
the PE apparatus, though after training older should be able to. This includes the putting 
out of the wall bars and ropes in the sports hall. All equipment should be checked for 
safety and usability by an adult. 

 Resources and equipment should be organised and collected before a lesson begins.  



 

 Once a year all electrical equipment is checked for safety (Portable Appliance Test – 
PAT). Staff should ensure all appliances are accessible to the PAT tester. Items over 12 
months old and not PAT tested are used at your own risk. 

 Art paper is stored in the Staff Room. Art materials such as paint, brushes etc. are kept 
in the classrooms, with extra supplies in the Stock Cupboard in the Hall. 

 Technology equipment is kept in the store cupboard in the Hall (Please refer to Health 
& Safety Guidelines) 

 Exercise books, paper and general stationery are kept in the ‘Fruit Cupboard’ in the 
corridor. 

 The photocopier is located in the Admin Office. 

 The Teacher’s Resource Area is in the Hall cupboard. 

 Computers are available in all classes, and There is rota for the use of the lap-tops & 
iPads. 

 
Exercise Books and worksheets 
 

 The overwhelming majority of children’s work should be done in exercise books and not 
on work sheets. Where worksheets are used, they will usually be stuck into the child’s 
book, so as to present a clear record of pupil progress. Folders organising sheets by 
theme / subject may also be used. 

 Photocopiable worksheets should be selected with care to ensure they contain 
appropriate work and support the intended and planned learning outcomes, which 
need to be matched (differentiated) to pupil need and ability. Be aware that worksheets 
can limit development and creativity.  

 Completed worksheets should be marked and kept neatly in an appropriate manner. 
 
Fire Regulations and Fire Practices 

 

 Evacuation (Fire) drills will take place at least once per (long) term. 

 The building should be evacuated and all staff and children accounted for within 2 
minutes. 

 The following procedure should be displayed in every classroom: 
 

If the fire alarm rings... 

 The administrator will phone fire brigade (consider the use of a mobile phone) and leave 
with registers (including the signing in/out book), crisis plan, contact details, the lower 
field gate key and church key (the ‘Emergency pack’) 

 If there is no member of staff in the office, a senior member of staff will be notified that 
they are responsible for the safe keeping of the ‘pack’. 

 When the fire alarms sounds, leave the building through a designated exit – there is a 
Fire Evacuation Plan in each room. Staff MUST remind the children to leave calmly 

 Office staff will check both offices, the entrance lobby and the ‘atrium’  

 Teachers will need to take pupil inhalers and the register if it is in the room 

 If a staff member is on their own, name a pupil to lead the class out (no overtaking).  

 Children should leave and remain silent. The adult leaving last, if safe to do so, shuts 
windows and doors as they go. The final door should be shut. 



 

 KS2 teachers - Direct any other adult to check the long corridor as far as the front lobby, 
the Staffroom and the Breakout Rooms 

 Class 2 teacher - Direct any other adult to check your room’s ‘rear’ steps, hall and rear 
lobby 

 Class 1 teacher - Direct any other adult to check all the toilets (children and adults) and 
the cupboards on this side, and the outdoor space as they leave 

 Groups in the Spiritual Garden, the Staffroom, the Breakout Rooms and Class 1’s 
playground must go straight to the main playground by the quickest route. Do not enter 
the school 

 Children line up silently, in Year Groups at the end of the playground, facing the lower 
field 

 Staff call the register and raise their hand as soon as they know which children are 
present. Staff report an absent child immediately and in person. 

 The time taken to evacuate the school will be noted. 
IF… 

 IF there is no member of staff in either office, the pack will be taken to the staffroom. 

 IF there are insufficient teachers on site to register the classes, the senior staff member 

will distribute registers to support staff, including Mid-Day Staff, who will register the 

children without delay.  

 IF the number of children or adults accounted for is other than expected, the senior 

staff member will establish which areas have been searched and determine the next 

course of action. No one should re-enter the building without authorisation. 

 IF required, the senior staff member may decide to relocate all personnel to the church 

or the village hall. Children will walk in pairs. The senior staff member will stay behind 

to direct emergency services.        

 
Other notes: 
 

 If the fire alarm sounds, the most senior member of staff will contact the emergency 
services and consult the alarm panel to find the source of the fire. A mobile phone, 
therefore, should be brought out of the building when it is being evacuated. 

 Children need to be taught what to do if they find themselves without adult supervision 
when the alarm sounds e.g. in the toilet. They must immediately leave the area they are 
in and walk from the nearest or safest exit and meet the rest of the school in car park 
end of the playground. 

 Members of staff must not attempt to fight any fire other than when it is of a very minor 
nature and any attempt to prevent injury to others must not put their own safety at risk. 
Their main concern should be to evacuate the children safely and take a head count. 

 Fire extinguishers are located around the school. Read the instructions on the outside 
to familiarise yourself with the type and usage. 
 

Friends of North Nibley School (FONNS -  Our Parents, Teachers and Friends Association) 
 

 F.O.N.N.S. exists to support and promote the school. It holds a number of fund-raising 
functions each year, but also promotes activities which are non-profit making. There is 
a list of current officers of the organisation in the School Prospectus. IS THERE?  



 

Governors 
 

 A list of Governors and the Governance Committee structure can be found in the School 
Improvement Plan and in the staffroom. on the school’s website. The Head Teacher and 
one other (elected) staff member are part of the Governing Body. 

 
Health and Safety 
 

 Please familiarize yourself with the Health & Safety Policy, the school’s Risk Assessments 
(reviewed annually), the Lone Working Policy and the Mental Health & Welfare Policy.  
the Welfare Policy, The Safeguarding Policy and the Physical Intervention Policy. These 
are kept in the Policy file in the Admin office. on the school’s website and within Office 
365 online. 

