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WELCOME TO THORNLOW PREPARATORY SCHOOL

Dear Parents

Thornlow Preparatory School was founded in 1912 by teachers who wished to give their children the very best start in life by providing them with a first rate education.  Since those early days the school has grown and developed, but the underlying principle of providing the highest quality education, still remains true.

We believe that education should be seen holistically, the physical, intellectual and emotional development of an individual child coming from a wide range of experiences within a broad and balanced curriculum.  Education is seen as more than just academic success, although this is important, it includes exposure to 'culture'; initiates pupils into the norms, customs and values of society; and develops individuals capacities and capabilities both within and outside of the classroom.  

Thornlow Preparatory School offers a high quality education to a relatively wide range of pupils from different backgrounds.  Pupils entering Thornlow Preparatory School must have the potential to benefit from the broad and balanced curriculum we have to offer, but we have a remarkable track record in making the full academic curriculum accessible to a wide range of pupils.

A successful education is not down to any one individual, it is a combination of child, parent and teacher working together.  At Thornlow Preparatory School we encourage parents to become involved in their child’s education.   Small class sizes ensure that teachers really know the children they teach.  Teachers are accessible and the pupil planner is used as a conduit for the regular passage of information between school and home.

The information contained within this Parents Handbook is written to help you and your child have a greater understanding of how the school functions.  Should you have any further questions please do not hesitate to contact the school.

Yours sincerely

LOCATION
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Thornlow Preparatory School address, phone and fax numbers
Thornlow Preparatory School                                                                                           Connaught Road                                                                                                                  Weymouth                                                                                                                                            Dorset   DT4 0SA                                                                                                                       Tel. No. 01305 785703.                                                                                                                                                                                                                                                    Fax. No. 01305 780976
Railway:  Weymouth (1.09mi, 1.76km) 

Tel No:

01305 785703

Fax No:
01305 780976

E-mail: 
admin@thornlow.co.uk
Website:          www.thornlow.co.uk
BOARD OF FRIENDS

Mr Paul Bate  BA,MA,PGCE,DipMkt (Headmaster of the Park School, Yeovil)
Mr Patrick Killoran (Retired Accountant)
Mr Christopher Smith (Managing Director)
Major General Roddy Porter BA (Hons) MBE (Chief Of Staff, JWD)
Mrs Marianne Porter BA (Hons) PGCE

STAFF LIST

Mr R A Fowke # B.Ed. (Hons)


History/Geography//R.E.

Mrs N Fowke # B.Sc. (Hons), PGCE

Science/Music





Mrs N Appleton # B.Ed.



R.E./Cooking

Mrs M Barker # *




Learning Support Assistant

Mrs L Borries B.A. (Hons) PGCE

Form Teacher/English

Mrs J Clark
 #




Classroom Assistant

Mrs L-A Clarke B.Sc. (Hons)


ICT Teacher/Games/Sailing

Mrs T Clothier # ( B.Ed. (Hons)

Reception Teacher

   Mr N Curtis
#




Hygiene Officer
Mrs R Hunt
#




Classroom Assistant

Mr P Killoran #




Driver

Mr D Moore #




Driver/Maintenance

Mrs W Randall # * ( 



Domestic Bursar/Swimming

Mrs R Robinson # B.Ed. (Hons)


French Teacher

   Mrs L Rowles # B.Sc. (Hons), M.Sc, PGCE
Form Teacher/Art

   Mrs A Stanton #  ( Cert. Ed.


Infant Teacher/Music

   Miss L Wilkinson # 



Headmaster’s Secretary
PERIPATETIC STAFF










Mr P Newbery #




Rugby Coach/Swimming

   Mr J Tilsley #  * Cert.Ed., R.Y.A., S.S.I.
Sailing Instructor

Mr T Rose





Saxophone/Clarinet Teacher
Mr J Laws





Tennis Coach

# Staff with First Aid Qualifications
( Staff with Paediatric First Aid Qualifications
* Staff with Life Saving Qualifications







ADMISSIONS POLICY

INTRODUCTION

The Headmaster is responsible for admissions and the operation of this policy.

At Thornlow Preparatory School we aim to encourage children to be:

1. well-mannered and respectful of others, tolerant and understanding of difference

2. able to learn

3. good communicators with anyone regardless of their background

4. ready to accept responsibility

5. prepared for life’s horizons.

The aims of this policy are:

· To ensure compliance with the School’s Equal Opportunities Policy.

· To set selection criteria and procedures that is consistent and fair to applicants.

· To identify applicants whose academic and other abilities appear to match the ethos and standards of the School and whose personal qualities suggest they have the ability to contribute sufficiently to the school community and benefit from the many opportunities that are offered here.

MAKING CONTACT WITH THE SCHOOL

Following parents' first enquiry a prospectus is sent with an invitation to visit the School. Prospective parents are encouraged to make an individual visit. We do not hold Open Days as we believe that every day is an Open Day. Prospective parents will normally be shown around the School by the Headmaster who will show them the facilities at Thornlow. There will be opportunities during the tour for prospective parents to chat with members of staff and pupils. 

ENTRY CRITERIA AND STANDARDS
Nursery

Children are admitted into the Nursery from the age of 3 years, or once they are dry and if they are ready to start a structured education. Assessing children at this age is difficult, so as such, there is no academic selection process, but children of pre-school age are encouraged to spend a morning session in the Nursery prior to their start date.

Children are able to start with a minimum of 3 sessions per week.  These can be extended at the beginning of each term when the child is ready to cope with a longer day. A maximum of 10 sessions (full time) per week is offered. Parents may change their requirements for morning/afternoon sessions in the Nursery on a termly basis.

Reception to Year 2

Pupils who are in the Nursery and wish to progress to Reception are expected to reach an acceptable standard of behaviour, academic progress and social interaction before a place in Reception is guaranteed.

New children who are seeking admission into Reception are normally required to come into the School and spend a day with the appropriate year group. During this time, they are expected to take part in normal lessons and activities as well as possibly take part in some low-key structured testing carried out by the Form Teacher. Where appropriate, parents are invited to meet with the Headmaster and discuss their child’s academic and pastoral needs and care is taken to ensure that the School can provide adequately for those with learning difficulties.

Years 3-8

Children wishing to join the School in Year 3 or above are normally expected to spend a day with their peer group. 

Reception to Year 8

A place is normally offered if most or all (depending upon the age of the pupil) of the following criteria are met:

· There is space in the relevant year group.

· The School is happy that the child will be able to access the curriculum and keep pace with the class in question.

· Should the child have specific learning difficulties the School is able to provided relevant support to enable the child to thrive within the School’s normal learning environment.

· There are no apparent behavioural problems.

· The Headmaster believes that the child will complement the year group/class and benefit from being in it and will fit in socially.

· The report from the child's present school is satisfactory.

· The Headmaster is confident that the family wishes to commit themselves to the School.

If any of these criteria are not met then the Headmaster may discuss the individual case with members of the Senior Management Team.

ADMISSIONS PROCESS

Registration Process

On completion of the Registration Form and payment of the Registration Fee, acknowledgement is given of a pupil’s future intended date of entry and year group (subject to satisfying entry criteria and standards). If all places are filled, the pupil’s name will be put on a waiting list.

Following the Registration, children of Reception age and above will normally be required to spend a day/or a week at the School with their current year group 

Offering a Place

When a place is offered the Confirmation of Entry Form, Parent/School Contract and School Rules are sent with a request for the signed Form and deposit to be returned. Once these have been received the place is deemed accepted and entry is guaranteed*.

Parents are required to give a term’s notice in advance of their child’s intended start date if they wish to withdraw their application; otherwise, a term’s fees will be charged in lieu of notice. The deposit is non-refundable.

When a pupil joins the School partway through his/her primary education, the School reserves the right to make contact with the child’s previous school and request educational/academic records.

After Acceptance of a Place

Once a place has been accepted the child will be allocated to a Form and House. Children of old boys/girls and/or with siblings in the School will be allocated to the same House as other family members. Essential information including a Welcome Booklet, Parent Handbook and contact details will be passed to the parents of the pupil.

Parents will be asked to complete a Pupil Information Form with relevant medical information and permission for use of school transport and photography. * unless there is a waiting list.

CLASS SIZE

Normally there are two years per form. A cap of 15 children has been placed on each form class, therefore allowing for a maximum school size of 90 children.

WAITING LISTS

When a year group is full a waiting list will be drawn up. Places will then be allocated as they become available to children, in order of the date and payment of their Registration Fee and completion of the Registration Form However, preference will be given to (i) siblings of current pupils (ii) families requiring a place for two or more siblings at the same entry point.

SETTLING IN

At Thornlow, we want all pupils to feel safe and happy in the absence of their parents, to recognise other adults as a source of authority, help and friendship and to be able to share with their parents afterwards the new learning experiences enjoyed during the school day. Children cannot learn or play successfully if they are anxious and unhappy. Children are encouraged to be valued in all aspects of their education.

Parents are also encouraged to feel welcome into the School from the day that their child starts at the Thornlow. In order to accomplish this, we aim to create a partnership with parents in the following ways:

· By passing all prospective parents the Headmaster’s Secretary Miss Linda Wilkinson, as a first point of contact regarding admission to the school.

· By creating opportunities for the exchange of information at all available opportunities.

· By ensuring plentiful opportunities for parents to inform staff about their children’s current achievements and interests.

· By encouraging parents to visit the School with their children during the weeks before an admission is planned.

· By introducing flexible admission procedures, if appropriate, to meet the needs of individual families and children.

· By making clear to families from the outset that they will be welcome and supported during the time their child attends the School.

· When appropriate, by introducing new families to other established families within the School.

STANDARDS & EXPECTATIONS

At Thornlow we expect all pupils to be caring, courteous and considerate at all times. We have a system of rewards and set consequences for poor behaviour. We strive to promote self-discipline and instil a willingness and desire in pupils to make the lives of everyone at school enjoyable and appreciated. We have a written Behaviour Policy which sets out these expectations and the procedures we follow. If a child disregards these principles of good behaviour we reserve the right to exclude them from the school following the guidelines as set out in our Exclusion Policy.

EQUAL OPPORTUNITIES

In accordance with the school’s Equal Opportunities Policy, all children at Thornlow Preparatory School must be given full access to the school’s curriculum. Staff will endeavour to help all children to learn and achieve and extend the boundaries of their potential, irrespective of race, gender, age or ability.

The School recognises and accepts the need to make all reasonable provision for the admission of any prospective pupils who have learning difficulties or are disabled, and has a SEN and Disability Policy and an Accessibility Plan in place.

CHILDREN FOR WHOM ENGLISH IS NOT A FIRST LANGUAGE

Children who are not native English speakers are welcome at Thornlow. Although it is not always possible to assess these children, the School will meet and discuss the children’s needs with parents.

Children for whom English is not their first language will be encouraged to take part in all activities within the School and will not be discriminated against in any way.

PROCEDURES FOR WITHDRAWAL

A full term's notice in writing must be given by parents before a pupil leaves the School. If such notice is not received, a term's fees in lieu of notice will be charged. If fees for the current term are not paid on time, then the Governing Body reserves the right to terminate a pupil's education.

The Headmaster may remove a pupil from the School at any time if, in his opinion, such removal is in the interests of the child or the school. Exclusion may be for a short fixed term (suspension) or permanent. Permanent exclusion is always a matter for consultation with and approval by the Board of Friends. If parents are unhappy with the process, they may appeal to the Board of Friends.

MONITORING AND REVIEW

This Policy is monitored by the Senior Management Team and will be reviewed every two years or earlier, if deemed appropriate.

Headmaster, Updated January 2010
SIBLING DISCOUNT POLICY
Families with two children

This policy is effective for the period when both children are in full-time attendance at the school, in Years 1 – 8.

First Sibling (eldest) 
£175 discount per term

The £175 discount is not applicable where the family is in receipt of any other scholarship, school bursary or government funded grant.

Second Sibling

Full Fees

Note: 

A separate fee structure is applicable for those children who attend our early years’ department.

Families with three children

This policy is effective for the period when both children are in full-time attendance at the school, in Years 1 – 8.

First Sibling (eldest) 
22.5% discount per term

Second Sibling

12.5% discount per term

Third Sibling


Full Fees

Note:

These discounts are not applicable where the family is in receipt of any other scholarship, school bursary or the second and third child are in receipt of a government funded grant. 

A separate fee structure is applicable for those children who attend our early years’ department.

If the second or third child is attending Nursery or Reception then the rules for “families with one child” are followed regarding discounts.

If only the third child is eligible for is attending Nursery or Reception then the ‘rules’ for “families with two children” are followed regarding discounts. 

SATS Results
	2003
	English
	Maths
	Science

	% pass at level 4
	83%
	83%
	100%

	% pass at level 5
	67%
	17%
	67%


	2004
	English
	Maths
	Science

	% pass at level 4
	80%
	100%
	100%

	% pass at level 5
	10%
	50%
	70%


	2005
	English
	Maths
	Science

	% pass at level 4
	100%
	100%
	100%

	% pass at level 5
	42%
	50%
	84%


	2006
	English
	Maths
	Science

	% pass at level 4
	78%
	100%
	100%

	% pass at level 5
	11%
	50%
	78%


	2007
	English
	Maths
	Science

	% pass at level 4
	100%
	100%
	100%

	% pass at level 5
	86%
	43%
	71%


	2008
	English
	Maths
	Science

	% pass at level 4
	100%
	100%
	100%

	% pass at level 5
	100%
	100%
	100%


	2009
	English
	Maths
	Science

	% pass at level 4
	100%
	100%
	100%

	% pass at level 5
	57%
	57%
	57%


	2010
	English
	Maths

	% pass at level 4
	80%
	100%

	% pass at level 5
	20%
	50%


FIRST DAY OF TERM

If your child is joining at the beginning of the school year, in September, please come to the main entrance at about 8.30 am on the first day of term where members of staff will be on hand to welcome your child 

DAILY ROUTINE

START OF THE SCHOOL DAY

Pupils should arrive at school before 8:25am and be in their form rooms in time for registration which is at 8:30am. 

BREAK AND LUNCHTIMES

All pupils are expected to go outside during break and lunchtimes unless it is raining

LUNCH

The lunch break is from 12:30pm until 1:30pm.  

END OF SCHOOL

The end of school is at 4.00pm.  

Any pupils not collected by 4.10pm are brought into school and join the activities in After School Club.

There is a member of staff on duty until 5.30pm, but after this time there is no member of staff on duty and the school is generally locked.  It is therefore vital for pupils to be collected by 5.30pm at the very latest.

TIMING OF THE SCHOOL DAY

School Day (8.30am to 4.00pm)

Registration 

8.30am

Lesson 1

8.30am – 9.30am

Lesson 2

9.30am – 10.30am

Assembly/PHSE 
10.30am – 10.50am

Break


10.50am – 11.10am

Lesson 3

11.10am – 11.50pm

Lesson 4

11.50am – 12.30pm

Lunch


12.30pm – 1.30pm

Registration

1.30pm

Lesson 5

1.30pm – 2.00pm

Lesson 6

2.00pm – 2.40pm

Lesson 7

2.40pm – 3.20pm

Lesson 8

3.20pm – 4.00pm

End of school day 4.00pm

After school activities 4.10pm – 5.30pm

HOW TO CONTACT THE SCHOOL

The School Office is open from 8.10 – 16.45 hours Monday to Friday during term time and between 9.00 – 16.00 hours during the holidays.  The telephone number is 01305 785703.

For non-urgent matters a letter remains the best method of communicating with teachers, giving them the chance to research any answer required.

Parents can always call the school to arrange an appointment with a particular teacher although teaching commitments mean that this cannot be actioned immediately.

For more immediate matters it may be possible to catch your child's class teacher immediately before the start of the school day but please appreciate that they may be otherwise engaged at this time.  

The Headmaster can always be contacted either by telephone or by letter/e-mail [headmaster@thornlow.co.uk].

DROP OFF AND PICK UP ARRANGEMENTS

Parking around Connaught Road is not easy and the maintenance of good relationships with our neighbours is important.  I therefore ask you to bear the following points in mind and move away as soon as possible after collecting your child to free parking spaces.  
· Vehicles MUST always be parked legally so as not to cause an obstruction.

