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Blakehill

Primary School




Staff Handbook

2020-2021
Blakehill Primary School is a larger than average school in Bradford East, catering for up to 420 pupils aged between the ages of 4 and 11. The school is 2 form entry.  The standard number of children in each year group is 60 (2 classes of 30).

Blakehill Primary School is committed to safeguarding and promoting the wellbeing of all children, and expects staff and volunteers to share this commitment.

Our address:-
Blakehill Primary School
Highfield Road, 

Idle, Bradford. 

BD10 8QN

Tel: 01274 414355 

Fax number : 01274 414356 
Email : office@blakehill.bradford.sch.uk.

Website is www.blakehillprimary.co.uk

The Local Education Authority (LEA)

City of Bradford MDC
Department of Children's Services
Margaret McMillan Tower
Princes Way
Bradford
BD1 1NN
T:  01274 432111

A list of school staff and their classes, management and curricular responsibilities is found in the staffroom.
The School Governing Body 2020-2021

Chair of Governors                                       Mr Philip Cavalier-Lumley

Vice Chair                                                       Mrs Kerry Crabtree
	Parent Governors 
	Mrs Debra Ali

	
	Mrs Emmeline Chellam



	
	

	                     
	

	
	

	Local Education Authority (LEA)

Governors 
	Ms Haedeh Abbasi



	
	

	Co-opted Governors 
	Mr Phil Cavalier-Lumley (Chair of Governors)

Mrs Kerry Crabtree (Vice Chair of Governors)

Mr Lynroy Powell
Mr Ian Parsons

Mr Edward Pepper

Ms Anne-Marie Holmes

Mr Nigel Gray


	
	

	
	

	
	

	Staff Governor 
	Mrs Lisa Keighley 

	
	Mrs Rachel Gould

	
	


If you wish to speak to a governor, please contact school.

	School Staff 2020-2021
	

	Headteacher

	Mrs L Keighley 

	Assistant Headteachers
	Mrs H Hall
Mr A Sidebottom

Mrs R Gould



	Key Stage 1 and Foundation Stage Leader

Lower Key Stage 2 Leader                                                                                                            

Upper Key Stager 2 Leader                        
	Mrs C Scott

Mrs R Rashid

Mrs L Russell

	School Business Manager
	Mrs T Denham

	
	

	Senior Clerical Assistant
	Mrs L Hudson

	Clerical Assistant
	

	Clerical Assistant
	Mrs S Ayrton

	
	

	Teaching Staff
	Miss S Dickinson

	SENCO
	Miss K Gardner

Mrs R Gould

Mrs H Hall 

Mrs L Keighley

Mrs K Roberts
Mrs R Johnston

Miss M Lancaster
Mrs J Fairchild

Mrs N Weldon

	SENCO


	Mrs J Pinder 

Mrs R Rashid

	
	Mr A Rhodes

Mrs L Russell

	
	Mrs C Scott
Mr A Sidebottom
Mr J Hodges

Mrs A Javed

	
	Mrs C Wardell

	
	

	Nursery Nurse
	Mrs C Carter

	
	

	
	

	Higher level Teaching assistants (HLTAs)
	Mrs D Brown

	
	Mrs J Marsden

	Learning Mentor
	Mrs A Bottomley

	
	

	Teaching Assistants
	Mrs S Brook

Mrs J Bedell

	
	Mrs P Cavalier-Lumley

	
	Mrs M Donohue

	
	Mrs G Feather

	
	Mrs B Head

	
	Mrs D Howell-Gott

	
	Mrs B Horrocks

	
	Mrs A Pringle

Mrs P Ross

	
	Mrs J Sheerin

Mrs S Lister
Mrs J Grattan
Miss J Hart

	
	

	SEN Support                                                        


	Mrs L Ingham

Miss B Thornton

Mrs C Marsay


	Playworker
Senior Lunchtime Supervisor
	Mr S McVey

Mrs C Shaw


	Lunchtime Supervisors
	Ms Sadaf
Mrs Hastings

Miss J Freeman

	
	Mr P Drinkwater

	
	Mrs S Lister

	
	Mrs D Taylor
Mrs L Ellis

Mrs M Craven

	
	Mrs A Hart

	
	Mrs C Thornton

	
	

	Site Manager
	Miss S Blackmore

	
	

	Cleaners
	Mrs C Lee

	
	Miss M Regan

Miss H Edmondson

	
	

	Unit Manager, Kitchen
	Michelle Brook

	
	

	Kitchen Staff
	A Butterfield

	
	S Elliot

	
	M Allison
B Feliciello

S Gelder


	
	

	Extra Club Manager 
	Mrs Kim Rands

	
	

	Bursar
	Mr S Mahmood

	Crossing Patrol
	Mr P Drinkwater

	
	


The School Day:



	Reception, Years 1 & 2
	8.45 a.m. – 11.55 a.m.
	12.55 – 3.15 p.m.

	Years 3, 4, 5 & 6
	8.45 a.m. – 12.25 p.m.
	1.20 – 3.15 p.m.


Entrance doors are open at 8.45 a.m. Teachers are available to supervise children from this time.

Key Stage 1 leader, Mrs Scott rings a bell for KS1 pupils to line up in the middle playground at 8.45 a.m.

A member of SLT rings a bell in the top corridor to alert staff, then for KS2 pupils to line up in the top playground at 8.45 a.m. Members of SLT and the Learning Mentor are present and visible in the playgrounds from 8:30 am. 

Once the bell has gone, we expect pupils to line up appropriately for the start of the school day at specific points in the playground. Teachers should arrive promptly to meet and greet their classes and escort them into school.  It is the teacher’s responsibility to ensure that his/her class enter the school building in a calm manner ready for learning. Teachers should avoid getting into lengthy conversations with parents wherever possible.