 If you have a concern about the health of a child you should bring it to the attention of 
the Head Teacher. The school nurse attached to our school can be contacted through 
the Head Teacher.  IS THIS STILL ‘A THING’? 

 Please note that no medicines other than long-term medicines can be administered in 
school. Parents may also come to school to administer medication. 

 Inhalers, which will be kept safely but available throughout the school day, are allowed 
in school. They should be kept in class and in a place designated by the teacher. Children 
should have access to them whenever they may be needed, and be reminded to take 
them with them when they leave the building on trips (and during fire drills). 

 



 

Homework 
 

 Homework is set regularly for all children except Reception, though we expect adults at 
home to read both ‘to’ and ‘with’ Reception children on a daily basis. 

 All children are expected to undertake reading/language activities at home each 
evening. Older children are encouraged to take a reading book home each evening. 

 Some children will have spelling or mathematical facts to learn each week. Others may 
be asked to research a particular topic. 

 Parents will be informed of their child’s homework requirements and all parents will be 
encouraged to assist with the homework activities.  

 All children will have a reading record book for parents and teachers to make comments 
in.  

 Very little written homework will be given in key stage 1. 

 Individual children experiencing difficulties with particular work may be given 
supplementary or alternative work to complete at home to help them make progress. 

 Children who are absent from school through illness for more than one or two days will 
be given suitable work on application to the class teacher. 

 Individual children may be asked to complete unfinished classwork or homework at 
home. 

 
The following table provides detail on the range and scope of the homework set 

 

Years Reading (or 
being read to – 
age appropriate) 

Spellings Tables 20 minutes per piece 

1st 
piece 

2nd 
piece 

3rd 
piece 

Reception  daily (Phonic sounds)     
Year 1  daily (Phonic sounds)     
Year 2  daily      
Years 3 & 4  daily      
Years 5 & 6  daily      

 

Jewellery and Make Up 
 

 Jewellery and make up (including nail varnish) should not be worn by children in school.  

 Earrings are not permitted, except for children with pierced ears, who may wear studs. 
Earrings should be removed for swimming and PE. Those thinking about having their 
ears pierced are advised to wait until the summer holiday to minimise difficulties during 
PE. 

 If a child’s ears have very recently been pierced then on swimming and PE days they 
may wear their studs provided they have been covered with tape. Once the lesson is 
over the child can remove the tape.  

 A watch may be worn once a child is ready to learn to tell the time and wear it sensibly. 
 
 



 

 
Lesson Preparation 
 

 Teachers are expected to prepare for their lessons thoroughly, including materials and 
resources. Disruptions to other lessons should be avoided if at all possible. 

 Every teacher should keep a small stock of all exercise books, pencils etc used so that a 
new one can be issued immediately. Children should not be sent to the office or stock 
cupboard during lesson time for regular equipment. 

 If a gap in resources is identified when preparing work the relevant Subject Leader or 
the Head Teacher should be informed. 

 If you are uncertain about any aspect of a lesson, the Subject Leader for that area will 
be able to give assistance. 

 The schemes of work for each area of the curriculum offer a wealth of ideas and should 
be consulted during the planning and preparation process.   

 
Letters to parents 
 

 Parents will receive regular letters of information from the school covering a range of 
issues of which they need to be aware. The Head Teacher will normally write such 
letters. 

 All members of staff are free to write letters to groups of parents or individual parents 
as required but such letters should first be shown to the Head Teacher for approval. 
Knowing what has been said can save potential embarrassment later on! 

 Standard letters for such things as educational visits, sporting events etc. are held on 
file on the administrator’s computer and are available for use on request. 

 If any member of staff wishes something to be included in a general letter of information 
they should mention it to the Head Teacher.  

 All letters written on behalf of the school should be sent on headed notepaper and 
signed by the person who has written it. 

 Slips and notes do not need to be on headed notepaper.  

 Parents should be kept as fully informed as possible about issues and events which 
involve their children and letters are one of the best ways of ensuring this happens. 

 Staff are reminded that personal email accounts and phone numbers should be avoided 
wherever possible when communicating with parents and children on matters of school 
business. Staff will be shown how to log into school email accounts from home. The 
Information Security Policy Acceptable Us of Technology and the E-Safety policy give 
greater details of expected conduct and communication behaviours.  

 
Lost Property 
 

 Lost property should be put into the lost property box located at the front of the school. 

 If a child has lost something tell them to go to look in the box at playtime or dinnertime.  

 Once a term a display of lost property will be held and all children and parents will have 
an opportunity to reclaim their belongings. Anything that remains unclaimed after the 
display will be disposed of in an appropriate manner. 



 

 When a child brings something to you  un-named, which they have found, tell them to 
take it to the box at playtime or dinnertime, do not send them round the classes, as this 
will only disrupt lessons.  

 If an item that has been found has a child’s name on it do not put it in the box but send 
it to the appropriate class at playtime or dinnertime. 
 

Laptops 
 

 Teachers are issued with a school laptop which should be used for school purposes. As 
school property, staff should think twice about using our hardware to make (e.g.) online 
purchases, when there is a risk credit details might be retained by the hardware. It is 
our expectation that staff laptops, when not at school, will be in the possession of the 
class teacher. There is no need to complete the ‘Off-site’ register for Teacher Laptops.  

 It is expected that laptops will be ‘off-site’ when teachers are released for PPA. All other 
devices or other assets (worth £50 or more) around MUST be entered in the ‘Off-site’ 
register (located in the office) when taken home. 