· Please do not block residents' drives, even for "just a minute".

· Please leave enough room for the school minibus to be able to turn out of the school gate at 16.00 hours.

· Do NOT park too close to the main road junction (as per Highway Code).

· Please do not simply pull alongside the parked cars outside the school gate to allow your children to "jump in".

· If your vehicle is very large, please consider parking a little further away.

· Never park in the Cross Road Surgery drive. We are not permitted to use this land at any time.
· Do NOT park in the loading bay opposite the school.  This is a designated parking bay for use of the school minibus.

NON-COLLECTION OF CHILDREN
If a child has not been collected either at the end of the school day or after a visit/trip the following procedures should be followed:

· Parents should be contacted using all the available telephone numbers.
· If parents can not be contacted then the emergency telephone numbers provided by parents should be used.  Parents must ensure that the school always has up-to-date information
· Children will be cared for on the school premises until the child can be safely handed over to the parent/carer or designated carer as verified by the parent.  In the event that no family member can be contacted, Social Services will be contacted and their advice sought.
· The Headmaster should be informed of all such occurrences.
SCHOOL CLOSURE POLICY
Only in exceptional circumstances will the school close e.g. extreme weather or widespread illness (flu pandemic).  In such cases a decision will be made by the Headmaster.  Once a decision has been made, this will be relayed as soon as practicable via the school website.

EMERGENCY CLOSURE SERVICE

Details will be announced on BBC Radio Solent and on the Thornlow Preparatory School website www.thornlow.co.uk.  

· Parents of children who are delivered to school will be informed as they arrive at the school.

· Those children who do arrive at school will be looked after by a member of staff until they can be collected either by the parent or by the contact person as supplied by the parents.

Closure during school hours:

· If the school is to be closed during normal hours, the school will contact parents or emergency contacts.  Children would be supervised until collected.

· There will be unforeseen incidents as no policy can cover every situation.  Our main concern would obviously be for the safety of the children in our care we would ensure that they were all being looked after by a responsible adult, in a safe environment.

LONG TERM SCHOOL CLOSURE

Should the school need to be closed for an extended period, for instance in the event of a Flu Pandemic, then parents will be kept informed of the school’s status via the school website.  

Teachers, should they be well enough, will provide work to enable those pupils who are not ill to continue with their studies.  The work will posted on the school’s website.  It is anticipated that the school offices will remain open, subject to staff being well enough, during a school closure and that teachers will be available to answer queries with work.

Once the authorities have determined that the risk to children and staff has been reduced to an acceptable level that the school can reopen then this will again be relayed via the School Website.

EXPECTATIONS OF PUPILS

Thornlow Preparatory School is proud of the fact that it has high expectations of every pupil.  Clearly these expectations will increase as pupils get older, but the principles remain the same.  In accepting a place for your child at Thornlow Preparatory School you are undertaking to support the school in its efforts to help everybody to meet these expectations.  Please read them and make it clear to your child that you support the school in these expectations.

We do not put a great stress on a list of rules at Thornlow Preparatory School as such lists tend to be very negative.  We do, however, have high expectations of our pupils. The following list (although not exhaustive) does give some indication of what they are:

We expect pupils to be courteous and considerate at all times which will include making an appropriate response to a greeting or farewell by a member of staff, being prepared to say, “excuse me,” when passing between two people, holding doors open for members of staff, visitors and for one another, being ready to help visitors.

We expect pupils to be polite and pleasant.  

Pupils are expected to be quiet when lining up for a class and during assembly.

We expect pupils to walk around school purposefully, without running or pushing.  This should be done quietly, but not necessarily in silence.

We expect the support of parents in these expectations.

CURRICULUM POLICY

Aims
All children have a right to a broad, balanced and relevant education which provides continuity and progression and takes individual differences into account.  All pupils will have the opportunity to learn and make progress. Their education will give them experience of linguistic, mathematical, scientific, technological, human and social, physical, and aesthetic and creative education.  Pupils will acquire speaking, listening, literacy and numeracy skills.  Children will be prepared for the opportunities and responsibilities and experiences of adult life.   
The school should:
· cater for the needs of individual children of both sexes from all ethnic and social groups, including the most able and those who are experiencing learning difficulties; 

· facilitate children's acquisition of knowledge, skills and qualities which will help them to develop intellectually, emotionally, socially, physically, morally and aesthetically, so that they may become independent, responsible, useful, thinking, confident and considerate members of the community and are prepared for the opportunities and experiences of adult life;
· create and maintain an exciting and stimulating learning environment; 

· ensure that each child's education has continuity and progression; 

· ensure that there is a match between the child and the tasks he/she is asked to perform and that all children have appropriate and equal access to the curriculum; 

· provide an appropriate curricular balance amongst the competing and sometimes conflicting aims of education; 

· recognise the crucial role which parents play in their children's education and make every effort to encourage parental involvement in the educational process; 

· treat children in a dignified way; 

· work together to create a caring community of learners where every child feels safe and valued, and the school’s commitment to the safeguarding of all children is upheld (see Child Protection Policy);

· foster children’s self esteem; and,

· provide opportunities for pupils to celebrate success and achievement.
Children should:
· learn to be adaptable, how to solve problems in a variety of situations, how to work independently and as members of a team; 

· be developing the ability to make reasoned judgements and choices, based on interpretation and evaluation of relevant information from a variety of sources; 

· be happy, cheerful and well balanced; 

· be enthusiastic and eager to put their best into all activities; 

· begin acquiring a set of moral values, e.g. honesty, sincerity, personal responsibility; on which to base their own behaviour; 

· be expected to behave in a dignified and acceptable way and learn to become responsible for their actions; 

· care for and take pride in their school; 
· have an awareness of and respect for a diversity of cultures, values, beliefs and abilities;
· be developing tolerance, respect and appreciation of the feelings and capabilities of others in an unbiased way; 

· be developing non-sexist and non-racist attitudes; 

· know how to think and solve problems mathematically in a variety of situations using concepts of number, algebra, measurement, shape and space, and handling data; 

· be able to listen and read for a variety of purposes and be able to convey their meaning accurately and appropriately through speech and writing for a variety of purposes; 

· be developing an enquiring mind and scientific approach to problems; 

· have an opportunity to solve problems using technological skills; 

· be capable of communicating their knowledge and feelings through various art forms including art/craft, music, drama and be acquiring appropriate techniques which will enable them to develop their inventiveness and creativity; 

· know about geographical, historical and social aspects of the local environment and the national heritage and be aware of other times and places and recognise links among family, local, national and international events; 

· have some knowledge of the beliefs of the major world religions; 

· be developing agility, physical co-ordination and confidence in and through movement; and,
· know how to apply the basic principles of health, hygiene and safety, including those with respect for their own self-protection and the safeguarding of children. 

The above set of aims should be reviewed at least every five years.
Organisation and Planning

We plan our curriculum in three phases.  There is an agreed curriculum framework (long-term plan) for each combined year group.  This indicates what topics are to be taught in each term, and to which groups of children.  Our Curricumlum Frameworks are organised within a two year cycle to accommodate our (2 year) combined year groups and are reviewed on an annual basis.

Medium term plans give clear guidance on the objectives and teaching strategies used when teaching each topic.  The curriculum broadly follows the National Curriculum and Common Entrance syllabuses.

Short-term plans are those that teachers write on a weekly or daily basis and are used to set out the learning objectives for each session, and to identify what resources and activities are going to be used in the lesson.

In the Foundation Stage the curriculum follows EYFS guidance and its six areas of learning.  We plan the curriculum carefully, so that there is coherence and full coverage of all aspects of the early learning goals and planned progression in all curriculum areas.  Teaching in the Reception Class builds on children’s nursery and pre-school experience, whilst continuing to develop their skills and experiences within a supportive environment. 

Homework

Homework is set according to the Homework Policy.  As guidance, the school recommends that pupils spend the following amounts of time on homework:

Reception

10-15 minutes per night

Year 1/2

15-20 minutes per night

Year 3/4

20 minutes + 15-20 minutes reading

Year 5/6

25-30 minutes + 15-20 minutes reading

Year 7/8

60-90 minutes per evening (2 or 3 subjects)

Equality of Opportunity/Inclusion
The curriculum in our school is designed to provide access and opportunity for all children who attend the school.  All lessons are differentiated to ensure that there is a match between the child and the tasks he/she is asked to perform. If we think it necessary to adapt the curriculum to meet the needs of individual children, then we do so only after the parents of the child have been consulted.
Children with learning difficulties/disabilities

If a child has additional needs, our school does all it can to meet these individual needs.  We comply with the requirements set out in the SEN Code of Practice in providing for children with additional needs.  If a child displays signs of having additional needs, his/her teacher together with the SENCO makes an assessment of this need.  In most instances the teacher is able to provide resources and educational opportunities which meet the child’s needs within the normal class organisation.  If a child’s need is more severe, we consider the child for a statement of special needs, and we involve the appropriate external agencies when making this assessment.

The school provides an Individual Education Plan (IEP) for each of the children who are on the School Action register or have ea statement.  This sets out the nature of the individuals need and outlines how the school will aim to address the need.  It also sets out targets for improvement, so that we can review and monitor the progress of each child at regular intervals.  If a child’s need is more severe, we will discuss with the parent/carer the possibility of seeking advice from external agencies or undertake statutory assessment.

Personal, Social and Health Education

All pupils receive a weekly lesson in PSHE, supplemented by a range of visitors/ events to cover specific topics, including sex education (see PSHE Policy)

Religious Education

Religious education is available to all pupils as detailed in the curriculum.  The school also has a programme of collective worship including daily whole-school assemblies.  The worship is mainly of a broadly Christian character, but is not distinctive of a particular Christian denomination.  Parents have a right to withdraw their children from Religious Education and/or from acts of collective worship.

See also:

	· Learning and Teaching Policy
	· Equal Opportunities Policy

	· Assessment Policy
	· Foundation Stage Policy

	· Subject Policies
	· SEN Policy

	· Child Protection Policy
	· PSHE Policy/Scheme of Work


ACADEMIC MATTERS

THORNLOW PREPARATORY SCHOOL IS A NON-SELECTIVE SCHOOL

Thornlow Preparatory School is a small school and many parents value this.  It is, however, an inevitable consequence of our small size that we cannot seek to be all things to all people

The vast majority of pupils go right through the school from Nursery to Year 8.  

To ensure that we help every pupil to achieve their full potential, Thornlow Preparatory School conducts regular tests of both potential and performance.  It is our aim that these should be rigorous but unobtrusive.  The testing will not dominate the school and in many cases, where it is simply routine; we will not inform parents.  Parents will only be informed in advance if the outcome of any test could have serious or immediate consequences.

Please note that transfer from Year 6 to Year 7 is not automatic.  In the case of a large majority of pupils this is not an issue.  However, occasionally it is not appropriate for a pupil to enter Year 7.  If this is likely to be the case we will have been discussing the matter with you for an extended period of time before the end of Year 6.

REPORTING TO PARENTS

There are three written reports a year which give details of a pupil's academic progress.  Parents also have the opportunity to meet with subject teachers once per year.

CURRICULUM

The curriculum at Thornlow Preparatory School is broad and balanced.  Pupils in Year 3 and above study English, Maths, Science, French, History, Geography, Religious Studies, ICT, Home Economics, Music and Art.  In addition, they have Games, Swimming, Sailing and Powerboating lessons.

All these lessons are with subject specialist teachers.  Use is made of the Home Economics, Science and ICT facilities within the School and the PE staff take the Games, PE and Swimming lessons.

School Examinations are sat by everyone twice a year in January and June.  At the end of Year 6 pupils sit the Key Stage 2 Standard Assessment Tests (SATs).

Schemes of work for every subject across the whole age range.  Should you wish to look at these or require further details, please contact the School Office.

EXTRA CURRICULAR ACTIVITIES
Academic and examination work is, of course, central to the life of the school.  There is, however, more to life at Thornlow Preparatory School than examinations.  We believe strongly that every pupil should develop interests outside the classroom.  This may be through the school's extra curricular programme or indeed within the wider community.  There are many advantages to a pupil having interests and experiences outside school.  This involvement contributes to a positive attitude to school and to life and this enhances academic success.

Thornlow Preparatory School can claim a remarkable record in helping all pupils to achieve their academic potential.  

SPECIAL EDUCATIONAL NEEDS

PROVISION & POLICY 

Thornlow Preparatory School is a small school.  This means that we cannot be all things to all people.  

We will do everything we reasonably can to allow able pupils with special educational needs to succeed at this curriculum.  However, it must be remembered that we are not a specialist school for pupils with learning or behavioural difficulties.  Such schools exist and they can provide a more professional service for such pupils.          

Thornlow Preparatory School employs an experienced teacher who acts as Special Needs Coordinator (SENCO).

Like all schools, we maintain a Special Needs Register to record and to track the progress of pupils about whom concern has been expressed.

If either the school or parents are concerned that a child may have Learning Difficulties then parents will be put in touch with the Dyslexia Institute who can organise appropriate testing with an Educational Psychologist.   Parents pay the relevant fee.  The school reserves the right to require parents to have their child assessed but this would rarely be necessary as parents, teachers, the SENCO and the Dyslexia Institute work closely together.

All pupils in the school do French as part of the core curriculum.

The SEN Policy is available from the School Office and the website.

SPECIAL EDUCATIONAL NEEDS POLICY

It is the intention of this policy document to ensure that all those children who have a special educational need, including, but not limited to those defined within the Code of Practice, are identified and have their needs met, enabling them to access the whole curriculum and make accelerated progress.

In order to achieve this, the School will make an assessment of each child upon entry to the school. Where a child has transferred from another school, the child’s file will be read by the SENCO and the class teacher, who will develop an appropriate educational plan which addresses the needs and ability of the child.

The class teacher will continue to monitor and record each child’s achievements at each stage through the school so that any special educational need is identified and support is given at the earliest sign. In developing a strategy to meet any specific need, the school will endeavour to hold a meeting to include the child, the parents/carers, the class teacher and the SENCO. Where appropriate, any external agencies will be included to ensure that the school is able to offer an appropriate level of support, information, advice and practical help to the child and the parents/carers.

Role of the SENCO

The SENCO will:

· be the Special Educational Needs Co-ordinator and Responsible Person as defined within the Code of Practice;
· ensure that the Code of Practice is enforced and all children are given equal opportunities in accessing the curriculum; 

· ensure that adequate training is provided to all staff and that Classroom Support is updated in line with new Government Guidelines and research as appropriate;
· ensure that as far as is reasonably possible all resources required are made available giving access to the curriculum;
· liaise with outside agencies;
· ensure that IEPs are completed for each ‘named’ child;
· provide support and guidance to all staff (Classroom Guidelines)

· ensure that assessments and individual programmes are put in place for the needs of all new entrants as identified; and,
· assess the changing needs as pupils progress through the school.

The Role of the Class Teacher 

The class teacher will:
· be aware of each child’s needs and skill levels noting those that are causing concern;
· read the child’s file as and when appropriate;
· advise the SENCO and the parents of any cause for concern;

· provide reports for external agencies as requested by the SENCO;

· monitor and assess progress and maintain appropriate records on a regular basis;
· fill in ‘Cause for Concern’ documentation and supply evidence as required; and, 
· fulfil all other duties of the class teacher  by the Code of Practice.
Gifted, Talented and Able Pupils

Gifted, talented and able pupils will be identified by the class teacher and reported to the SENCO. These children may be achieving highly in academic subjects or be able in another area of the curriculum such as Sport, Music or Art.

Gifted, Talented and Able Pupils will be discussed by the whole staff and an appropriate individual education plan may be drawn up if appropriate. The Class teachers are responsible for including extension work and additional challenges for these pupils as part of their everyday planning.

The SENCO will hold a list of pupils identified as Gifted, Talented and Able.

Disability

All reasonable means will be taken to provide for a child with a disability.

The building enforces certain restrictions when considering the needs of a child with a physical disability. All reasonable measures will be taken to adapt and adjust the building to improve access for a child with a physical disability. 

The decision to make any major alterations to the layout of the school can only be made by the Head Teacher.

Every effort will be made to provide additional resources for a child with a disability.