 Information relating to children, parents (inc. photos) must only be transferred via 
laptops, the server, encrypted memory sticks and school account-to-school account 
emails. 

 Staff should avoid the use of their own devices for work which names individuals, or 
includes their images. 

 See also Data Protection above. 
 
Lunchtime procedures  
 

 Children may stay for a school meal, bring a packed lunch or go home for lunch.  

 All lunchboxes are stored in the lobby area. 

 The cost of a school meal is determined by the current meal service providers. Meals 
are paid for on ParentPay.  

 Children with packed lunches should have a proper lunch container, which is clearly 
marked with their name. Hot drinks, glass bottles and cans are not permitted. 

 Teachers should record lunch choices in the dinner registers. 

 Completed registers should be returned to the office by 9.00 am. at the latest. Please 
ensure late arrivals are recorded.  

 Children may bring a drink of juice, water or squash to school rather than have school 
milk but glass bottles, cans or fizzy drinks are not permitted. Children must be 
encouraged to drink plenty.  

 At least three Four Mid-Day Supervisors supervise from 12.00-1.00pm. 

 All lunches are eaten together. 

 In the event of a wet lunchtime, all of the Infants will be supervised in the two infant 
classrooms, whilst the Juniors are supervised in the 2 junior classrooms.  

 If lunchtime or playtime breaks are taken on the field, areas of the pavilion that are ‘out-
of-site’ are out-of-bounds. The children will need reminding. 

 
Marking 
 



 

 All teachers should be familiar with the requirements and guidelines of the Marking 
Policy.  HOW OLD? 

 Children should also understand the marks made at an appropriate level. 
 
Milk and Fruit  
 

 Children who wish to have milk pay for this at the beginning of term. Bottles are stored 
in the fridge in the Admin Office. All empty cartons are to be placed in the black bins in 
the playground. 

 Infant aged children are entitled to a piece of fresh fruit provided by the Government. 
 

Morning Routine (Entry to school) 
 

 The children enter via the front door, carrying their own bags through to the 
playground. A member of staff will be on hand from 8:40 to welcome the children, 
answer questions or, wherever possible, take messages.  Parents are NO LONGER 
permitted to access the playground or school corridors unsupervised (a second adult 
may be required to fetch a teacher or escort the parent to a classroom.) THIS IS A 
SAFEGUARDING MEASURE following an actual incident in the playground. Access to the 
school office should be for exceptional circumstances. 

 
National Curriculum  
 

 The National Curriculum is a statutory document which we must follow. Teaching is 
organised over a two-year cycle to ensure all the Programmes of Study are addressed.  

 We are also required to teach the Local Authority’s Agreed Syllabus for RE. 

 The provision at North Nibley C of E Primary School takes account of every aspect of a 
child’s development. The curriculum gives children the opportunity to achieve the 
highest possible standards of numeracy and literacy whilst ensuring they can become 
confident in physical, artistic, practical and social skills. We provide a broad and 
balanced education allowing for the individual needs of each child to be met within well-
planned learning experiences 

 
Noise Levels 
 

 Noise levels should always be appropriate for the type of task being undertaken and 
should never be at a level which will disturb or distract others in the school. 

 In the open areas of the school building, children and teachers have to be particularly 
sensitive to the activities being undertaken in nearby areas. 

 Timetables should be organised so that noisier activities such as a percussion class will 
not disturb those working on quieter tasks in nearby areas. The hall should be 
considered for certain activities. 

 Noise levels should normally be fairly low and should reflect the fact that children are 
expected to be “On Task” throughout the school day. 

 When classes or groups of children are moving around the school, e.g. into assembly, 
they should remain very quiet and move in an orderly manner.  



 

 Noise levels in the dining hall at lunchtime will be higher as children chat to each other 
over their lunch. Provided the children are not shouting and provided the children are 
sensible then a higher level of noise is acceptable. 

 When the whistle is blown, or the bell is rung for the end of a break children should 
stand still then line up quietly when asked to do so. They should enter their classes in a 
quiet and orderly manner 

 
Parent Helpers 

 We encourage Parent Helpers to come into school to hear readers, help with craft 
activities, P.E., cookery etc. Their help should be valued and welcomed but it has to be 
properly organised.  

 Those who volunteer must agree to abide by the Volunteer Policy and Handbook (Safer 
Working Practices). They must also retain a copy. We require all volunteers to undergo 
a DBS Check. 

 A list of all parent helpers should be held in the office and the Head Teacher must first 
approve any new names.  

 As with all other visitors to the school premises, parent helpers should sign the Visitor 
Book in the office on arrival and wear the correct colour-coded lanyard and badge whilst 
on site 

 Helpers are invited to the Staff Room for refreshments at break time. See 
‘Confidentiality’ above. 

 
Parents’ Evenings 
 

 Parents’ evenings will be held each term. 
Autumn Term – target setting. 
Spring Term – progress linked with a curriculum evening. 
Summer Term – parents are invited to comment on annual report. 

 If parents have concerns they are welcome to discuss these with their class teacher after 
school. Appointments may be made to discuss issues further with the Head Teacher.  

 Any school assessments undertaken, e.g. Reading, Spelling, Maths, IQ etc. can be used 
to inform parents about their child’s progress. Every effort must be made to keep the 
results of other children confidential. 

 Whilst ‘scores’ are important, parents need to feel that their child is a known, and cared-
for, individual. How does each individual like to learn? What has switched them on? 
When have they shown a special effort recently? The Head Teacher has a special prompt 
sheet which you may find helpful. Please ask. 

 No suggestion should be made to parents that their child may be Special Needs or 
should be assessed to determine if they have Special Needs unless such a suggestion 
has already been approved by our Special Needs Co-ordinator and Head Teacher.  