Inclusion (See separate Inclusion Policy)
The responsibility for inclusion is collective, and is currently managed by the SENCO. Several staff have undergone Inclusion Training. 

The INCO, currently the SENCO, will:

· Act as a point of contact for the child/parent/carer

· Co-ordinate interventions and support from multi-agencies which are planned and reviewed.

· Support the child/parent/carer in making their own decisions about provision and expressing their view on the effectiveness of interventions

· Act as a sounding board for child/parents/carers.

· Monitor overall progress of the child and the impact of additional interventions and support.

Vulnerable Children

The responsibility for identifying vulnerable children is collective. Children considered as vulnerable will be discussed with the SENCO who will pass on the concerns to the Head Teacher, Child Protection Officer and the Pastoral Care leader.

Vulnerable children may:

· Have  poor attendance

· Have a long term illness

· Be those whose mobility precludes continuity of education (travellers)

· Be ‘Looked After Children’

· Be a family carer

· Have English as an additional language

· Be those in danger of racism or discrimination.

Vulnerable children will be supported and monitored to ensure they have full access to the school curriculum and achieve the 5 Outcomes as listed in Every Child Matters.

· Be safe

· Be healthy

· Enjoy and Achieve

· Make a positive contribution

· Achieve economic wellbeing.

 “Looked After” Children

The SEN Code of Practice states that:

Every child who is “looked after” by the local authority must have a Care Plan, whether they are accommodated or on a care order and regardless of placement.  The Care Plan sets out the long-term objectives for the child and the arrangements for achieving those objectives.  The overall Care Plan will incorporate the Personal Education Plan which must include information on the special educational arrangements made for the child and will involve parents, carers and the child in forward planning.

English as an Additional Language (EAL)

· The SEN Code of Practice states that children with English as an additional language should not be automatically considered to have learning difficulties.

· Lack of proficiency in English must not be equated with learning difficulties.  However, when children who have English as an additional language make slow progress, it should not be assumed that their language status is the only reason; they may have learning difficulties.

· Children with English as an additional language will be monitored by the class teacher, and any concerns about progress will be referred to the SENCO.

 
WELFARE MATTERS

THORNLOW PREPARATORY SCHOOL IS A CHRISTIAN SCHOOL

Thornlow Preparatory School is a non-denominational Christian school, but this does not influence in any way our Admissions Policy.

We seek to create a Christian ethos within the school.  Morning assembly, Religious Studies lessons and Personal Education all have a broadly Christian message and the school celebrates the major Christian festivals.  We hope and expect that all families will come to the annual Carol Service at St John’s Church, Weymouth.

We expect that all parents accepting places at Thornlow Preparatory School welcome this and will support the school in developing Christian values in all our pupils.  We see this as particularly important as the basis for all relationships within the school.  We expect the whole community to develop tolerance, consideration and forgiveness.

PERSONAL & SOCIAL EDUCATION

Thornlow Preparatory School takes very seriously its responsibility to guide all pupils in developing appropriate attitudes and values.

However, we do not see ourselves as taking over the role of parent.  We believe that parents should, and indeed want to, take responsibility for many areas of their child's personal development.  Our programme of formal personal education is thus not as comprehensive as in some schools that may feel pupils lack the support of their family.

We follow certain important principles.

· Staff will always act as a responsible Christian parent would act.

· Tolerance, consideration and indeed forgiveness must underpin all relationships.

· Staff will teach pupils, according to age, about sensitive matters including sexual relationships, personal development, drugs, and health issues within a framework of tolerant Christian morality.

EQUAL OPPORTUNITIES POLICY  

(NURSERY – YEAR 8 including EYFS)  

Thornlow Preparatory School is committed to promoting understanding of the principles and practices of equality and justice. 

AIMS 

· Our aim is to equip pupils with an awareness of our diverse society and to appreciate the value of difference.  This will be achieved by adherence to the following principles:- 

· Discrimination on the basis of colour, culture, origin, sex or ability is not acceptable. 

· The primary objective of this school will be to educate, develop and prepare all our pupils for life whatever their sex, colour, origin, culture or ability. 

· Pupils and teachers will further this objective by contributing towards a happy and caring environment and by showing respect for, and appreciation of, one another as individuals. 

MANAGING EQUALITY IN PRACTICE 

1. Admission
The school does not permit sex, race, colour or disability to be used as criteria for admission. 

2. Registration
Pupils' names will be accurately recorded and correctly pronounced.  Pupils will be encouraged to accept and respect names from other cultures. 

3. Discrimination
All forms of discrimination by any person within the school's responsibility will be treated seriously as such behaviour is unacceptable.  Racist symbols, badges and insignia on clothing and equipment are forbidden in school.  Staff should be aware of possible cultural assumptions and bias within their own attitudes.  In all staff appointments the best candidate will be appointed based on strict professional criteria. Parents should be aware of the school's commitment to equal opportunities. 

4. Language
The school views linguistic diversity positively.  Pupils and staff must feel that their natural language is valued. 

5. Resources
The school's aim is to provide for all pupils according to their needs, irrespective of sex, ability or ethnic origin.
Equality of opportunity permeates the whole curriculum and will be reviewed regularly. 

Close  attention  is paid  to  inclusivity  and  equality of opportunity  and  the  avoidance of  any  incidents of harassment, with appropriate action against transgression being taken immediately  

GENDER 

Nursery     

Care must be taken within the curriculum that equal opportunities are offered to both boys and girls. 

Reception – Year 8     

Care is taken that resources such as books, videos etc. present a balanced picture. 

Staff   

Male members of staff are welcome.  Staff advertisements are not gender specific. 

NATIONALITIES, ETHNIC BACKGROUND AND RELIGION 

Children of all nationalities and religions are welcomed as pupils and there are no quotas.  Thornlow Preparatory pupils are generally from affluent families with a wide spread and mix of ethnic backgrounds.  However, the potential isolation of a child from an ethnic minority or from a less wealthy background must always be remembered.  

DISABILITIES 

Thornlow Preparatory is  aware  of  the  potential  for  the  enhancement  of  the  school’s  education  and  life  by inclusive policies but gives equal importance to ensuring that no pupil's education is impaired.  

Admission depends upon a prospective pupil meeting the criteria required to maintain and, if possible to improve, the educational and general standards for all its pupils commensurate with the ethos to which the schools aspires. Children with disabilities are welcome but, as applies to all applicants, before acceptance, the school needs to feel confident that a child will cope with the heavy demands of the curriculum at Thornlow Preparatory. The school must also feel sure that it will be able to educate and develop all pupils to the best of his or her potential and in line with the general standards achieved by their peers, so that there is every chance that they will have a complete, happy and successful school career. These criteria must continue to be met throughout the pupil's time at the school. The school's policy is to apply these criteria to all pupils and potential pupils regardless of any disability of which it is aware, subject to its obligation to make reasonable adjustments not to put any disabled pupil or potential pupil at a substantial disadvantage compared to any pupil who is not disadvantaged because of his or her disability. 

The physical layout of the building would make it extremely difficult for children with restricted movement.  Thornlow Preparatory has no specific remedial facilities but given strong parental support children with, for example, mild dyslexia / dyspraxia / dyscalculia could well profit from the style of education offered. (see also separate disability policy document). Thornlow Preparatory has a three year rolling accessibility plan as is required under SENDA. 

ENGLISH AS AN ADDITIONAL LANGUAGE  

Pupils  with  English  as  a  second  language  are  immediately  integrated  within  the  classroom  and  extra support is given as required. Thornlow Preparatory has welcomed many children with an international background. Families are often a blend of nationalities and ethnicity. Whilst of course the children’s home language is respected and supported, it is our experience that all the children will choose to speak English whilst in the school. This is also what the parents expect and desire. In Nursery, any child whose English is  less  than  fluent  is given help  and  support  so  that he or  she  can  rapidly  acquire  fluency.  In School whilst English may not be a child’s first language  any  child  accepted  into  the  school  would  be  deemed  to  be  bilingual.  Prior  to  entry,  parents complete  a  form  indicating  the  languages  spoken  at home. Staff are thus alerted to any child who may need support and help with EAL. Any extra help is given by school staff within the normal school day.

DIFFERENTIATION 

As each class is made up of individuals with different concepts, aptitudes, skills and knowledge, it is appropriate for them sometimes to have different programmes of study.  This allow pupils to be more interested, well motivated  and responsive to challenges, to work productively showing greater independence and co-operation. Children will be more aware of their own progression and develop the ability to self evaluate and allow for more effective teaching and learning. 

Thornlow Preparatory is committed to differentiate so as to: 

· cater for individual abilities and interests.  

· ensure pupil achievement and success. 

· enhance individual capabilities, strengths and interests. 

· ensure more accurate record keeping. 

· make assessment procedures more effective. 

· make teaching and learning more effective. 

· better match task to pupil. 

· will ensure that children can progress at the own pace. 

· assist with early diagnosis of learning difficulties. 

· identify specific needs and gaps in learning. 

· lead to the more effective use of resources. 

· Increased pupil motivation. 

In a classroom where there is effective differentiation there will be: 

· Pupils working independently and showing autonomy. 

· Pupils working in a variety of different ways and grouped as appropriate. 

· The classroom would be organised in an appropriate way  

· Pupils may be working on a variety of tasks. 

· All the children would be involved and well motivated. 

· Pupils would be on task. 

· The teacher would be free to move around the classroom. 

· There would be a positive pupil-teacher interaction. 

· Pupils would be involved in negotiating their work. 

· The children would present their outcomes in a variety of ways. 

· A variety of assessment techniques would be in use. 

· The teacher would adopt a variety of roles. 

· Co-operative learning would be taking place. 

· Appropriate texts and guides would be in use. 

· A range of resources would be in evidence. 

· Teachers' planning and records would be on an individual basis. 

What can be done to facilitate differentiation? 

· Smaller classes and working groups. 

· Increased classroom resources. 

· Assistance in the classroom. 

· Simple but effective planning and record keeping 

· Effective arrangement of classroom furniture. 

· Classroom materials and tools should be readily available. 

· There should be a variety of reading levels within text resources. 

· Classroom organised in appropriate way for the lesson. 

· There should be clear communication between teacher and pupils. 

· Facilitating timetables. 

· Teachers need to be aware of pupils' prior learning and experiences. 

GIFTED CHILDREN  

Most children at Thornlow Preparatory are able in comparison to the national average. Some, in relation to their peers at Thornlow Preparatory, can be called gifted whilst others, may be both gifted and need learning support! 

We are committed to: 

· Offering a broad, balanced and differentiated curriculum to all pupils. 

· Promoting children’s self-esteem and sense of self-worth. 

· Creating a genuine partnership between school, parents and the child though great care must be 

· used not to label a child “gifted” thus raising unreasonable expectations 

· Identifying and assessing “gifted” children as early as possible by a manner of strategies. – able children are a precious resource 

· Calling upon appropriate outside agencies whenever necessary. 

· The concept that the school is a selective school. All children are assessed before a place is offered the criteria being that a pupil is believed to be going to be at ease with the pace and scope of the curriculum (see admissions policy section). 

· The  concept  that  the  Nursery  takes  children  on  a  first  come  first  served  basis  and  is  non-selective.  The Nursery may have a wider range of abilities than the school and expectations thus have to be age appropriate without preconceptions of ability. 

·  The belief that most of the children in the school are able – the evidence being : 

Track record of success to highly selective schools at 11+/13+

VR and NVR test scores (mostly CATs some) 

School test results  

·  Offering extension activities to any child who needs additional challenges for one or more areas of the curriculum. This may be short term, long term, temporary or permanent. 

· Noting extension activities in schemes of work. 

· High expectations 

· Open ended tasks  

· Avoiding pupils being “normalised” and restricted by tightly prescribed tasks 

· Avoiding over directed teaching and respecting their differing talents 

· Developing higher order skills such as prediction and hypothesis. 

· Stimulate  children  to  operate  at  the  highest  technical  and  analytical  skills  of  which  they  are individually capable. 

· Relevant use of clubs, competitions and national events 

· Pupils taking responsibility for their own learning 

· Encouraging children to “think outside the box”. 

LEARNING SUPPORT  

At Thornlow Preparatory we are committed to: 

· Offering a broad, balanced and differentiated curriculum to all pupils. 

· The belief that all children may experience a special educational need and thus need learning support. 

· This may be short term, long term, temporary or permanent. 

· Promoting children’s self-esteem and sense of self-worth. 

· Creating a genuine partnership between school, parents and the child. 

· Identifying and assessing children with special needs as early as possible. 

· Offering support to a child challenged by the curriculum (see appendix – learning support).  

· Calling upon appropriate outside agencies whenever necessary. 

· Encouraging parents to initiate discussion regarding concerns or changes that they may have noticed at home. 

· Encouraging pupils to become involved in any plans for their learning support. 

· The school conducts an Annual Review for all pupils with a Statement of Educational Needs 

· The  concept  that  the Nursery  takes  children on  a  first  come  first  served basis.   Expectations thus have to be age appropriate without preconceptions of ability. 

IDENTIFICATION OF CHILDREN IN NEED OF LEARNING SUPPORT: 

The 1994 code of practice defines a Special Educational Need as: ‘A significantly greater degree of difficulty in learning that the majority of children of the same age.’ It is important to be aware of children who may display certain difficulties over a period of time such as: 

· Poor recall  

· Aggression 

· Difficulty in sequencing  

· Erratic or change of behaviour 

· Difficulty in following instructions  

· Children with poor self-image/self esteem 

· Continual reversal  

· Needing constant reassurance/attention 

· Poor manual control  

· Over anxious behaviour 

· Short span of concentration  

· Clumsiness/lack of co-ordination  

· Children with particular gifts  

· Lethargy 

· Attendance problems   

· Obsessive behaviour 

· Acquiring (stealing)  

· Children who are withdrawn 

· Speech / Sight/ hearing problems  

· Difficulty in forming relationships/poor social skills 

OPERATING POLICY 

The nature of  the  school means  that  there  are very  few children who  really  struggle with  the demands of the curriculum - to date only one pupil has ever had a Statement of SEN.  This does not mean that the school is complacent:  indeed it is always conscious that pupils may have or develop learning difficulties. Such difficulties are defined in the context of the performance of their peers at Thornlow Preparatory rather than a notional national average. However, in practice, learning support in the school is limited to a small number of children who tend to fall into two groups:- 

· Those who come in late to the school having followed a different curriculum at another school and who need a boost to catch up. 

· Those who are generally making good progress in most subjects but who need some extra time and teaching in certain areas. 

· If a teacher observes a child (N-Y2) with any of the above or any other symptoms then the Learning Support Co-ordinator (LSC) and Headteacher will be consulted.  If learning support is required then a Learning Support Notice (detailing the type and frequency of assistance and the objectives etc.) will be completed.   

· Children  in  Y3  and  above  are  referred  direct  to  the  Headteacher  and  it  is  the  form  teachers responsibility to complete the LS notice 

· An external learning support advisor may be asked to assess the child and to offer suggestions and recommendations. 

· If  an  outside  agency  is  recommended  required  for  advice  then  this  will  be  recommended  to  the parents and the school will liaise with the agency used.   

· In house learning support offered is of a non-specialist nature.   

· If a specific problem (e.g.  dyslexia  /  dyscalculia)  has  been  diagnosed  which  requires  additional specialist  teaching  then  the  parents  are  asked  to  arrange  this  independently.   The school however keeps in close touch with the parents and any external teacher. Space permitting, such teaching can take place on school premises. 

· If  a  pupil  has  an SEN the  appropriate  protocol will be  followed  for  example  there will be  annual reviews and an IEP will be prepared.  

· The Learning Support Unit  

ACCESS AND INCLUSION    

Roles and Responsibilities: 

Headteacher 

· Monitors and reviews with the LSC the schools learning support and gifted policy. 

· Liaises with parents/carers and support services as appropriate. 

· Referral of  a  child  for  external  assessment  in  consultation with  the  class  teacher, Learning Support Co-ordinator and parents/carers. 

· Provides an environment in which all children are given the opportunity to fulfil their potential. 

· Ensures that gifted and learning support pupils are given access to the whole curriculum and given extension activities as required. 

· Ensures that teachers are aware of the importance of identifying and providing for learning support and gifted children. 