 Comments should include any cause for concern regarding behaviour, attendance, 
production of homework, attitude, etc. but at all times it is important not to overstate 
the concerns and unduly worry parents. If there was a major concern about any of the 
areas above it should have already been recognised long before Parents’ Evening, and 
parents informed and action taken. 

 Comments should focus on behaviour, effort, attainment and progress. Discussions 
with parents should be conducted as positively as possible. 



 

 Non quantifiable descriptions like “High Flyer” or “Could be gifted” or “Remedial” 
should be avoided. 

 Remember that the Head Teacher is available throughout the evening to see any 
parents who have concerns or problems.  

 
 
Parking 
 

 Members of staff should park their cars in the field pavilion car park. Sufficient space 
should be left to allow access to the field by the emergency services. 



 

Phone calls, inc Mobile Phone use 
 

 For urgent or private calls staff may use one of the school phones. There is a box for 
phone money in the office. 

 Incoming calls to members of staff may not be taken during lesson time unless it is of 
an urgent nature. Normally a message will be taken and passed on at an appropriate 
time. 

 Any calls of school-related issues or employment issues (such as queries about salary) 
may be made from one of the school telephones. Any such calls should not be paid for.  

 The use of mobile phones, for receiving or sending messages, is strictly forbidden during 
class time. The school has a comprehensive Acceptable Use policy and E-safety policy 
which covers the use of mobiles and other personal devices, including those with the 
capacity for recording audio and visual images, and this MUST be read. 

 When using the school ‘landline’ 9 must be dialled first. This includes calls from the Hall 
and from Classroom 3, where there are extensions to the main phone system.  

  
 
Physical Education and Games 

 

 Children should be reminded to bring in full kit on the appropriate days. Some spare kit 
can be found in the school. Children without suitable clothing may be sent to work in 
another class by arrangement with the Class Teacher. 

 Children may use the playing field for games and sports.  

 Equipment for use during playtimes, such as hoops and balls, is located in the PE Shed. 
The equipment within the PE Store (within the ‘Lodge’) is reserved for PE and Sports 
Lessons. The keys for both are kept in the Staff room. 

 Children must be escorted to and from the playing field. No child must leave the field to 
re-enter school except in an emergency under direction from the teacher. The teacher 
must be satisfied that the child can re-enter school safely. 

 



 

Planning for Learning 
 

 The head teacher has a file which details the long term curricular plans. Long Term Plans, 
Programmes of Study maps and associated resources are available electronically from 
the Head Teacher on the server and should be on the school website. 

 Teaching Staff should develop Medium Term Plans based primarily on the QCA schemes 
the agreed schemes of work and the Gloucestershire Agreed Syllabus for RE. until such 
a time as a viable alternative (the Creative Curriculum) is in place. 

 Short term plans may include annotated plans from published sources. 

 Learning intentions should be specific and measurable. Planned activities and success 
criteria should be clear so it is apparent how they will achieve the stated intentions. 

 Lessons must be differentiated and planning for various groups should be clearly 
described.  

 'Special' resource requirements should be clearly stated and Subject Leaders consulted 
if a gap in resources is identified. The roles of Teaching Assistants / volunteer helpers 
should also be indicated. 

 For specific curriculum support, a list of Subject Leaders will be maintained. together 
with a named Governor who has an interest in the area. This list can be found in the 
School Improvement Plan and in the staffroom. 

 Subject Leaders should be consulted if there are any doubts or uncertainties as to how 
or what to plan. 

 Mid-term plans and a timetable should be available in class on the server, in case of 
long-term absence, in the Supply Teacher’s ‘Folder’, together with a school timetable, 
class groupings, current MyPlans and a rough profile of the class.  

 An up to date timetable should be handed in to the Head Teacher at the beginning of 
each term or when changes to the existing one have been made. 

 A current timetable should be displayed on the classroom wall at all times. 

 Over time Visual, Aural and Kinaesthetic (V.A.K.) learning styles should be addressed, as 
should the requirement to use ICT as a cross-curricular tool. 

 Documents to support planning may be downloaded from our Virtual Learning Platform 
(V.L.P.) server. 

 Class teachers construct a letter and a topic ‘overview’ for parents at the start of each 
long term. This is part of the planning process and helps families to support the learning 
planned. 



 

Planning, Preparation and Assessment time (P.P.A.) 
 

 Each class teacher is entitled to 10% non-contact time for the purposes of Planning, 
Preparation and Assessment. This is calculated by looking at the amount of time spent 
teaching and working out 10%. Part-time staff have the same 10% entitlement. P.P.A. 
time cannot be taken in slots less than 30 minutes in duration. 

 Some Subject Leadership activities, especially those related to Assessment, are a 
legitimate use of P.P.A. time. 

 Across the school year, due to INSET or school holidays, there may be an imbalance 
between what is due and what is taken. School will always try to make up this difference, 
for example by the award of an additional afternoon before the end of the school year. 

 In exceptional circumstances staff might be asked to move their P.P.A. (for example a 
school trip, multiple incidences of staff sickness) and teachers should therefore try to 
avoid making commitments which render them unavailable, though for the majority of 
the time, and until the school has the facilities to fully accommodate P.P.A. on-site, staff 
can be flexible as to where they plan to undertake their Planning, Preparation and 
Assessment activities. 

 The Head Teacher timetables P.P.A. to best suit the purposes of the school. P.P.A. cover 
is achieved through a variety of means – the class is taught by another teacher or the 
Head Teacher, a specialist teacher is bought in, or the children are taught elsewhere. 
Where teaching by a colleague takes place it is expected that the class teacher makes 
available relevant documentation such as a class list etc, and that initially there is some 
negotiation over what is taught and what records of assessment are expected from the 
covering teacher. 

 
Playtimes 
 
10.30 am until 10.45 am 

 A list of duty days is agreed at the beginning of the year. A copy is kept in the staffroom 
and on display in the playground notice board. 

 Playground duty starts at 8.40am. Please ensure you are in the playground promptly. 
Children line up at 8.55am. All children are required to assemble on the playground 
before the start of school. 

 A bell is used to signal the start of school. Children line up and move into school in line 
and in an orderly fashion.  

 At morning break the bell will be rung to signal that the teacher on duty is ready to go 
out. Classroom-based staff will check that no children are left in the classrooms or 
toilets. 

 Playground duty is covered by a Teacher, supported by a second member of staff.  

 Children may access ‘toys’ (play equipment) at the discretion of the duty teacher. At all 
times staff should assess the activities in play and manage the risks to participants and 
others, by ensuring sensible numbers, behaviour which conforms to our codes and 
appropriate use of space.  See also Risk Assessments. 

 Sometimes school has a need to introduce a rota for the use of the apparatus or (e.g.) 
football at break times and lunchtime.  

 A bell is used to bring the children to an immediate ‘stop’ and may be used to correct 
poor behaviour or draw attention to a danger. 



 

 Prior to the end of play a child will be asked to take a message to the staffroom, 
informing the teachers that the end of play is imminent.  

 At the end of each playtime the teacher on duty will ask for the bell to be rung and all 
children will remain standing still until they are called to walk to their lines, after which 
they are called upon to walk quietly back into school one year at a time. 

 Lining up in this way and walking back into school in an orderly manner signals a clear 
end to playtime activities and puts the children back into the frame of mind needed for 
classroom activities. It also prevents accidents occurring. 

 The children will be sent to their classes and the class teachers are expected to be ready 
in their classrooms to meet them.  

 A box of ‘Wet Play’ board games is available as are writing and drawing materials. 

 Ensure class is quietly occupied before leaving to the person in charge. 
 
Policies   
 

 A range of policies covering all areas of the curriculum and every other aspect of the 
school have been systematically put in place through staff consultation and collective 
decision making. All such policies should be followed at all times. 

 The Government have recently made available a definitive list of policies required by 
law. These policies can be found on our own website. These statutory policies are 
reviewed regularly according to the Policy Review Schedule governor committees’ 
annual plans and School Improvement Plan. Other policies will be reviewed when 
circumstances indicate that they may no-longer be fit-for-purpose.  

 The school requires that some policies are read, understood and signed as such on an 
annual basis, by each member of staff. 

 Policies should change and develop to meet the changing needs of the school. 

 As all reviews are undertaken in full staff meetings The Governors’ Annual Planner, the 
newsletter and the website make clear which policies will be reviewed. It is hoped that 
any member of staff with ideas and suggestions will make their views known.  

 All statutory policies and a number of otherwise required policies can be found on the 
school website. Master copies of the school policies are kept on Office 365 OneDrive 
(with duplicate copies on the office computer and the ‘StaffShare’ area of the server 
gives access to the complete set of policies.) NEED TO UPDATE THIS! 

 
 
PROPOSAL – REMOTE ALL HARD COPY FROM THE OFFICE 

1) no one looks at them – even when we review.. 

2) it is a massive workload issue to maintain 

3) waste of paper 

 

Registration 
 

 Registration will take place at the beginning of the morning and afternoon sessions. 

 Children will be marked present or absent, as the case may be, according to the 
Department for Education’s requirements. 



 

 Late, authorised unauthorised and holiday absences will be marked in the manner 
described in the guidelines. Information regarding classification of absences is included 
in the register. 

 Completed registers will be returned to the school office as soon as possible after 
session starts.  

 Parents are advised to inform school when their child will be absent and confirm 
telephone calls in writing.  and to confirm this every day of the absence.  

 Notes explaining absence should be kept in the register until dealt with by the 
administrator, as should request forms regarding authorised absences. If a child is sent 
home from school because of illness or to attend a medical or dental appointment, their 
absence must be recorded in the absence book, which is kept in the admin office.  

 If teachers have any concerns relating to absences, they must be raised with the Head 
Teacher.  

 
Reports 
 

 A report on each child’s progress will be written by the class teachers in the Summer 
term and the Head Teacher will read and counter-sign them prior to them being issued 
to parents in July. 

 All reports will be on the official report form.  a template agreed in advance. 
 
Risk Assessments 
 

 A large number of Risk Assessments exist to regulate school activity, within and beyond 
the school site. These must be referred to when undertaking any activity that presents 
a potential risk to pupils, staff, volunteers and members of the public. 

 Risk Assessments are held in hard copy in the office, electronically in StaffShare and 
reviewed on an annual basis in the Autumn Term. 



 

Safeguarding 
 

 Pupil Safety and welfare is our number one priority. 

 School has a number of key policies to support our work in this area. Staff MUST know 
and comply with the following; 

 Allegations of Abuse Against Staff 

 Anti-bullying and anti-hate and anti-radicalisation  

 Attendance 

 Child Protection and Safeguarding 

 Complaints 

 Confidentiality 

 Designated Teacher for Looked After Children 

 Early Years Foundation Stage 

 Equalities 

 e-Safety 

 Early Help (School Website) 

 Exclusion 

 Health and Safety 

 Image-Use 

 Induction Policy (part of ‘Safer Recruitment, Selection and Induction’) 

 Instructions for Contractors 

 Intimate Care 

 Physical Intervention Policy 

 Safeguarding Policy 

 Safer Recruitment, Staff Appointment and Induction Policy 

 Safer Working Practices 

 School Discipline and Pupil Behaviour 

 RHSE (Relationships, Health and Sex Education) 

 Social Media 

 Special Educational Needs 

 Staff Code of Conduct 

 Volunteer Helpers Policy and Handbook  

 Whistleblowing Policy 

 The School Website has copies of these policies for public scrutiny. 
 