Learning Support Co-ordinator LSC (Mrs Nicola Appleton) 

· Advises class teachers – (N- Y2) 

· Monitors and reviews with the Headteacher the school’s Learning Support policy. 

·  Ensures that review dates for individual children are adhered to. 

Teacher 

Responsibilities include: 

· Ensuring  that  all  pupils,  with  a  variety  of  needs,  have  access  to  a  broad,  balanced,  relevant  and differentiated curriculum. 

· Y3- 6 monitors and reviews with the Headteacher an individual pupils need for LS 

· The gathering of relevant information from pupil records, other members of staff, parents and the child herself to aid planning, assessment and target setting. 

· Providing suitable resource and learning materials. 

· The  implementation  of  an  individually  tailored  plan  (see  appendix  1)  and  the  regular  review  of  its effectiveness, in conjunction with the relevant LSC. 

· Ensures relevant information is communicated to the Headteacher, other staff members, the LSC and parents/carers. 

· Keeping records of a child’s progress and reporting back to parents. 

Staff Training 

The Headteacher gives  support  to  further  training  or  INSETS when  a  suitable  course,  conference  or INSET presents itself.  Teachers who attend courses are encouraged to give feedback to the whole staff. 

LEARNING SUPPORT EYFS - NURSERY AND RECEPTION  

During this time most children experience rapid physical, emotional, intellectual and social growth. For many children, Thornlow Preparatory Nursery will be their first experience of learning within a peer group. Staff should work closely with parents, listening to their views so as to build on children's previous experience, knowledge and understanding skills and to provide opportunities to develop in the six areas of learning: 

· personal, social and emotional development; 

· communication, language and literacy; 

· mathematical development; 

· knowledge and understanding of the world; 

· physical development: 

· creative development. 

The Early Learning Goals set out what most children will have achieved in each of these areas by the end of the Foundation Stage. They represent the expected outcomes of a planned approach to early education that integrates play and learning. Children will progress at different rates during Reception and Nursery.   

Children making slower progress may include those who are learning English as an additional language or who have particular learning difficulties. It should not be assumed that children who are making slower progress have special educational needs but such children will need carefully differentiated learning opportunities to help them make progress. Regular assessment and monitoring of their progress should be consistently carried out. Parents or carers should always be consulted whenever there are concerns about a child's progress and development. The school encourages parents to raise any concerns they may have about their child's needs and the provision being made for them. As far as possible, children should also be consulted about activities and the choice of equipment they might use in order to reach their targets.  Monitoring of children's progress throughout the Nursery and Reception is essential. Where a child appears not to be making progress either generally or in a specific aspect of learning, then it may be necessary to present different opportunities or use alternative approaches to learning. Ongoing difficulties may indicate the need for a level of help above that which is normally available for children in Nursery or Reception. Once a child has been identified as having special educational needs, there should be Action to support their development. Progress should be evaluated both in terms of the child's learning and their social and emotional development. If the intervention does not enable the child to make satisfactory progress, the Class teacher should ask for advice form the LSC who in turn may need to seek advice and support from external agencies - Action Plus. 

Gathering evidence 

In addition to the information that is recorded for all children, the pupil record or profile for a child in need of Learning Support (SEN) should include information about the child's progress and behaviour, from the parents, and if necessary from the pupils GP. It might also include the child's own perception of any difficulties and how they might be addressed.  The information collected should reveal the different perceptions of those concerned with the child, any immediate educational concerns and an overall picture of the child's strengths and weaknesses, within the school setting.  Whenever a child is causing concern, parents should be consulted first for their views and any information about early difficulties the child may have encountered. These may have emerged at early developmental checks, including hearing and vision, with the health visitor or GP.  If there are concerns about a child's development and progress, all staff working with the child and the parents should contribute observations about their perceptions of the child's capabilities and difficulties in a range of different activities and situations. All relevant adults should be aware of and consult and put into practice the strategies suggested at Early Years Action and Early Years Action Plus which would happen as part of Nursery and Reception development of the pupil profile. 

Audit criteria 

The needs of any individual child may come within more than one of the areas covered by these criteria, and the areas themselves may have parts that overlap.  In all cases however, reference should always also be made to the Action or Action plus strategies suggested in the sections on Cognition and Learning.  Within each section, the criteria give an indication of the sorts of difficulties that pupils may experience at Action and Action Plus. The purpose of this is to alert staff and parents to those situations where additional action may be required. The key test for action is evidence that the child's current rate of progress is inadequate. There should not be an assumption that all children will progress at the same rate. A judgement has to be made in each case as to what is reasonable to expect that particular child to achieve. Where progress is not adequate, it will be necessary to take some additional or different action to enable the child to learn more effectively. At this early stage of learning, specific indicators are less reliable and more dependent on the child's early experiences, stage of learning English as an additional language (EAL), personality and adjustment to the setting. For EAL children a 'silent period' of up to 3 months is to be expected.  Significant difficulties in communication and interaction may be apparent over time. It is important to provide a structured learning environment, opportunities for exploration and modelling of activities. Where a child's needs are already met, for example by the wearing of glasses or hearing aids, staff should be aware of and alert to any deterioration. Intervention at Action or Action Plus may not be required unless other difficulties are apparent. 

MONITORING OF EQUAL OPPORTUNITIES

Thornlow Preparatory is a very varied community within its geographical and economic context.  There is very clearly a vast mix of nationalities, religions and ethnicity within the student body which is welcomed by the staff, the pupils and the parents.  The emphasis of the school is that all pupils should develop self-respect so as to allow them to respect others irrespective of differences in background or abilities. Diversity and difference is thus taken for granted and celebrated. On the very rare occasions a child is heard to make an inappropriate comment, they are immediately reminded of the importance of inclusion and friendliness to all.  

INFECTIOUS DISEASE CONTROL
To prevent the spread of infectious diseases please would parents observe the following periods of absence from school when their child has an illness. Not all illnesses are listed. Full details are available from the Health Protection Agency www.hpa.org.uk or from the school.

	Illness
	Recommended 

period of absence
	Comments

	Diarrhoea and / or vomiting
	48 hours from last episode
	

	Whooping cough
	Five days from commencing antibiotic treatment or 21 days from onset of illness if no antibiotic treatment.
	Preventable by vaccine. After treatment non-infectious coughing may continue for many weeks.

	Athletes foot
	None
	Treatment recommended

	Chicken Pox
	5 days from onset of rash
	See below

	Cold Sores
	None
	Avoid contact with sores

	German Measles (Rubella)
	5 days from onset of rash
	Preventable by vaccine.  

See below

	Impetigo
	Until lesions healed
	Antibiotics

	Measles
	5 days from onset of rash
	Preventable by vaccine. 

See below

	Shingles
	Only if rash is weeping and can not be covered
	Can cause chicken pox, spread by close contact and touch. 

See below

	Warts and Verrucae
	None
	Verrucae should be covered

	Glandular fever
	None
	About 50% of children get this before they are five, many adults acquire disease without being aware  of it

	Head lice
	None
	Treatment with solution. Regular checking.

	Mumps
	Five days from onset of swollen glands
	Prevention by vaccination
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MEDICATION AND ILLNESS PROCEDURE FOR PUPILS

The aim of this policy is to effectively support individual children with medical needs and to enable pupils to achieve regular attendance.

Parents retain the prime responsibility for their child’s health and should provide the school with information about their child’s medical condition.  Children should be kept at home if they are acutely unwell and in the case of contagious diseases only return when they are no longer infectious.

PRESCRIBED MEDICINES

Medicines should only be brought into school when essential; that is where it would be detrimental to a child’s health if the medicine were not administered during the school day.

The school will only accept medicines that have been prescribed by a doctor, dentist, nurse prescriber or pharmacist prescriber. Medicines should always be provided in the original container as dispensed by a pharmacist and include the prescriber’s instructions for administration and dosage.  All medicines provided by parents will be securely stored in a locked cabinet in the school Medical Room.

Parents must complete the form, Parental agreement to administer medicine (available from the school office or website) prior to any medicine being administered by school staff.

NON-PRESCRIBED MEDICINES

Staff are not able to give non-prescribed medicine e.g. paracetamol to a child unless there is specific prior permission on each occasion from the parents.  

ADMINISTERING MEDICINES

Normally medicines will be kept under the control of the school office unless other arrangements are made with the parent.  When a child refuses medicine, the parent will be informed, if practical, the same day.

Thornlow Preparatory School will make all reasonable adjustments to ensure that children may take a full part in all aspects of the curriculum.   Where a child requires medication to be administered on a trip or visit it will be the responsibility of the trip or visit organiser to assess the practicalities of administering such medicine as is required. 

COLLECTION OF CHILDREN DURING THE SCHOOL DAY

We must be able to contact you during the day in the unlikely event that your child is unwell.  Thornlow Preparatory School does not employ a school nurse and thus you, or a family member, must be able to collect a sick child.

If for any reason your child is unable to attend school:

1 Where this is known in advance please send a letter to your child’s form teacher.

2 For unexpected absence please phone the School Office between 8.30 - 9.00am and then send a letter of confirmation when your child returns to school.

Pupils collected during the school day for whatever reason must be signed out with the School Office.  If pupils come into school during the school day, they must sign in at the School Office before going in to lessons.

If you do have any doubt about whether your child is well enough to be in school we must ask that you are contactable during the day and available to collect your child if it becomes clear that he or she is not well enough to continue.
CHILDREN WHO BECOME UNWELL DURING THE SCHOOL DAY

· Initially if a child feels unwell, they will be to the toilet, then sent them to have a drink, and then asked to sit down and allowed to work quietly.  If we think the child is genuinely ill, a second opinion will be sought and the school office informed.
· The decision to send a child home is made by the school office in consultation with Mrs Fowke.  The school office will inform the parents by telephone whether or not the child can be collected.  If appropriate the child will either return to class and wait for their parents or sit in the school office.  Children needing to lie down are made comfortable in the after school room and will be supervised by Mrs Fowke.
· Parents collecting their child will sign their child out.
SAFEGUARDING CHILDREN AND SAFER RECRUITMENT IN EDUCATION

Thornlow Preparatory School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Safeguarding and promoting the welfare of children is defined as:

· protecting children from maltreatment;

· preventing impairment of children’s health or development;

· ensuring that children are growing up in circumstances consistent with the provision of safe and effective care; and,
· undertaking that role so as to enable those children to have optimum life chances and to enter adulthood successfully.

The school’s Child Protection Policy follows the policy and procedures laid down by the Dorset Child Protection Committee.

Allegations of abuse against members of staff or volunteers are dealt with through the schools complaints and grievance policies.  As with the school’s child protection policy this will follow agreed inter-agency procedures.

The induction of new staff is overseen by Mr Fowke and the individual member of staff’s line manager.  Within the induction process the school’s policies and procedures in relation to safeguarding and promoting the welfare of children will be highlighted and discussed.

Mrs Fowke is designated to take lead responsibility for child protection issues and liaising with other agencies where necessary.  Mrs Barker deputises where necessary.  Mrs Barker is the designated practitioner with lead responsibility for safeguarding children within the Early Years Foundation Stage (Nursery and Reception).  The designated persons, undertakes training in inter-agency working every two years in addition to the basic training provided to other members of staff.

Basic child protection training, that equips individuals with the knowledge and skills necessary to carry out their responsibilities for child protection, is undertaken by all staff at Thornlow Preparatory School every three years.  Part-time and voluntary staff are made aware of these arrangements.
Our Child Protection Policy is available online or from the School office.
CHILD PROTECTION POLICY

Principles

1.0
This school takes seriously its responsibility to safeguard and promote the welfare of the children and young people in its care.  

1.1
An agreed definition of safeguarding is: ‘All agencies take all reasonable measures to ensure that the risks of harm to children’s welfare are minimised.  Where there are concerns, all agencies take action to address those concerns, working to agreed local policies and procedures in full partnership with other local agencies’ - Joint Chief Inspectors’ report 2002.  

1.2
Safeguarding encompasses many aspects of school life, wherever a child’s welfare might be compromised; child protection is one very important aspect of safeguarding.

1.3
Promoting welfare involves ‘creating opportunities to enable children to have optimum life chances in adulthood’ – Framework for the Assessment of Children in Need and their Families (Government guidance 2000).
1.4
The Proprietors will act in accordance with Section 175 of the Education Act 2002 to safeguard and promote the welfare of pupils at this school.
1.5
All children have the right to be safeguarded from harm or exploitation             whatever their: 

· race, religion, first language or ethnicity;

· gender or sexuality;

· age;

· health or disability; and,

· political or immigration status.
1.6
This school follows the Inter-Agency Child Protection Procedures - November 2000, adopted by Dorset Local Authority (LA), referenced in the ‘Yellow File’ and updated regularly.

1.7
Staff, volunteers and Proprietors in this school are committed to fostering an ethos which:

· encourages and supports parents/carers and works in partnership with them;

· listens to and values pupils;

· ensures all staff and volunteers are aware of signs and symptoms of abuse, know the correct procedure for referring concerns or allegations and receive appropriate training to enable them to carry out these requirements;

· maintains a safe school environment for all pupils; and,

· exercises their duty to work in partnership with other agencies and to share information with them in accordance with legislation (Children Act 2004).

1.8
We recognise that school staff and volunteers, because of their contact with and knowledge of the children or young people in their care, are well placed to identify abuse and offer support. 

1.9
Our recruitment and selection procedure includes all checks on staff suitability to have contact with children (including Criminal Records Bureau enhanced checks) as recommended by the Independent Schools Inspectorate and in accordance with current legislation and guidance (Safeguarding Children: Safer Recruitment and Selection in Education Settings – DfES/1568/2005).

1.10
Statements about or allegations of abuse or neglect made by children will always be taken seriously and acted upon.

1.11
This school recognises it is an agent of referral and not of investigation; no action will be taken knowingly which might undermine a criminal investigation.  Investigating agencies are Children’s Services (previously known as Social Care and Health) and the Police.

Procedures for Referral / Principles for Intervention to Protect Children

2.0
All action is taken in line with the following guidance:

· Bournemouth, Dorset and Poole Inter-Agency Child Protection Procedures & Guidance.

· DfES Guidance (0027/2004) – Safeguarding Children in Education.

· DfES Supplementary Guidance (1568/2005) - Safer Recruitment and Selection in Education Settings.

· DfES Supplementary Guidance (2044/2005) – Dealing with Allegations of Abuse against Teachers and other Staff.

· Working Together to Safeguard Children – Guidance published by the Department of Health (new version due at the end of 2005).

· What to do if you’re worried a child is being abused – Government Guidance – DfES 31553.

2.1
Any member of staff, volunteer or visitor to this school who receives a disclosure of abuse or suspects that abuse may have occurred must report it immediately to the designated senior person for child protection, Mrs Fowke. The name of the designated senior person(s) for child protection should be clearly displayed in the entrance hall/foyer.

2.2
If appropriate, the designated senior person for child protection will inform the Child Care Assessment Team Duty Officer at the local (to the child’s home address) office, unless the child about whom there are concerns already has an allocated social worker, in which case this person will be contacted without delay.

Local Office Contacts: 

· Dorchester               01305 251414

· Bridport                    01308 422234

· Sturminster Newton 01258 472652 

· Weymouth                01305 760139

· Portland                    01305 827000

· Purbeck                    01929 553456 

· Ferndown                 01202 877445 

· Christchurch             01202 474106

2.3
Telephone referrals to Children’s Services local offices should be confirmed in writing within 24 hours, using the inter-agency referral form.

2.4
In general, school staff will discuss their concerns with parents/carers and advise them of any referrals to Children’s Services, unless it is considered that to do so will place the child at risk of harm.  Advice will be taken from the investigating agencies if there is any doubt.

2.5
The designated senior person for child protection will assist the investigating agencies to make enquiries into concerns of child welfare. This will include ensuring this school is represented at Child Protection Conferences and that information about the child is provided as required.

2.6
The designated senior person for child protection will be responsible for co-ordinating action and liaising with other agencies and support services over child protection and other safeguarding issues.

2.7
Confidentiality must be maintained and information relating to individual pupils/families shared with staff on a strictly need to know basis. 