Safety 
 

 Children should walk at all times when moving around the school. 

 Children are not allowed to climb on or over any of the walls, gates or fences within and 
around the school grounds. 

 All safety guidelines as listed in the various policies and schemes of work should be 
strictly adhered to. Teachers should consider carefully how best to use such equipment 
as glue guns, hand tools, food technology equipment etc. 

 We ask all children with long hair to tie their hair back when using school equipment. 
This is particularly important during PE and games lessons and when using some 
specialist equipment in science, art, food technology etc.  



 

 The Policy for “Off-site Activities” should be consulted before organising educational 
visits. 

 Staff and children should be fully aware of what to do in an emergency such as a fire. 
Practices for such eventualities will be undertaken at least once per (long) term. 

 Children should be properly supervised at all times but levels and degrees of supervision 
will vary depending on the activities being undertaken and the ages of the children 
involved. 
 

 
School Improvement Plan 
 

 The School Improvement Plan (SIP) is reviewed annually and consists of a detailed plan 
of what is to be undertaken, introduced and implemented in the immediate future and 
a less detailed plan of what is to be considered in the longer term (the shorter term or 
immediate future being the current academic year and the longer term being a period 
of up to two to four years.) 

 All aspects of the school may be covered by the Improvement Plan. Each element raises 
various issues which are to be addressed within in any given academic year and include 
the estimated time scales the personnel involved and a brief, outline process of how the 
issues are to be tackled. 

 The areas for development may include Ofsted Focus areas: 
 The Quality of Education (Intention behind the curriculum, it’s Implementation & Impact) 

 Behaviour and Attitudes 

 Personal Development 

 The Impact of School Leadership 

 SIAMS Strands for Inspection (acknowledging any overlap) 

 Strand 1: Vision and Leadership  

 Strand 2: Wisdom, Knowledge and Skills 

 Strand 3: Character Development: Hope, Aspiration and Courageous Advocacy 

 Strand 4: Community and Living Well Together 

 Strand 5: Dignity and Respect 

 Strand 6: The Impact of Collective Worship 

 Strand 7: The Effectiveness of Religious Education 

 Or areas of self-nomination, based on assessment, observation or concern, such as 

 Building & Premises  

 Staff Development  

 Community Involvement  

 Children’s Priorities 

 Items of national concern or government-led initiative 

 

 A summary copy of the Improvement Plan will be displayed on the staff room notice 

board. A working copy is kept online in OneDrive and in Office365 Teams. 



 

 An evaluation of improvement progress towards meeting the priorities of the School 

Improvement Plan will occur at staff meetings at least once a term, prior to feedback at 

governors’ meetings 

 
School Times 
 

 Children come into the playground from 8:40 am when supervision is available. 

 At 8:55 they are sent to their class by the teacher on duty. 

 Playtime starts at 10.30 am and finishes at 10.45 am. 

 Lunchtime starts at 11:55 for the infants. 

 Lunchtime starts at 12.00 p.m. for the juniors. 

 The children are called to pack away lunch-time equipment and line up at 12.55 pm 

 Afternoon school starts at 1:00pm, 

 Infant children may have a break during the afternoon. The time is at the discretion of 
the Key Stage 1 staff. 

 School finishes at 3.15 p.m. for all children. 

 Whoever is teaching the children at the end of the school day has the responsibility for 
dismissing the children and overseeing their collection by the appropriate adult. Staff 
should therefore circulate in good time all messages which indicate a change from the 
supervision that the child is expecting. 

 Children temporarily uncollected should wait in the lobby area. A member of staff will 
attempt to contact the child’s parents/carers and the contact details are always 
available in the office. Should it not be possible to contact any of the nominated 
contacts, the senior teacher should be informed immediately. This member of staff then 
acts in loco parentis until such time as the child can be reunited with a nominated adult, 
or social services in extreme cases.  

 
Security 
 

 The main door into the school is fitted with access control. The rear of the hall and the 
rear of Classrooms 3 & 4 also have access control. These are to be used at all times.  

 The main rear doors (at the top of the steps) have access control which should be turned 
on when all of the children have entered school from the playground. This will be turned 
off by the teacher who is on duty at break time. 

 Fire doors are to be kept unlocked.  

 Adults who are likely to be working in the School by themselves must refer to the Lone 
Working Policy which contains advice for such situations. 
 
 

Special Needs Process and Procedures 
 

 The SEN Policy is required reading for all staff.  

 For concerns about individual children please inform the SEN Co-ordinator. 

 There will be an opportunity to discuss concerns about children in every staff meeting.  



 

 
Staff  
 
 A staff list is available as an appendix. A contact list is circulated with contact details 

whenever there is a change in school staffing. A copy is kept in the office. Staff will be 
asked to confirm that they are willing to share their contact details.  

 Similarly, staff are listed on the school website, together with a small photo or pupil 
drawing. Staff will be asked to consent to this sharing of data. 

 All adults attending the school, including staff on a daily basis, are required to sign in.  
 

Staff Development: Continuing Professional Development  
 

 A budget for a training is set up at the beginning of the school year. Staff will be notified 
when training opportunities arise. 

 Where a need for staff training is identified, staff are able to request release time to 
attend. Training which meets SIP priorities, legal requirements (such as First Aid) or are 
based around Subject Leadership courses etc. will be prioritised. Support staff may 
request from the Head Teacher an opportunity to do the same. 

 All staff attending courses on behalf of the school, as a whole will be expected to 
complete an evaluation; they should keep a copy and pass a copy to the relevant subject 
leader. Teachers will share their learning at a Staff Meeting. 

 Please refer to the Staff Development Policy for further details. HOW OLD? 
 
 
Staff Development: In-Service Training (INSET) 
 

 All teachers and teaching assistants should attend training or development, whether as 
part of their contract or as extra paid hours. Those working part-time are expected, as 
a minimum, to match their working ‘proportion’ of the week in annual training.  

 Some of the courses will be “In School” training and will be held on the 5 training days 
(or equivalent hours, if twilight training takes place).  
 

Staff Development: Observation of lessons 
 

 The Head Teacher and the Subject Leaders will, at agreed times throughout the year, 
observe lessons in all classes. 

 The observations should be viewed in a positive way by all members of staff as a means 
to further professional development and to share expertise. 

 As soon as possible after an observation has taken place the two members of staff 
involved will discuss the content and delivery of the lesson, the attainment and progress 
of the children, and any other matters arising. 

 All members of staff may, if mutually agreeable, arrange to sit in on the lessons of other 
teachers as a means of furthering their professional development, their knowledge of 
the curriculum and its implementation, through the sharing of ideas and skills.  

 
Staff Meetings 
 



 

 Staff meetings will normally be held weekly. They will start at 3:30 p.m. and end around 
5:00 p.m.  

 A termly agenda for staff meetings will be decided during the first week of term and will 
focus on the priorities for development or review. 

 The person who has the main responsibility for the area being discussed will lead that 
aspect of the meeting. Safeguarding and Subject Leadership will feature as standing 
items, alongside a review of the diary.  

 The person taking the minutes is responsible for writing up any decisions taken and 
passing them back to staff as soon as possible for future stage for further consideration 
or implementation. 

 Staff meeting minutes should be distributed to the whole staff.  

 All staff should consider staff meetings as being an opportunity to express their 
thoughts and ideas about the areas being discussed. All contributions are welcomed. 

 Class teachers should ensure that the support staff who work with them are updated 
on any matter which affects the children they work with, and their working conditions. 

 All staff meetings will have a slot for any other business if any member of staff wishes 
to raise an additional issue.  

 Support staff may be asked to attend when the subject matter is apposite to their role.  
 
Subject Leaders’ roles 
 
Subject Leaders’ roles are clearly defined in their job descriptions. Job descriptions will be 
reviewed annually during Performance Management, Teacher Appraisal or as 
circumstances dictate.  



 

Supply Teachers 

 From time to time, supply teachers will be required to cover for members of staff who 
are absent through illness or on courses. 

 If a member of staff knows they are going to be absent and if the supply teacher that is 
going to cover for them is known then the member of staff should, if possible, first 
discuss the work that has to be covered. 

 If a member of staff is ill and a supply teacher is called in, the teacher’s short and 
medium term plans should be available for their use. It is important therefore, that 
teachers leave a copy of their plans in class and that a timetable is displayed in 
preparation for such an occurrence. 

 Supply teachers will, whenever possible, be expected to continue with the planned 
lessons and follow the normal timetable. In certain circumstances, such as multiple 
absences from illness, classes may have to be split or doubled up 

 Resources may be left on the server Staff Drive, which will be made available to supply 
teachers. There are ‘supply teacher’ log-in accounts available and supply teachers are 
welcome to use these to work the interactive panels etc. 

 Teachers should remove digital resources from the staff drive when no longer required. 

 Supply teachers should try to mark work completed if it is reasonable to do so in the 
time they have available. 

 If any supply teacher has any problem or difficulty with regard to resources or any other 
aspect of their day, including discipline problems, they should feel free to call upon any 
member of staff for guidance or assistance. 

 In most instances of classroom routine and the location of equipment, resources or 
books etc the children will know exactly what is required or where things are. 

 Whenever possible, supply teachers already familiar with the school will be called upon 
to cover absences. 

 Supply teachers may be required to cover playground duties but this will be avoided if 
possible. 

 From time to time, some supply days will be available to release teachers for other tasks, 
for example lesson observations or subject leadership activities.  

 A copy of the Staff Handbook will be made available for all supply teachers working in 
the school but it should not be removed from the school at the end of a day. 

 There is a supply folder in the office containing up to date class information, groupings 
and plans. 

 
Swimming 

 It is expected that all children in the appropriate classes will attend their swimming 
session unless there is a (certified) medical reason preventing them from doing so. 

 Any children not attending swimming will remain in school and arrangements will be 
made to provide them with work to do.  DO WE? 

 Non-attendance at swimming lessons will be noted in the swimming register. Parents 
should always inform the school in advance of the reason for non-attendance. 

 The timetable for swimming is organised by the Head Teacher before the start of the 
school year. Presently swimming takes place at Dursley Pool on Monday afternoon for 
Classes 2 and 3. Swimming is on a rota basis for 10 weeks in the Autumn (Class 3) or 
Spring (Class 2) terms. The coach leaves at 1:30 pm and returns at 14:45 pm. 



 

 Use of the PE and Sports Premium should be considered for older pupils not making the 
minimum standard of 25 m. 

 Where concerns over behaviour exist, allocation of changing cubicles should be planned 
in advance. 
 

Teachers’ Files  
 

 It is recommended that teachers keep ‘hard copy’ of their daily plans, schemes and 
other relevant information in a single file. This is, however, up to them! A separate file 
is required by the school for each year group for assessments, and other standard forms 
of record keeping. This file is passed up to the next class teacher at the end of the school 
year. 