2.8
We understand that concerns about significant harm may arise about children who already have an allocated social worker and we will pass on such concerns without delay.
2.9
Every member of staff has an individual responsibility for child protection.  Where there is concern about a child’s welfare and the designated senior person is not available, or it is felt that he/she is not taking the concerns seriously, another person in the school management team should refer to the Children’s Services local office.  

     Concerns About Staff Behaviour Towards Children

3.0
The DfES Guidance ‘Safeguarding Children in Education: Dealing with Allegations of Abuse against Teachers and other Staff’ either written or verbal will be followed.

3.1     Schools (normally the Head teacher) should contact the Officer for Child Protection (who is the Designated LA Officer) for consultation on 01305 225057.  The Designated Officer will record the consultation and will advise on the appropriate action that needs to be taken, which could include a referral to investigating agencies. (If the LA Officer is not available, there should be no delay in taking advice or referring to Children’s Services.)  Due recognition will be paid to the stress caused by such an allegation and appropriate skills deployed to balance the needs of the child and support for the member of staff.   However, the needs of the child must take precedence (Children Act 1989, Section 1 (1)(b)).

3.2
Where the allegation is against the Head Teacher, the Designated LA     Officer for Child Protection should be contacted by the Proprietors for advice on how to proceed.

3.3
In order to minimise the risk of harm to children and of accusations being made against staff as a result of their daily contact with pupils, Proprietors should ensure through the Headteacher, that all staff are aware of safe working practice and follow guidelines on the use of control and physical restraint. 

3.4
The school will report to the Independent Safeguarding Authority (ISA), within one month of leaving the school any person (whether employed, contracted, a volunteer or student) whose services are no longer used because he or she is considered unsuitable to work with children; the Independent Safeguarding Authority (ISA) commenced operation on 20 January 2009 and its address for referrals is PO Box 181, Darlington DL1 9FA (Tel. 0300 123 1111).

Supporting Children

4.0
We recognise that a child who is abused, who witnesses violence or who lives in a violent environment may feel helpless and humiliated, may blame him/herself or find it difficult to develop and maintain a sense of self-worth. 

4.1
We accept that research shows that the behaviour of a child in these circumstances may range from that which is perceived to be normal to aggressive or withdrawn.

4.2 Our school will support all pupils by:

· encouraging the development of self-esteem and resilience in every aspect of school life whilst not condoning aggression or bullying;

· promoting a caring, safe and positive environment;

· liaising and working together with all other agencies; 

· ensuring there is a named member of staff for ‘Looked After’ children; 

Record Keeping

5.0
Any member of staff or volunteer receiving a disclosure of abuse, or noticing possible abuse, must make an accurate record as soon as possible, noting what was seen or said (recording the pupil’s own words as far as possible) putting the event into context, and giving the date, time and location. Information should be recorded in non-judgmental, non-emotive terms.  All records must be dated and signed.

5.1
All hand-written records will be retained, even if they are subsequently typed up in a more formal report.

5.2
All records relating to child protection concerns will be kept in a secure place and will remain confidential. They do not form part of the pupil’s educational records and are not required to be disclosed to parents/carers. Any requests from parents’/carers’ solicitors to have records disclosed to them should be passed to one of the county solicitors for advice.

5.3
Files relating to concerns about pupils will include a chronology of incidents and subsequent actions/outcomes.

5.4
Staff must ensure that they monitor closely the welfare, progress and attendance of pupils on the Child Protection Register and that they provide information as required by the social worker, the LA Officer for Child Protection and the Education Social Work and Attendance Service. There should be agreement via the protection plan about at what point the social worker or another member of his/her team will be informed if a child on the Child Protection Register is absent from school.  

5.5
If a child moves from one school to another the designated senior person for child protection should inform the receiving school immediately by telephone that child protection records exist. The original records must be passed on either by hand or sent by recorded delivery.  In such cases it would be good practice to retain duplicate records, as recommended by a recent serious case review (conducted when a child dies, and abuse or neglect are known or suspected). These duplicate records should be kept securely for 10 years.

5.6    It is recommended that a child’s records are kept for 10 years after he/she leaves compulsory education.

Parental Involvement

6.0
This school is committed to helping parents/carers understand its responsibility for the welfare of all pupils.

6.1
Parents/carers will be made aware of the school’s child protection policy via the school prospectus and initial meetings with parents of new pupils.

6.2
As previously stated, where possible, concerns about children should be discussed with parents/carers in the first instance and the designated senior person should advise of the need to make referrals to the Children’s Services local office, unless to do so would place the pupil at increased risk of significant harm. 
Training

7.0
Proprietors recognise the importance of child protection training for the   designated senior person and for all other staff and volunteers in the school.

7.1
The designated senior person will be encouraged to attend training events organised by the LA or the Area Child Protection Committee. This person must have inter-agency training and receive ‘refresher’ training at least every two years. 
7.2
Child protection must be part of induction training for all new staff and volunteers.  Staff who do not have lead responsibility for child protection must have ‘refresher’ training at least every three years.

The Role of the Governing Body

8.0
Proprietors will ensure that the school has identified a designated senior person for child protection, and deputy/ies, and consider a nominated governor for safeguarding.

8.1
The nominated governor for safeguarding, in liaison with the designated senior person, will ensure that the school has an effective child protection policy and clear procedures in place, and that these are known to all members of staff (including supply staff) and volunteers. Newly appointed staff should read copies of the policy and procedures as part of their induction training. 

8.2
The Proprietors will receive an annual report on changes to the child protection policy or procedures; training undertaken by the designated senior person, other staff, volunteers and Proprietors; the number of child protection incidents/cases (without detail or name); and how safeguarding issues are addressed through the curriculum.

8.3
The Proprietors will review and up–date (if appropriate) the child protection policy on an annual basis and ensure a copy is sent to the designated LA officer and undertakes to remedy any deficiencies or weaknesses in child protection arrangements without delay.

8.4
As previously stated, the Chair of Proprietors will take action, according to agreed procedures, where there are allegations against the Head            teacher.

The Curriculum and Safeguarding in Relation to Other School Policies

9.0
The Proprietors place importance on the curriculum in the safeguarding of children. They aim to ensure that curriculum development meets the following objectives:

· developing pupil self-esteem;

· developing communication skills;

· informing about all aspects of risk;

· developing strategies for self-protection;

· developing a sense of the boundaries between appropriate and inappropriate behaviour in adults; and,

· developing non-abusive behaviour and respect between pupils and adults.

9.1
This child protection policy should be read in conjunction with the school’s policies on attendance, complaints, curriculum, discipline (including anti-bullying), health and safety, race equality, risk assessments, sex education, special educational needs, staff discipline, conduct and grievance procedures.
Children with Special Educational Needs

10.0
Proprietors recognise that children with special educational needs may be especially vulnerable to abuse and expect staff to take extra care to interpret correctly apparent signs of abuse or neglect. 

10.1
Staff responsible for any intimate care of children will undertake their duties in a professional manner at all times and ensure the child’s dignity is preserved with a high level of privacy, choice and control. There will be close partnership with parents/carers.  

10.2  The school will write by March 2007 an intimate care policy which is/will be available to parents/carers on request.

Whistle blowing
11.0
We recognise that children cannot be expected to raise concerns in an environment where staff fail to do so.

11.1
All staff and volunteers should be aware of their duty to raise concerns, where they exist, about the management of child protection, which may include the actions of colleagues. Any such concerns should be raised with the Head teacher or Designated LA officer.

Staff

All staff and others, e.g. volunteers, who are appointed to work at the school will be subject to the following checks:

· Identity(
· CRB closure(
· List 99(
· Professional and character reference(
· Compliance with I.S.I. Standards Regulations

These staff will not be allowed to begin their employment  until the CRB check has been completed. In exceptional circumstances where this is unavoidable, permission must be obtained from the headmaster prior to the appointee taking post and the member of staff will be closely supervised.

The school will seek assurance that appropriate child protection checks and procedures apply to any staff employed by another organisation and working with the school’s pupils on another site (e.g. tennis club, swimming pool, sailing centre).

Guide for staff interaction with pupils
A school must involve close relationships between adults and children and among children themselves. All members of the community have to feel safe and at ease with one another, in a way similar to the ideal in a family. For this atmosphere to be maintained, there must be not only professional practice but also common sense on the part of the staff. A school teacher must cultivate a sense of what is appropriate.
· Every person must be treated with respect, both when present and when absent.

· Always respect a child's right to privacy.
· Do not permit abusive peer activities, such as initiation ceremonies, ridiculing or anything else that amounts to bullying.

· Do not tolerate verbal abuse or in any way facilitate it.

· Be cautious about the use of nicknames: they are usually best avoided.
· Never compare a child with brothers or sisters, even by the remotest suggestion.

· Do not jump to conclusions about children or about events without checking the facts.
· Do not either exaggerate or trivialise matters that are of concern to pupils.
· Do not make salacious, suggestive or demeaning remarks or gestures.

· More teaching is done by example than by precept.

· Do not show favouritism to an individual, or behave in any way that might be interpreted in such a way; and do not fall into the temptation of becoming excessively intimate with the families of children, however hospitable or kind they may be.

· It is important to dress in an appropriate way, respecting the formality of the classroom during the working day, and not to wear clothes that are in any way exhibitionist or sexually suggestive.

· Do not indulge in any physical horseplay that a pupil or indeed another adult might misinterpret, no matter how well intentioned the action might be. Any physical contact between a member of staff and a pupil must be for the purposes of instruction or immediate care.
· The use of physical restraint on a pupil is sometimes necessary. It must involve the minimum of force necessary and is permissible only when you are certain that he is at imminent risk of endangering himself, you, others or property. Where possible, summon a colleague to witness the situation and give you help.
· If a situation arises where your relationship with a pupil or your feelings towards a pupil are placing you at risk of unprofessional behaviour, you must immediately seek advice from a senior colleague
· If you suspect that a pupil is becoming inappropriately attached to you, then you must share your concern with a senior colleague.
· It is worth remembering that the failure to keep personal and professional life separate, or worse, to make the two coexistent, retards a teacher's development in both areas and causes inappropriate behaviour towards pupils and fellow members of staff.
· Do not get involved in any form of communication other than that required for academic work. On no account are you to have pupils as your friends on social networking sites.
CONFIDENTIALITY

If a child asks to speak to a member of staff about confidential issues the adult should say the following: “If you tell me something, and I feel someone is at risk at getting hurt in some way I will have to pass it on.” If the Child chooses to disclose sensitive information on the following topics the teacher needs to follow the guidelines below:

1.   A child protection issue such as physical, sexual, emotional abuse 

· Listen to Children’s disclosure in full 

· If necessary keep the Child with you or in a safe place. 

· Inform the Child Protection Officer, Mrs Fowke, Headmistress 

· Write up a statement of the disclosure (sign & date/time) as soon as possible and pass to C.P.O. who will inform Dorset Social Services Child Protection Team

2. 
Sexual behaviour e.g. under age sex, pregnancy scare 

· As above 1-3 

· Do not give individual contraceptive advice 

· The CPO will involve Dorset Social Services Child Protection Team. 

. 

3 
Substance Misuse 

· Listen to Children’s disclosure in full 

· If under the influence of substances take her to a safe place.

· Inform the Headmistress, who will inform Dorset Social Services Child Protection Team

4. 
Criminal Activity 

· Listen to Children’s disclosure in full 

· Refer to Headmistress or the Head as soon as possible 

· The Head will inform Dorset Police

· 5. 
Self-Harm 

· If a girl discloses that she or someone else is self-harming, follow the child protection procedures 

· If you become aware that a Children may be self-harming e.g. cuts on arms, burn marks, inform the Headmistress.

The Confidentiality of Children Information 

Please make sure when speaking to another member of staff or on the phone about a Child that you cannot be overheard.

Monitoring Effectiveness

Where an allegation has been made against a member of staff. parent or pupil, a member of the Board of Friends, together with the senior staff member with lead responsibility should, at the conclusion of the investigation and any disciplinary procedures, consider whether there are any matters arising from it that could lead to the improvement of the school’s’ procedures and/or policies.  Consideration should also be given to the training needs of staff.

The policy documents should be readily available to the Social Worker conducting Child Protection training at Staff  INSET days.

(Further information on legislation and guidance can be found at   www.teachernet.gov.uk/childprotection/guidance.htm  )

This policy was adopted by the Proprietors in April 2006

Reviewed April 2007

Reviewed April 2008

Reviewed April 2009

Reviewed February 2010
Reviewed December 2010
Anti Bullying 
Bullying is not a problem at the school but the staff are aware that children can easily be hurt and are always vigilant in their supervision.  This Policy should ensure that bullying never becomes a problem in this school.

It is the Policy of the school that circumstances and behaviour which may lead to, or encourage, bullies or bullying, be actively and consistently monitored and that an atmosphere should exist which allows all members of the school community to live at ease together.

As teachers it is our responsibility to make sure that bullying does not exist in our school.  We intend to ensure, by every means possible:
· that every child in our care has the chance of peace, happiness and fulfilment while they are in school;
· that no child suffers mental or physical abuse from another child;
· that no child threatens another with a wilful and conscious desire to hurt, threaten or frighten someone; and,
· that no child is lonely or withdrawn because of isolation due to other children’s behaviour towards them.

We intend to monitor the children’s behaviour to each other by:
· making sure that all hidden corners, corridors, toilets and cloakrooms are visited as often as possible;
· ensuring there is plenty of supervision at all times;
· encouraging the children to be non-aggressive and to have rewards for good behaviour;
· making sure that all children know there is a ‘special someone’ who will listen and take notice.  (Children need to know that something is being done.  The ‘listener’ will record all incidents offering immediate support, love, care and attention);
· ensuring that everyone knows that ‘bullying’ is taken seriously and that it is not accepted in any form in school;
· ensuring everyone in school knows that there are certain procedures which are immediately put into operation when and if bullying takes place;
· informing and involving the bully and victim’s parents if bullying is repeated; and,
· not giving credibility to bullying behaviour.

Anti Bullying Code

[Displayed in Class Rooms]

· Bullying is repeated actions intended to hurt another, either physically or emotionally.
· The school seeks to do everything reasonably possible to provide an environment free from threatening behaviour.

· The school community does not tolerate repeated unkind actions or remarks even if these are not intended to hurt or offend.

· Such unkind actions or comments are considered to be bullying.

· Pupils should support each other by making it clear that such bullying is unacceptable.
· Bullying is too serious for it to be allowed to go unreported.  Always remember that you can also talk to any member of staff.

· Bullying is a serious offence and is one for which suspension and expulsion will be considered.



Anti-Bullying Policy

Bullying: A definition - It is important to recognise what, in law, is defined as bullying. Bullying can be defined as: “Behaviour by an individual or group, usually repeated over time; that intentionally hurts another individual or group either physically or emotionally” 

Bullying is a serious offence and causes psychological damage and even suicide (although bullying is not a specific criminal offence, there are criminal laws which apply to harassment and threatening behaviour).

The school will work closely with other professional agencies to ensure that children stay safe as stated in The Children Act 1989, The SEN and Disability Act 2001, The government Green Paper ‘Every Child Matters’ 2003 (outcome 2) and The Children Act 2004 We have regard to the DCFS’ Safe to Learn – embedding Anti bullying in Schools.’ 

Thornlow School does not tolerate any form of bullying. It is up to all of us to stop bullying by making it unacceptable for anybody to be a bully without being found out. Bullying can take a wide range of forms, but if you do anything to another person which is meant to hurt them or embarrass them, his/her by yourself or as part of a group, this may be considered to be bullying. Some of the different types of bullying recognised by the school include:

· Emotional (being unfriendly, threatening looks/gestures, tormenting such as hiding belongings)

· Physical (pushing, hitting, shoving or any form of physical violence)

· Verbal (name calling, sarcasm, spreading rumours)

· Sexual/Sexist (unwanted physical contact or sexual abusive comments)

· Cyber (all forms of abuse involving the internet, chat rooms mobile phones, email etc) (please refer to the Anti Cyber-Bullying Policy)
· Exclusion (deliberately ignoring and refusing to allow someone to join in)

· Possessions (hiding, stealing and destroying belongings)

· Racial (range of hurtful behaviour, both physical and psychological, that makes a person feel unwelcome, marginalised, excluded, powerless or worthless because of their colour, ethnicity, culture, faith, community, national origin or national status.)
· Religious Making comments based on religious practices and traditions. 