 
Term Dates 
 

 School term dates are available in the school office, and on the school website. Parents 
are notified of In-service Training days in the newsletters. 

 
Timetables - Display of & Audit 

 

 Teachers need to be aware that there are recommendations regarding the allocation of 
teaching time to each area of the curriculum. 

 At the start of each term timetables should be reviewed and revised to ensure the 
“Teaching Time” recommendations are referred to, though as subjects come into focus 
on our rolling programme, a balance should be achieved across the year. 

 A current timetable should always be held on file by the Headteacher, a copy displayed 
on the classroom wall and in the Supply Teacher’s Folder. 

 It is a legal requirement to retain timetables for a whole year. 

 When needed, timetables for PE, swimming, assemblies, hymn practices, the laptop 
trolley, the use of the assembly hall and special needs support teaching will be displayed 
on the staff room notice board. 

 When preparing timetables, staff should consult other staff to ensure activities are 
“compatible” both in terms of resource use, noise levels and use of shared space.   

 Children should be made aware of their timetables and the routines of their school day.  
 
 
Values  
 
The school, with the support of the local community, has adopted the following Christian 
Values. Three are ‘in focus’ in each school year, though reference to the others ought to 
flavour our environment, our lessons and conversations. Pupil and staff behaviour is 
expected to reflect this emphasis. 

2020-2021 2021-2022 2022-2023 

Service 

Compassion 

Perseverance 

Friendship  

Forgiveness 

Hope  

Respect  

Responsibility & Justice 

Thankfulness & Generosity 



 

Vision  
 

Our Vision is to inspire and celebrate  
learning, achievement, faith and fun. 

 
Ours will be a school that works in partnership with the community to enable and equip 
each child to “live life to the full” (The Gospel of John, Chapter 10, Verse 10), reflecting the 
Christian values of our foundation. 

 
 

 
We will realise our Vision by: 

 providing a happy, healthy and secure environment where all are respected, 
valued and encouraged to contribute 

 encouraging participation and a love of learning by offering experiences full of 
opportunity and creativity, so that every child fulfils their academic potential 

 demonstrating, as a church school, our Christian values in action 

 pursuing excellence in every aspect of school life, supporting one another and 
celebrating the achievements of all 

 
 
Visitors to school 
 

 All adult visitors to the school must sign the Visitor Book in the office on arrival and wear 
the correct colour-coded lanyard and badge whilst on site. 

 Any unexpected, unannounced or unrecognised visitor entering the school or the school 
grounds should be “Challenged” by any member of staff who sees them. Asking “Can I 
help you?” is both polite and firm! 

 All visitors should first report to the office but if this has not happened you should tell 
them to do so and the purpose of their visit will be dealt with from there. You may need 
to accompany the visitor to the office for this purpose. At no point should an unexpected 
visitor be unaccompanied. There is a list of Criminal Record checked / Disclosure and 
Barring Service cleared adults on the wall in the school offices. 

 When children visit (e.g. Pre-school for the Infant Nativity, Year 2 for a Cluster Dance 
Day) a list of names may be presented to the office. Adults who bring children with them 
(e.g. prospective Reception children prior to intake) are deemed to be the direct 
supervisor of each child visitor. 

 If any person is seen taking an unusual “interest” in a child or children, including from 
outside the school’s perimeter, it must be reported to the Head Teacher immediately 
by whatever means is necessary but at no time leave the children unattended.  

 All staff will be informed if any circumstances prevail which prevents a child being taken 
out of school by any particular person (including a biological parent, if a court order 
preventing this has been made). 



 

 
Wet Playtimes and Lunchtimes  
 

 A list of duties will be issued at the start of each term to cover wet playtimes. 

 Once they have had their lunch, tables will be cleared away and children will watch a 
video, draw or play games that have been provided. If the rain continues for more than 
two days, children will be supervised in their classrooms by the mid-day supervisors, 
one per class. Various games, pencil and paper activities and books will be available for 
wet lunchtimes and will be kept separately from normal classroom resources. 

 The midday supervisors will ensure the classroom is tidied by the children before 
afternoon classes start. 

 
 

APPENDIX 1 
 
STAFF LIST December 2020 
 
Abbie Lewis   Class 3 Teacher 
Abi Tyers   Class 2 Teacher 
Alice Lewis  Mid-Day Supervisor 
Alison ‘Ali’ Dixon  Specialist P.E. Teacher 
Anne Marsh  Mid-Day Supervisor 
Carrie Roberts   Teaching Assistant (SEN) 
Claire Pullin   Teaching Assistant 
Dawn Shepherd  Teaching Assistant 
Deborah Hill  Teaching Assistant 
Di Findlay   Teaching Assistant and Mid-Day Supervisor 
Helen Chapman Teaching Assistant 
Julie Bargewell  Finance Officer 
Kerry Williams   Speech and Language Support 
Mary Isgar  Cleaner-in-Charge 
Nicola Dickson  Teaching Assistant 
Paul Batchelor   Head Teacher 
Paula Kirby   Administrator 
Rebecca ‘Becci’ Surridge Class 4 Teacher and S.E.N.C.O. 
Rebecca ‘Becky’ Allen  Class 1 Teacher 
Sarah Reed  Mid-Day Supervisor and Cleaner 
Tracy Gage   Mid-Day Supervisor 
 
Peripatetic Staff (Self-funded through tuition costs) 
 
Alison Boles  Woodwind Teacher 
Juliet Miller  Violin Teacher 
Richard Tuttle  Guitar Teacher 
  

 