· Cultural As above

· Homophobic. verbal abuse by name-calling, offensive mimicry, physical threats or attacks, mockery of subject and career choice, defacing of property, graffiti, inciting others to behave in a homophobic way, mockery of a person’s demeanour or way of speaking, mockery of person’s contributions to work, refusing to co-operate in work and play (refusing to sit next to someone.) 

· Special Educational Needs and Disability:  Any unfavourable or negative comments, gestures or actions mad to someone relating to their disability or special educational needs. 

Bullying can be motivated by many different factors; these include racial, homophobic, cultural and religious differences.

If you are being bullied the following responses should help:
Explain to the bully that his/her words/actions are upsetting; he/she may not be aware of this. However if the bullying continues try not to show your feelings.

Walk away quickly and confidently, even if you don’t’ feel that way inside.

If you are different in any way, be proud of it – it’s good to be an individual

The bully will not stop if he/she thinks he/she can get away with such behaviour. Discuss the problem with your friends, tell a member of staff or ask our friends to tell a member of staff on your behalf. Don’t forget to use your peer listeners.

You can help to stop bullying:
If the child being bullied is in any danger, fetch help. If he/she isn’t, remain with his/her; your presence may ease the situation.

Show that you and your friends disapprove.

Give sympathy and support to other children who may be bullied.

Be careful about teasing or making personal remarks. If you think they might not find your comments funny don’t say them

If you know of serious bullying tell someone. The victim may be too scared or lonely to tell.

Parental Involvement

Whenever a serious case of bullying is uncovered the parents or guardian of both the victim and the bully would normally be informed either in writing or by personal contact.

If your child is being bullied

Parents along with peers will probably be the first to hear of a bullying incident. They should not dismiss it. Parents should contact their child’s Headmaster if they are worried. It is essential to stay calm, supportive and find out the facts of the situation. Reassurance will be needed in order to persuade your child that he/she has done the right thing by telling you. You may find it helpful to have the following checklist at your side to ensure that correct information is passed to the school.

· Who was involved?

· Where did it take placed?

· How often?

· Why did it take place?

· What form did the bullying take?

When you inform the school of these details you will want to ask what you can do to support the school in the action taken to support your child. You will also want to make a note of the suggested strategy the school intends to take. Stay in touch with the school so that they can be kept informed of how things are improving and to establish his/her contact if necessary.

If your child is involved in the bullying

It is important to work with the school to modify the patterns of behaviour which are causing your child to bully. Do not panic and blame yourself. Acknowledge that these things do happen and the school has mechanisms in place to deal with this issue. It is helpful to recognise some of the reasons why pupils behave in this way from time to time. Children sometimes bully others because:

· They are not aware of how hurtful it is

· They are copying the behaviour of older siblings or people they admire

· They have a temporary difficulty integrating in their peer group

· They are bullying others because of encouragement from friends

· They are going through a difficult time personally and need help

· They have not yet learnt satisfactory ways for making firm relationships

To stop your child from bullying others

· Talk with your child and help his/her to understand that what he/she is doing is unacceptable as it makes other children unhappy

· Discourage other members of the family from using aggressive behaviour in order to get what they want

· Suggest ways of joining in activities with other pupils without bullying

· Liaise with the school: 

· Make time to have regular chats about how things are going at school

· Check that your child has identified an adult at school to whom he/she can go to if he/she has a problem or a worry of any kind

NB.  The School will want to and need to take action if bullying occurs. The matter will be sensitively handled but it needs to be effective.

If your child is being bullied by a member of staff 

The child should use the complaints procedure laid down in the Handbook. Please make sure that you are also familiar with this procedure.

If you are not satisfied that the matter has been dealt with 

Families who feel that their worries and concerns have not been addressed appropriately might like to consider the following:

· Make an appointment to discuss the matter with the headmaster, keep a record of the meeting.

· Contact Ofsted directly on 08456 404040

Although the definition of bullying in common law includes a repetitive element, staff should be vigilant about seemingly isolated incidents which can form a pattern or the development of an asymmetrical power relationship. 

Signs of bullying 
A pupil who is being bullied may display some of the following signs:

· Becomes frightened of coming to school, or frightened to attend specific lessons or go into specific areas of the school

· Changes to their usual routine

· Becomes more withdrawn or anxious than previously

· Begins stammering

· Threatens to run away or runs away

· Threatens suicide

· Begins to perform poorly at school

· Frequently has missing or damaged possessions

· Is always asking for extra money or never has money

· Has unexplained injuries

· Becomes aggressive, disruptive or unreasonable

· Begins to bully others

· Stops eating or attending meals

· Is afraid to use the internet or a mobile phone

· Becomes nervous when a cyber message is received

· Is reluctant to discuss reasons for any of the above

School Policy on Prevention of Bullying
Aims

The school aims to prevent bullying from becoming established. This is achieved by establishing a culture in which bullying is not tolerated and where it is seen as the responsibility of all members of the school community to report any instances of bullying.

· School Council provides a forum where children can raise general issues of concern

· The curriculum is used as a vital means of teaching children how to manage these feelings and specific issues are addressed in PHSE.
· Children are encouraged to develop a strong sense of self belief

Bullying events may be identified in several ways:

· Patterns of behaviour recorded in the Day Book

· Disclosure to a member of staff by the individual being bullied

· Disclosure to another pupil by the individual being bullied

· Witnesses to specific bullying events

· Suspicion of bullying based upon the indicators listed above.

In all cases an allegation of bullying should be treated seriously, open mindedly, fairly and investigated thoroughly. Isolated incidents between pupils may be considered on a case by case basis, but may not require the more prolonged investigation which is often associated with bullying.

Objectives:

· Staff Training

Raising awareness of staff through training, taking action to reduce the risk of bullying at times and in places where it is most likely;

· Pupil Awareness

Using educational elements, such as personal, social and health education (PSHE), assemblies, projects, drama, stories, literature, historical events, current affairs etc.

Investigating a suspected case of bullying 

All members of staff have a duty to respond straight away if they suspect, or are made aware of, a case of bullying. It may be possible for the staff involved to carry out an initial investigation; however, the preferred route is for staff to make a note of the date, time and nature of the incident in the Bullying Book and pass evidence onto the Head of Pastoral Care and the Head. An investigation of bullying will take time: there are no instant solutions. However, the member of staff investigating should take the following steps:

· Victim(s), Aggressor(s) and Witness(es) will be interviewed by the member of staff investigating. All parties will asked to write down exactly what they have seen and heard. All parties will be reassured of the discretion of the school in dealing with such matters within the limits of our confidentiality policy. The victim(s) in particular should be reassured that the matter will be dealt with and is being treated seriously.

· If the victim reports the matter, they should be spoken to first. If not, any witnesses should be interviewed, followed by the accused pupil and finally the victim.

· All pupils involved in the situation should be given a fair hearing and be permitted to tell their version of events without comment upon the nature of the behaviour described.

· A written summary of the information gathered should be made, and agreed by the individuals involved. This is important as it will enable the victim and witnesses to feel reassured that action is being taken, and for the accused party to feel that they have had a fair hearing.

· Remember that it can be hard to establish the facts

· A problem solving approach which avoids blame can be more effective in clarifying the situation and achieving change.

Action by the school 

If it is felt that bullying has taken place, the victim should be told that action will be taken to prevent bullying from continuing. The bully needs to understand the effects of their actions upon the victim, and should be given support in order to modify their behaviour, including, if appropriate, counselling. If, in spite of support, the bullying behaviour continues, there are a number of possible sanctions available to the school. These may include:

· A verbal warning, recorded in the bully’s file

· A letter of apology to the victim, with a copy to be kept on file

· Detention

· Suspension

· Expulsion

Inform Parents

Whenever a serious case of bullying is uncovered the parents or guardian of both the victim and the bully would normally be informed either in writing or by personal contact. This contact may involve the Headmistress or Head.

Follow Up 

The victim should be asked periodically whether the situation has been resolved and has remained resolved (usually after a week, with further follow up after several weeks). If any reprisals are reported, the Headmistress must be informed immediately for further action to be taken.

Cyber Bullying [refer also to the Anti-Cyber-Bullying Policy]

It is recognised that in the case of cyber bullying, the victim and aggressor may not both be on the school premises at the time when the incidents occur. However, the school recognises its responsibility to address the problem where possible and will take action to prevent incidents of this nature, which may include consultation with the IT Manager. Where this/here is a question of a law having been broken, consultation of the Education and Inspections Act 2006 should be made, on a case by case basis. It includes legal powers that relate more directly to cyber-bullying; it outlines the power of head teachers to regulate the conduct of pupils when they are off site and provides a defence in relation to the confiscation of mobile phones and other items. It is also recognised that ‘bystanders’ can easily become perpetrators – by passing on or showing to others images designed to humiliate, for example or by taking part in online polls or discussions. Pupils, parents and staff should also refer to the School’s I.T. policy for further information and details on how cyber bullying is discouraged. 

Bullying on the Basis of Race, Colour, Ethnicity, Gender, Sexual Orientation or Age

Alleged bullying which focuses on the areas of equality and diversity will be addressed in the same way as other forms of bullying. However it will be seen in the context of Thornlow’s commitment to promoting an environment where all members of its community are valued and celebrated equally for their differences.

EDUCATIONAL VISITS POLICY

 

As a school we value the role of educational visits and regard them as an important part of school life.

 

To enable children and staff to gain a full and enjoyable educational visit, it is essential that the following guidelines and policies are adhered to: 
 

The range of activities covered by this document, include:

 

Residential activities

Day visits using transport

Day or part day visits on foot

After school sporting activities

Swimming pool visits

Farm visits

 

These guidelines are to be read in conjunction with the following documentation:

 

D.F.E.E. Health & Safety Responsibility & Powers

DFES.0803/2001

Standards for Adventures

DFES 0565/2002

Handbook for Group Leaders

DFES/0566/2002

 

 

Health & Safety of Pupils on Educational Visits 

DFES   HSPV 2  1998

BAALPE Safe Practice in Physical Education

Part 1 Section 1, 4, 5, 5.7, 6, 6.1, 6.2. 7, 8, 9,10

Park 2 Section 17

Appendices 3 & 6

 

School visits benefit young people in many ways, including:

 

· being able to apply a different range of skills than those used in the classroom;
· enabling, supporting and complementing the work of the Curriculum, experimental (first hand) and memorable learning;
· assessing and managing risks (safety); 

· associating the work of schools and teachers directly with the work outside    school; and,
· develop latent talents, abilities and interests, which can be motivational and have lifelong relevance.

 

Teachers, volunteers, pupils and parents all have responsibilities during the course of any off-site activity in which they are participating.
Headmaster should

· ensure that visits comply with regulations and guidelines provided by the D.F.E.E., and the schools own health and safety policy; 

· ensure that the group leader is competent to monitor risks throughout the visit;
· be aware of their role on any visit they take part in;
· ensure adequate child protection procedures are in place;
· all necessary action has been completed before the visit takes place;
· ensure the risk assessment has been completed and appropriate safety measures are in place;
· ensure training needs have been assessed by a competent person and the needs of the staff and pupils have been considered;
· ensure the group leader has experience in supervising the age groups on the visit and will organise the group effectively;
· ensure the group leader or another teacher is suitably competent to instruct the activity and is familiar with the location/centre where the activity will take place;
· ensure Group leaders are allowed sufficient time to organise visits properly;
· ensure Non teacher helpers on the visit are appropriate to supervise children;
· ensure Ratios of staff to pupils are appropriate;
· ensure Parents have signed consent forms;
· ensure Arrangements have been made for the medical and special educational needs of the pupils;
· ensure adequate first aid provision will be in place;
· ensure the mode of transport is appropriate;
· ensure travel times out and back are known in school;
· ensure there is adequate and relevant insurance cover; 

· ensure they have the address and phone number of the visits venue and have a contact name;
· ensure a  school contact has been nominated and the group leader has the details;
· ensure the group leader, helpers and nominated contact have a copy of the agreed emergency procedures;
· ensure the group leader, helpers and nominated school contact have the names of all the adults and pupils travelling in the group, and the contact details of parents and the teachers and other helpers next of kin; and,
· ensure there is a contingency plan for any delays, including a late return home.

 

Risk Assessment

Risk assessments for school visits have three levels:

 

1. generic activity risk assessments, which are likely to apply to the activity whenever it takes place;
2. visit/site specific risk assessments, which will differ from place to place and group to group; and,
3. ongoing risk assessments that take account of e.g. illness of staff or pupils, changes of weather, availability of preferred activities.

Pre-Visits

In order to undertake a full and comprehensive assessment of risks, it will be essential in most cases to undertake a pre-visit, even when the visit is made regularly.  Risks should be reassessed from time to time. When undertaking risk assessment, a number of variables needs to be taken into account.

 

· the number of pupils involved 

· the age of the pupils, their sex, ability and general behaviour

· the previous experience of the group undertaking off-site visits

· the time of day and time of year

· the travel arrangements

· the hazards at the environment being visited

· the numbers, experience and quality of accompanying staff and volunteers

· the nature of the activities

· the special educational or medical needs of the pupils

· the quality and suitability of available equipment

· seasonal weather conditions

· emergency procedures

· how to cope when a pupil becomes unable or unwilling to carry on

· the need to monitor the risks throughout the visit

 

 

 

Duties and Responsibilities

All staff should be aware of the expectations placed upon them and should appreciate the nature of their relationship to the pupils and other staff.

 

All staff must:

 

· conduct themselves in a manner compatible with their own safety and the safety and well-being of the pupils;
· inform the visit leader if they are unsure of their ability to perform any supervisory function requested of them;
· recognise the limits of their responsibilities and act within those at all times; and,
· report to the visit leader any concerns they may have regarding pupil behaviour and well being during the visit.
 

Greater levels of responsibilities will normally be assigned to teachers than to adult helpers and a higher standard of care is expected of them.

 
Responsibilities of Nominated Group Leader

Group leaders, whether teachers or adult helpers, have a common law duty of care towards the pupils in their charge. Group leaders must recognise their responsibilities:

·         obtain the Headmaster’s prior agreement before any off-site visit;
·         appoint a deputy;
·      clearly define each helper’s role and ensure all tasks have been  assigned;
·         be able to control and lead pupils of the relevant age group;
· be suitably competent to instruct pupils in an activity and be familiar with the location/centre where the activity takes place;
·         be aware of child protection issues;
·         ensure adequate first aid provision is in place;
· undertake and complete the planning and preparation of the visit including the briefing of group members and parents;
·         undertake and complete a comprehensive risk assessment;
· review regularly undertaken visits/activities and advise Headmaster where adjustments may be necessary;
· ensure that teachers and helpers are fully aware of what the proposed visit entails;
·         have enough information on the pupils proposed for the visit to assess their suitability or be satisfied that their suitability has been assessed and confirmed;
·         ensure staff pupil ratio is appropriate for the group;
· consider stopping the visit if the risk to the health or safety of the pupil is unacceptable and have in place procedures for such an emergency;

·         ensure all helpers have details of the school contact;
·         ensure all helpers have copies of the emergency procedures;
· ensure that all helpers have details of the medical or special needs of the pupils; and,
·         observe the guidance set out for teachers.
Teachers

Teachers on school visits act as employees of Thornlow Preparatory School, whether the visit is during normal school hours or outside the school day.

Teachers must do their best to ensure the health and safety of everyone in the group and act as any reasonable parent would in the same circumstances.

They should:
· follow the instructions of the group leader and help with control and discipline; and,
· consider stopping the visit or the activity, notifying the group leader leader if they think the risk to the health and safety of the pupils in their charge is too great.
 
Adult Volunteers

Non-teacher adults on the visit should be clear about their roles and responsibilities during the visit.

They must:
· do their best to ensure the health and safety of everyone in the group ;
· not be left in sole charge of pupils except where it has been previously agreed as part of the risk assessment;
· follow the instructions of the group leader and teacher supervisor and help with the control and discipline; and,
· speak to the group leader or teachers if concerned about the health and safety of the pupils at any time.
Pupils

The group leader must make it clear to pupils that they must:
· not take unnecessary risks;
· follow the instructions of the leader and other helpers including those at the venue;
· dress and behave sensibly and responsibly; and,
· look out for anything that might threaten themselves or anyone in the group and tell the leader or helpers about it.
 

Any pupil whose behaviour may be considered to be a danger to themselves or to the group may be stopped from going on the visit.

 

Parents
Parents should be able to make an informed decision on whether their child should go on a visit.

The group leader should ensure that parents are given sufficient information in writing and invited to any briefing sessions.
The group leader should also tell parents how they could help prepare their child for the visit, e.g. reinforcing the visit’s code of conduct.
Parents should also be asked to agree the arrangements for sending a pupil home early and who will meet the cost.

Parents will need to:

· provide the group leader with emergency contact numbers; 

· sign the consent form; and,
· give the group leader information about their child’s emotional, psychological and physical health, which might be relevant to the visit.

 

  
Records and Communications

Records of a visit can provide a very useful and informative way of demonstrating the accountability of the school towards its pupils.

Pre visit risk assessments should be kept
After visit reports should also be kept on file.

Reports of any accidents or incidents should also be kept on file.

 

Parents should always be made aware when their children are leaving the school premises. Parents may exercise their right not to allow their children to take part in a visit. Under these circumstances the school must make alternative arrangements to ensure that the Curriculum work that was being developed during the visit is made available to the pupil in school. The refusal of the parent not to allow the pupil to go on the visit does not offer the opportunity for the child to be kept off school for the day.

Communication with parents regarding school visits will be included in:
· Information about visits during school time
· Trips outside school hours 

· Details of children’s medical needs 

· Meetings with parents 

· Consent forms

First Aid

There should be a qualified first aider on every visit

A first aid kit should be taken on every visit

 

   

 

Supervision

There are no statutory requirements but good practice would suggest ratio would depend on the specifications of the visit. The sex of the accompanying adults needs also to be considered, particularly where there is a mixed group of pupils.

 

Staff/Pupil Ratios

 

These are the Thornlow Preparatory School ratios:

Foundation Stage - 1 adult for every 5 pupils

Years 1 to 3 - 1 adult to every 6 pupils

Years 4 to 6 - 1 adult to every 10 pupils

Years 7 to 8 - 1 adult to every 15 pupils

These ratios should take into account 

· Sex, age and ability of group 

· Pupils with special educational or medical needs 

· Nature of activities 

· Experience of adults in off site supervision 

· Duration and nature of the journey 

· Competence of staff, both general and on specific activities 

· Requirements of the organisation/location to be visited 

· Competence and behaviour of pupils 

· First aid cover

 

There must be more than one adult on every visit. A group leader must be appointed who has the authority over the whole group.

When parents are taken on visits they should be carefully selected and not have one of their own children on the trip.

They must have CRB clearance and they must be fully briefed before the visit.

The Headtmaster must assess the suitability of potential helpers and leaders at a very early stage of the planning.

It should also be noted that for the protection of both adults and pupils, all adults should ensure that they are not alone with a pupil whenever possible.

All adults on a visit should clearly understand their roles and responsibilities at all times.

It should always be clear that the teacher is responsible for the group at all times.

 

Head counts

Whatever the length of the visit, regular head counts should be taken of the children, particularly before leaving any venue.

All adults should carry a list of all the pupils and adults involved in the visit.

Pupils, especially Reception to year 3, should be easily identifiable.

Pupils should not wear name badges but badges with the school name should be worn.

The group leader should identify rendezvous points and tell pupils what to do if they get separated from the group.

 

 

 

Insurance

 

The School’s Public Liability arrangements provide protection for the School in respect of its legal liabilities to third parties. These include the School’s liabilities for the acts, omissions, etc., of its employees, paid or voluntary. There is no cover for the acts, omissions, etc. of individual children unless it is proved that the School or its employees are legally liable for such acts.

Employer’s Liability Insurance

These insurance arrangements protect the School in respect of its legal liabilities towards employees, paid or voluntary. Hence, if an employee is injured during the course of, and arising out of his employment by the School, any sums which the School shall be liable to pay as compensation would be covered by the insurance arrangements.

 

 

 

Emergency Procedures

 

Teachers in charge of visits have a duty of care to make sure that their pupils are safe and healthy.
They also have a common law duty to act as a reasonably prudent parent would. 
Teachers should not hesitate to act in an emergency and to take life saving action in an extreme situation.

.

If an accident happens the priorities are:
· to assess  the situation;
· safeguard the uninjured members of the group;
· attend to the casualty;
· inform the emergency services;
· inform school or the home contact ;
· ensure that a teacher accompanies any casualties to hospital if necessary and the rest of the group are supervised;
· notify the police if needed;
· ascertain telephone numbers for any future calls;
· write down accurately all relevant facts and witness details and preserve all vital evidence;
· keep a written account of all events, times and contacts after the incident;
· complete an accident report form as soon as possible;
· no one in the group should speak to the medias and no names should be provided; and, 

· no-one in the group should discuss any legal liability with other parties.
 

In an emergency the group leader would usually take control of the situation.

The home contact‘s main responsibility is to link the group with the school and to provide assistance as necessary.

This named person should have all the information about the visit.

 

Transport

 

The group leader should consider

· Passenger safety 

· Type of journey 

· Traffic conditions 

· Insurance cover 

· Weather 

· Journey time and distance 

· Stopping points on longer journeys 

· Supervision

 

Supervision on visits

The level of supervision necessary should be considered as part of the risk assessment

· Level of supervision on coaches 

· Safety when crossing roads 

· Safety of pupils at dropping off points 

· Head counts when getting on and leaving transport 

· Responsibility for checking seat belts 

· Travel sickness pills should only be taken when previous authorisation has been received from the parents.

 

Use of cars

This should generally be discouraged but if used the following should be adhered to:
· the car should be roadworthy 

· the driver has the appropriate licence 

· the driver has the appropriate insurance 

· drivers ensure pupils wear seat  belts 

· parents or any other adults should never be in a position where they are left alone in a car with a child and a central dropping off place is arranged.

 

Swimming pools

 

A minimum supervision level of 1 adult to every 12 pupils is recommended.

The following checks should be made:
· is there constant pool supervision by a sufficient number of qualified staff;
· is the water temperature appropriate;
· where there is no lifeguard the leader should stay on the pool side at a raised location and the group leader should have the relevant life saving award;
· is the water clear;
· are there signs indicating depth of water;
· does the pool cater for children with disabilities;
· does the deep end allow for safe diving;
· are there a resuscitator and other pieces of first aid and rescue equipment and is there someone trained to use them;
· is there a changing room for each sex;
· are the changing  and showering facilities safe and hygienic;
· can clothes be stored safely; and,
· have the pupils been instructed how to behave around water.

 

 

 Residential visits

Staff ratio should be at least 1 member of staff for every 15 pupils.

· the group should ideally have adjoining rooms with teachers’ quarters next to the pupils rooms – the leader should obtain a floor plan of the rooms reserved for the groups use in advance; 

· there must be at least one teacher from each sex for mixed groups;
· there must be separate male and female sleeping/bathroom facilities for pupils and adults;
· the immediate accommodation should be exclusively for the groups use;
· there should be appropriate and safe heating and ventilation;
· the whole group should be aware of the lay out of the accommodation, its fire precautions/exits, its regulations and routines, and everyone can identify key personnel;
· security arrangements where the reception is not staffed 24 hours a day, security should be in force to stop unauthorised  visitors;
· all staff employed at the centre should be checked on their suitability for working with young people;
· locks on doors should work in the groups rooms but appropriate access should be available to teachers at all times;
· there should be adequate space for storing clothes, luggage, equipment;
· there should be adequate lighting;
· there should be provision for children with special needs and for those who fall sick;
· balconies should be stable, windows secure, electrical connections safe;
· where possible pupils should not be lodged on ground floor rooms;
· the fire alarm must be audible throughout the whole accommodation;
· there should be recreational facilities for the group;
· there should be an appropriate number of supervisors on duty during the night;
· as soon as possible after arrival a fire drill should take place.
  

 

Farm Visits

Farms can be very dangerous places even for the people working on them.

Risks to be addressed should include those arising from the misuse of farm machinery and the hazards associated with E-coli food poisoning and other infections.

The farm should be well managed and have a good reputation for safety standards and animal welfare, and that it maintains good washing facilities and clean grounds and public spaces.

Pupils should not:
· place their faces against the animals or put their hands in their mouths after feeding animals;
· eat until they have washed their hands;
· sample any animal foodstuffs;
· drink from farm taps;
· ride on tractors or other machines;
· play in the farm area;
Further guidelines are in DFES letter dated 9th June 1997: Pupils visits to farms; Health precautions and HSE’s Avoiding ill health at open farms advice to teachers.

Residential and Overseas Trips
Parents must be supplied with full details. Written permission for their child’s participation must be obtained together with consent for her to receive emergency medical treatment during the visit.

For these trips parents should also sign an agreement regarding the code of behaviour and accept that a child whose behaviour is dangerous or brings harm to the school’s reputation may be returned home or to school immediately at their expense. A meeting for parents might be considered appropriate for overseas trips.
 

REWARDS AND SANCTIONS POLICY
Rewards 

Our emphasis is on rewards to reinforce good behaviour, rather than on failures. We believe that rewards have a motivational role, helping children to see that good behaviour is valued.  The commonest reward is praise, informal and formal, public and private, to individuals and groups.  It is earned by the maintenance of good standards as well as by particularly noteworthy achievements. This is as true for adults as for children. Rates of praise for behaviour should be as high as for work. [Please refer to the Rewards Policy]
Sanctions 

Although rewards are central to the encouragement of good behaviour, realistically there is a need for sanctions to register the disapproval of unacceptable behaviour and to protect the security and stability of the school community.  In an environment where respect is central, loss of respect, or disapproval, is a powerful punishment.
The use of punishment should be characterised by certain features:
· it must be clear why the sanction is being applied;
· it must be made clear what changes in behaviour are required to avoid future punishment;
· group punishments should be avoided as they breed resentment;
· there should be a clear distinction between minor and major offences;
· it should be the behaviour rather than the person that is punished;
Sanctions range from expressions of disapproval, through withdrawal of privileges, to referral to the Headmaster, letters to parents and, ultimately and in the last resort, exclusion. Most instances of poor behaviour are relatively minor and can be adequately dealt with through minor sanctions.  It is important that the sanction is not out of proportion to the offence.


Where anti-social, disruptive or aggressive behaviour is frequent sanctions alone are ineffective.  In such cases careful evaluation of the curriculum on offer, classroom organisation and management, and whole school procedures should take place to eliminate these as contributory factors.  Additional specialist help and advice from the Educational Psychologist may be necessary.  This possibility should be discussed with the Headmaster. 

POLICY ON MOBILE PHONES
BACKGROUND
Mobile phones are very useful and most of us have one!  However, they do cause significant problems in all schools - not just Thornlow Preparatory School.  A general problem is that the instant communication of the mobile phone allows pupils to involve adults in petty problems that pupils must learn to resolve for themselves.  We all express concern that children, these days, do not have independence and then encourage them to contact us by mobile phone at the first sight of a problem!  The second main problem is that the text messaging service on mobile phones can be used by children to send inappropriate, but anonymous, messages to other children.  The third problem is the theft of mobile phones.  Theft is actually very rare in schools - pupils leaving something lying around and then claiming it has been stolen is common, theft is less so!  Trying to resolve the possible theft of items in school can take up an extraordinary amount of staff time which would be better devoted to the main task of teaching pupils.  Time spent investigating, possible thefts, is time not spent preparing, teaching and marking.

POLICY

· Pupils do not need to bring a mobile phone to school.  In an emergency the School Office will always contact parents.

PRESENTATION OF APPEARANCE

Acceptance of what is appropriate, and when, is a skill that needs to be recognised as such and worked at.

In school, the guidelines are:

· Cleanliness, attention paid to hair, hands, nails and teeth, not only first thing, but all day.
· Shoes according to the list, polished and in good condition.   Girls should not be wearing heels at all, for both health and safety reasons.  Sandals are not acceptable.  Shoes should be plain, without buckles or chains.  Boots are not permitted, nor are shoes above the ankle bone.
· Clothes according to the list, named and in good clean condition. Sports clothes kept clean.
· Shirts and blouses tucked in; ties tied properly;  skirt lengths and dress lengths should not be higher than above the middle of the knee; no jumpers anywhere near the knee; no jumper sleeves dangling over the hands.  

If a belt is worn it must be a traditional black leather belt, a non-fashion item.


· Girls are not allowed to wear make-up.  


· Nail varnish is not permitted.


· Jewellery must not be worn in school. This includes friendship bracelets and sweat bands. Nothing other than a watch is permissible. 
We expect pupils at Thornlow Preparatory School to have clean, neat hair that has been combed each morning.  Thornlow Preparatory School is a high achieving school with high standards and we expect hair length to conform to conventional standards.  We do not allow street culture into school.  Boys’ hair will inevitably be shorter than girls’ but it should be neither too long nor too short.  As a guide, it should not come over the collar or over a pupil’s eyes.  If boys need to pin their hair back then it is too long. 
Girls’ hair must be of an appropriate length for school and, if necessary, be able to be tied back safely.  Hair bands etc. must be plain blue, red, black or white and no wider than 4cms.

We do not expect pupils to come to school with outlandish hairstyles that are a fashion statement.  This might be perfectly acceptable outside school but is not appropriate during a school day.  We do not encourage pupils to colour their hair but if they feel that this is necessary, then colour must be one colour within the normal range of natural hair colours, although discreet low/highlighting (one tone darker/lighter than a pupil’s natural hair colour) will be accepted.  We do not allow the braiding of hair though allowances are made for cultural background.

RULES FOR THE USE OF COMPUTER FACILITIES IN SCHOOL

These rules apply to all computer facilities within the school, including any personal computers brought into school.

IT IS THE AIM OF THORNLOW PREPARATORY SCHOOL TO ENCOURAGE PUPILS TO BECOME FULLY PROFICIENT IN ALL ASPECTS OF THE USE OF ICT.

COMPUTER TECHNOLOGY IS AN ESSENTIAL PART OF MODERN LIFE AND PUPILS MUST BE EXPOSED TO ALL ITS ASPECTS AND MUST BE TRAINED TO HANDLE IT WITH SOUND JUDGEMENT. THERE ARE, OF COURSE, RISKS ATTACHED TO THIS WHICH MUST BE COVERED BY SENSIBLE RULES.

1.
Pupils are banned from access to and printing of material which is password 
protected or to which a pupil does not have a legitimate reason for access. 
Access to and use of such material is commonly accepted as a form of theft.

2.  
All computers within the school system, including our access to the Internet, are filtered to eliminate unsuitable material.  It is against school rules to seek access to, or download, any inappropriate material. Material may be inappropriate for moral or legal reasons where it is under copyright. A pupil in doubt should always consult a member of staff.

3.
Communications with other persons through the facilities of the Internet must be conducted in a sensible and moral way.  No pupil is allowed to provide 
personal details that allow him/her or the school to be identified by another 
unknown user of the Internet, nor give false personal details to such people.
Pupils should consult a member of staff before opening such personal communications and normally such permission will only be granted to senior pupils. Pupils must not open any e-mail unless they are certain who has sent it.

4.  
No pupil may gain access to the work of another pupil and interfering with the work of another pupil is a serious matter.

The possession of a programme that can be used to interfere with the work of others is an offence in itself even if there is no evidence that the programme has been used.

5.
Pupils are responsible for the contents of any disc in their possession. Do not bring into school a disc if you do not know what is on the disc.

6.  
Pupils must be aware that these are important rules. Theft, immoral behaviour, or damage to the work of another pupil are matters for which SUSPENSION AND EXPULSION WILL BE CONSIDERED.
ICT AND E-SAFETY – INFORMATION FOR PARENTS

The purpose of this guide

Children of today are increasingly using Information & Communication Technology (ICT) in school and in the home. This guide explains:

· How your children are using ICT in school
· How using ICT in the home can help children to learn 

· How children can use the Internet safely at home

· Where to access further information
How your child uses ICT at school

ICT in school is taught as a subject in its own right and also supports children’s learning in other subjects, including English and mathematics. Within ICT lessons children learn to use a wide range of ICT including:

· Word Processing to write stories, poems or letters
· Databases to record information, e.g. minibeasts
· Spreadsheets to create tables, charts and graphs
· Desktop Publishing to design posters, leaflets or cards
· Multimedia Presentation to present text, pictures and sound
· Drawing Programs to create pictures and designs
· Internet and CD-ROMs to find information
· Email to contact children and teachers in another school
· Digital Cameras to record what they have done in class or on a visit 

· Electronic Sensors to record changes in light, sound and temperature 

· Controllable Robots to give instructions and make something happen

· Simulations to explore real and imaginary situations

· Website Publishing to present ideas over the Internet

How you can help your child at home

ICT is not just about using a computer. It also includes the use of controllable toys, digital cameras and everyday equipment such as a tape recorder or DVD player.

Children can be helped to develop their ICT skills at home by:

· writing a letter to a relative
· sending an email to a friend
· drawing a picture on screen
· using the Internet to research a class topic
· planning a route with a controllable toy
· using interactive games

Benefits of using ICT at home
Many studies have looked at the benefits of having access to a computer and/or the Internet at home. Here are some of the key findings:

· used effectively, ICT can improve children’s achievement; 
· using ICT at home and at school develops skills for life;
· children with supportive and involved parents and carers do better at school;
· children enjoy using ICT; and,
· using ICT provides access to a wider and more flexible range of learning 
materials.
How does learning at home using ICT benefit children?

Home use of ICT by children:

· improves their ICT skills;
· offers them choice in what they learn and how they learn it;
· supports homework and revision;
· improves the presentation of their work;
· connects learning at school with learning at home; and,
· makes learning more fun.
All this can lead to better performance at school and an improved standard of work. For further information go to:

Parents Centre: http://www.parentscentre.gov.uk/ 

From the menu choose either Links by topic or Links by age for details of websites that will support children’s learning. 

Using the Internet safely at home
Whilst many Internet Service Providers offer filtering systems to help you safeguard your child at home, it remains surprisingly easy for children to access inappropriate material including unsuitable texts, pictures and movies. Parents are advised to set the security levels within Internet Explorer with this in mind. Locating the computer in a family area, not a bedroom, will enable you to supervise children as they use the Internet. However, don’t deny your child the opportunity to learn from the wide variety of material and games available on the Internet. Instead set some simple rules for keeping them safe and make sure they understand their importance.

Simple rules for keeping your child safe

To keep your child safe they should:

· ask permission before using the Internet;
· only use websites you have chosen together or a child friendly search engine;
· only email people they know, (why not consider setting up an address book?);
· ask permission before opening an email sent by someone they don’t know;
· not use Internet chat rooms;
· not use their real name when using games on the Internet, (create a nick name);
· never give out a home address, phone or mobile number;
· never tell someone they don’t know where they go to school;
· never arrange to meet someone they have ‘met’ on the Internet;
· only use a webcam with people they know; and,
· tell you immediately if they see anything they are unhappy with.
Using these rules

Go through these rules with your child and pin them up near to the computer. It is also a good idea to regularly check the Internet sites your child is visiting e.g. by clicking on History and Favourites.

Please reassure your child that you want to keep them safe rather than take Internet access away from them.

For further information go to:

CEOP: www.ceop.gov.uk 

Think U Know: www.thinkuknow.co.uk  

Childnet: www.childnet-int.org 

Some useful websites

When searching the Internet we

recommend you use one of the

following child friendly search engines:

Ask Jeeves for kids: www.askforkids.com 

Yahoo for kids: http://kids.yahoo.com/
CBBC: http://www.bbc.co.uk/cbbc/find/ 

Kidsclick: www.kidsclick.org 

BEHAVIOUR MANAGEMENT

It is our aim:

· To promote an environment at Thornlow Preparatory School that encourages and reinforces good behaviour.
· To offer strategies that can be employed by the teacher to improve pupil behaviour. Particularly to increase the ratio of positive feedback compared to negative feedback.
· To develop consistency amongst staff in their approach to behaviour issues.


· To enable staff to make clear to pupils the boundaries of what is acceptable.


· To promote respect for others and make clear our intolerance of bullying and harassment.
· To promote the importance of self-discipline, to encourage a proper regard for authority among pupils and to teach them the difference between right and wrong.

The rules that we at Thornlow Preparatory School expect the pupils to adhere to are set out in the Pupil Code of Conduct.  

PUPIL CODE OF CONDUCT FOR SCHOOL PUPILS

Good conduct within the school community involves:

· Having respect for all members of the school community.  Displaying good organisational skills.

· 
Being courteous, considerate and behaving well at all times.

· 
Being tolerant and sensitive to the feelings of others.

· 
Working hard so that, your, potential is reached.

· 
Taking care of all books, equipment and property in school.

· 
Being honest.

You are expected: 

· To stand up when a member of staff, or a visitor, enters the room.

· To arrive promptly for lessons and be ready to start work straight away.

· To use Standard English in school and to pay attention to the tone of voice you use.

· To be cooperative and ready to accept advice and constructive criticism.

· To accept other people as individuals in their own right, even if they are different from you.
DISCIPLINARY PROCEDURE

At Thornlow Preparatory School we try to encourage an attitude of self-discipline.  Having a regular routine encourages this attitude.  However, there are times when sanctions are needed.  These are usually applied to those who persistently break the school rules.

We do distinguish between minor and major offences.

All offences are recorded in a punishment book.  The slate for minor offences is wiped clean every half term as we realise that it is difficult for your children to be angels all of the time.

A punishment is usually given for an infringement of our code of behaviour.  Examples of such infringements for minor offences are listed below.

1.
Failure to complete homework.

2.
Disruptive behaviour in the classroom.

First Offence:


-
Yellow Card

Second Offence:

-
Yellow Card

Third Offence:

-
Yellow Card


Letter to Parents – Friday Detention: 4.15pm – 5.15pm

Examples of major offences are bullying, inappropriate sexual behaviour, vandalism or theft, drugs or alcohol abuse.
POLICY ON SUSPENSION AND EXPULSION
Both suspension and expulsion are very rare events at Thornlow Preparatory School.

Suspension is the penultimate sanction.  Suspension is the final warning; any repeat of suspendable behaviour means that expulsion will be considered.  Expulsion can thus result from an accumulation of offences for which suspension is appropriate or from a more serious single incident.  Thornlow Preparatory School does not have an absolutely fixed set of penalties.  There are no automatic sanctions for set offences.  The list of offences for which suspension/expulsion will be considered includes but is not limited to:

· violent behaviour;
· bullying;
· theft (including access to unauthorised material on computer);
· smoking;
· consumption of alcohol or involvement with drugs;
· open disobedience to reasonable instructions from a member of staff;
· immoral behaviour (including access to immoral material on computer);
· cheating in examinations;
· damage to property (including damage to material held on computer);
· interfering with any safety equipment (fire safety, etc);
· any other activity generally considered illegal in the adult world.

Factors taken into account in arriving at a decision as to whether to suspend/expel include but are not limited to:

· the pupil's previous record of behaviour;
· the honesty of the pupil in admitting the offence;
· the degree of remorse shown by the pupil and/or acceptance that he/she was in the wrong; and,
· the extent to which the offence had an impact on other pupils.

Procedures Leading to Suspension

1 A pupil will always be asked to write down their version of events.

2 Where appropriate, any witnesses will be consulted.

3 Once the picture is clear, parents will be briefed and advised of the school's proposed course of action.

4 The Headmaster will suspend with support of parents or consult with the Chairman of the Board of Friends before making a final decision.

5 In cases of expulsion, the Headmaster with consult with the Chairman of the Board of Friends before any decision is taken.

6 Parents can write to the Chairman of the Board of Friends via the School Office if they do not agree with decision.  The Chairman of the Board of Friends will refer the matter to members of the Board of Friends who have not previously been involved.

7 In the absence of the Chairman of the Board of Friends, the Headmaster will consult with two other members of the Board of Friends.

COMPLAINTS

The first Headmaster I ever worked for always used to say:

“If you believe what your child tells you about school, then we will believe what your child tells us about home”.

Before placing your child into Thornlow Preparatory School, you must satisfy yourself that you trust us always to try to behave in a professional manner.  We do not set out to upset or disadvantage your child and there are, usually, good reasons why we do things.

If you are concerned about anything, then please observe the following procedure:

Informal Stage

· Please suspend judgement until you have spoken to us.  Children do sometimes misunderstand, exaggerate or do not convey the full picture.
· Please speak, as soon as possible, to the member of staff most directly concerned before a minor matter becomes a crisis.

The member of staff will always consult with Senior staff if this seems necessary.


· In the Early Years Department, you can always catch your child’s class teacher immediately before the start of school.
Formal Stage

· In the unlikely event that this fails to resolve the matter, then please contact the Headmaster, either by phoning his PA, Miss Wilkinson, or by letter.

· The Headmaster will always meet with concerned parents, but the meeting can be more productive if he has been briefed on the matter, in advance.
Referral to Board of Friends

· In the unlikely event that this fails to resolve the matter, please write to the Chairman of the Board of Friends, c/o the School Office.
· The Chairman may decide to convene a Panel to investigate the matter.
The school also has a detailed Complaints Procedure Policy available from the School Office or the website.  The number of formal complaints made in the previous school year can be obtained by writing to the Headmaster at the school.
2009/2010 one complaint received.
General Information

FEES

Fees are payable on or before the first day of each term.  

Alternatively, fees can be paid using School Fee Plan payable in four equal instalments per term, as per enclosed leaflet.

School Fee Plan are one of the country’s leading providers of payment plans for school fees and are currently used by a number of independent schools in our local area.  Their Termtime Plan operates on a term by term basis enabling parents to opt in for part or all of the school year.  Full details of the scheme and its charges are given in the enclosed leaflet.

If you wish to use this option, please complete the enclosed form and return it to the School Office as soon as possible.  Please ensure that the Bank Mandate is completed accurately, signed and that it is drawn on a UK Bank or Building Society account that allows a direct debit arrangement to be set up.

TERMLY CALENDAR

The termly calendar is issued at the start of each term.  It contains details of all important events for the term including the dates of Parent’s Evenings.

HOLIDAYS DURING TERM TIME

Thornlow Preparatory School holidays are generous and the dates given at least one year in advance.  Parents are asked not to withdraw children for holidays during school terms.  If absence from school of a non-medical nature is required parents must make a written request to the Headmaster in advance.  The Headmaster is legally entitled to authorise up to 10 days absence in any one academic year.  However, missing school is not encouraged since it not only disrupts the education of the individual who is absent but can also be detrimental to other pupils.

SCHOOL MAGAZINE

A school magazine is produced annually.  This provides an opportunity to showcase the work of the children through the school and contains many written and pictorial contributions.  The magazine also acts as a record of the many events and activities that have taken place in school over the past year.

PUPIL POST

Pupil post is an important mechanism for keeping you informed.  Parents should be aware that items are normally sent out, with the children, on a Thursday. 

SPEECH DAY

It is important to recognise achievement if we are to achieve high standards.  Speech Day takes place on the last day of the Summer Term to which all parents are invited.  Speeches are given by the Headmaster, Head Boy and Head Girl and an invited Guest Speaker.   Prizes for academic and sporting achievement are awarded.


MUSIC

Many pupils at Thornlow Preparatory School learn musical instruments.  There is an additional charge for this individual tuition.  It must be remembered that these lessons may involve withdrawal from normal teaching – it is not possible for everyone to have lessons at break or during the lunch hour.  These lessons lead to music examinations held by the Associated Board.

Music concerts give pupils learning musical instruments the chance to perform to an audience and are held on a number of occasions during the year.  There is a bi-annual musical production involving pupils from across the whole school.

SCHOOL UNIFORM

Enclosed is a list of school uniform.  
SCHOOL VISITS

Thornlow Preparatory School pupils have the opportunity to undertake a wide range of educational visits.  These include a wide variety of day visits to local places of education interest, as well as foreign language and outdoor adventure education residential trips.
INSURANCE

Personal Accident Insurance

The school takes out Personal Accident Insurance on behalf of all pupils at the school.  This cover applies both on and off the premises and includes the following activities:


All sport activities.


All playground activities.


Classroom, laboratories and work experience, etc.


Educational visits.

Details of the policy can be obtained from the School Office.

Pupils Property

Parents should ensure that they have their own insurance in place to cover the loss of any articles brought by the children into school.  It is strongly advised that children should not bring items that are expensive or of any sentimental value into school.
USE OF PHOTOGRAPHS AND IMAGES

Please note that photographs of the school and its pupils are taken from time to time for the purposes of publicity, as a record of the life of the school for the enjoyment of the community and  as part of academic work.  These may be used in various forms, for example in printed material and/or on the school web-site.  Your consent to the use of such photographs which have your child’s image on them was demonstrated by your signature on the Use of Photographs and Images Form.

BAGS FOR CARRYING BOOKS

We impress on pupils that they should only carry those books that are necessary for each session and not to carry a whole day’s books in their bags.  Books should be stored at home and in the pupils’ desks/lockers in school when not required.

A briefcase or hard sided bag should be provided for carrying books and other equipment around school.  As an alternative, a backpack type bag that has been specifically designed to carry a lap top computer can be used.  These are well padded, have compartments in them and their design will protect expensive textbooks.  Normal rucksacks, which have no support in the main compartment, are quite unsuitable as they do not offer protection for the carrier or contents of the bag.  Bags should be of a plain dark colour with no designer logos.

FORM TEACHER’S RESPONSIBILITIES

Your child’s form teacher has the responsibility for overseeing academic progress, involvement in activities, and for seeking to resolve any social problems.  It is a good idea to develop close contacts with your child’s teacher.

School Council Policy

We have had a School Council at Thornlow since 1998.

The Aims of the Council

· To make the school an even better place to learn – a healthy school.

· To help solve pupil’s problems or concerns.

· To help make school a safe, happy and fair place to learn.

· To help teach us about democracy and good citizenship.

· To work in partnership with all the grown ups to make Thornlow an excellent school.

· To make sure every child can have their say.

· To accept some responsibility for the way things work at Thornlow.

.

What the School Council can do

· Have a voice within school

· Suggest ideas and act on them

Our School Council Structure

Chair: Headmaster

Head Boy

Head Girl

Secretary: House Prefect

Committee: Elected House and School Prefects
How do we make sure that everyone in our school feels included?

Thornlow School is an inclusive school. We try to make sure that everybody is included in all our learning, games and activities. We don’t want anyone to feel left out. We look after each other and follow “The Thornlow Way”. Everyone is on the Council because they have been elected by the whole school, pupils and staff alike.

School Council Procedures

· Meets regularly – Monthly

· Meetings start at 1pm

· Minutes are kept by the Council Secretary.

· The Head Boy and Head Girl have Lunch  with the Headmaster to draw up an Agenda

· All School Council Members are entitled to wear a Prefects Tie.
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Vulnerable children: Some medical conditions make children vulnerable to infections that would rarely be serious in most children, these include: those being treated for leukaemia or other cancers, on high doses of steroids by mouth and with conditions which reduce immunity.  They are particularly vulnerable to chicken-pox or measles and if exposed to either of these the parent should be informed promptly and further medical advice sought.  N.B Shingles is caused by the same virus as chickenpox therefore anyone who has not had chickenpox is potentially vulnerable to the infection.





Pregnant women: Chicken Pox, German Measles and Measles can affect the pregnancy.  Medical attention should be sought.





Immunisations:  Immunisation status should be checked at school entry.   For up to date advice check on: � HYPERLINK "http://www.immunisation.nhs.uk" ��www.immunisation.nhs.uk�





 PUPIL FLOW CHART FOR BULLYING





WHO DO YOU TELL?





IF YOU ARE BULLIED





IF YOU SUSPECT THAT


SOMEONE IS BEING BULLIED





TELL SOMEONE STRAIGHT AWAY





HEAD OF PASTORAL CARE


MRS STANTON





YOUR FORM TEACHER





WHO WILL THEY TELL?





APPROPRIATE ACTION WILL BE TAKEN AND 


PARENTS MAY BECOME INVOLVED





WHAT WILL HAPPEN?





A MEMBER OF STAFF
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