Parents wishing to talk to the class teacher before school should arrange a convenient time or speak to the Learning Mentor/member of SLT who will pass on information. This information is communicated to parents via fortnightly newsletters, learning mentor/other staff. 
 All teaching assistants and other staff should be in the classroom to welcome the children and ensure they enter the classroom in a calmly, unless they have cloakroom responsibilities.  Children should be provided with a morning task on entry to their classroom (eg. independent reading, mental maths, read and respond activity) to promote active learning during registration.

Entrance doors are supervised by support staff for pupils arriving after the bell and classes have gone into school. The doors are closed at 8.55 a.m. Pupils arriving after that time have to report to the school office.  

In KS1, one door (either year 1 or year 2) is supervised by support staff and will remain open from 8.45- 8.55am

Break times:
	Reception, Years 1 & 2
	10.15 – 10.30 a.m.   
	2.30 – 2.45 p.m.(Fri 2.15-2.30)

	Years 3, 4, 5 & 6
	11.05 – 11.20 a.m.
	


Playtime rotas for the year on display in the staffroom, classes and cloakrooms. If staff on duty are absent see guidelines in staffroom or Year Group Leader.
Assembly times:

Monday          Whole School Celebration Assembly                                           9:00am – 9:25am
Tuesday         Collective Worship/ Values assembly                                           9:00am – 9:25am

Wednesday     Key Stage Two Music/Singing Assembly 

           
2:45pm – 3:15pm 

Thursday         Key Stage One and Reception class 



2:45pm – 3:15pm

Friday              Class Assembly – Alternate between Blake/Hill                         2:45pm – 3:15pm

Blake = RW, 1G, 2F, 3Jo, 4H, 5L, 6R       Hill = RP, 1D, 2S, 3Ja, 4W, 5G, 6S
Adults in Hall during Assembly:

Monday: All teaching staff 

Tuesday: One member of staff from each class 
Wednesday: One member of staff per class
Thursday: One member of staff per class

Friday: All staff with classes attending.

Occasional whole school assemblies require all staff in attendance including those

involving visitors.

To prevent congestion in corridors and to ensure assemblies and lessons start on time: Years 5 and 6 enter and leave the Hall through 1W.
Staff using Year 1 doors must ensure they are locked on entry and exit.

Staff meetings

Staff meetings are held each Tuesday from 3.30 - 4.30 p.m. Please be punctual.
Polite note. Please do not use mobile phones during the meeting.

Support staff meetings are held on a Tuesday/Friday morning between 9:00am and 10:00am. All support, mentor and admin staff are welcome to attend. 

There is an annual schedule of meetings for lunchtime supervisors.

Staff Briefing 

To improve communication in school there is a briefing session for all staff held from 8.25 - 8.40 a.m. on Fridays.

There will be staff meetings for teaching and non- teaching staff during the academic year to discuss the Staff Handbook and to be aware of school safeguarding policies and their location:
Child Protection, 

Anti-Bullying,

Health and Safety, 

Behaviour,

Behaviour Management Procedures, 

SEN and Inclusion,  

E- Safety, use of ICT and Communication (Acceptable Use Policy)
Equalities Policy
Intimate Care

Staff will sign to confirm they are aware of policy location.
Communication

Good communication is essential. Information is communicated via class registers and the internal intercom and telephone system. There is a whiteboard used to inform staff of school events in the staffroom. 

 Members of staff are required to complete an online diary to ensure admin staff have an up to date overview of events occurring in school. This is completed weekly and is used in Friday morning briefings to inform all staff of weekly ‘notes for the week.’ This further aids communication across school. If a member of staff is on a course or has a leave of absence this must also be added to the online diary. If a member of staff is absent the SBM will write it on the board for information.

Staffroom
Our staffroom is a place of relaxation. It should embrace a culture of positivity and mindfulness. Staff use the staffroom to complete PPA, have lunch/ breaks, complete monitoring etc.  
Students, visitors, parents’ helping in class are welcome to be in the staffroom although pupils on work experience should be in the playground with the children at break times and can access the Intervention room for privacy. Staff also use the staffroom to brief other staff members or parent helpers prior to visits, trips and school-based events such as sports day/ SATs week.

For us all to be able to enjoy our staffroom we ask that it is left clean and tidy at all times. Staff are responsible for washing their own crockery and cutlery.
Confidentiality is very important and information regarding children or staff should not be discussed outside of the school building. Please be aware that on occasion there may be parents or other visitors in the staffroom. Staff should be conscious of their discussions in the staffroom for this reason.
Lunchtimes

Each class in Reception and KS1 has its own dinner supervisor. In KS2 classes are managed by supervisors responsible for a specified year group.  The Senior Lunchtime Supervisor has responsibility for organising the supervision of staff, under the direction of Mrs. Keighley/ Mrs. Hall.  In the Senior Lunchtime Supervisor’s absence, it will be Mrs. Lister.
Children in KS2 who have a packed lunch have their sandwiched in classrooms/ on the fields (weather dependent) to further reduce the congestion in the hall and allow our children more time to eat their lunch.
A member of the Senior Management Team will be available to help supervise children and support lunchtime staff from 1.00 -1.20 pm on the top playground/field.

Play workers are also available at lunchtimes to facilitate play.

The Senior Lunchtime Supervisor will send a child to the staffroom two minutes before she blows the whistle to inform staff lunch break will be ending and children need collecting from the playground.

Staff are able to have a paid school lunch (one per week) if they sit and eat it with their class in the dining hall. Please inform the kitchen manager if you are having one.
Lunchtime Play Workers/ mentors
School employ a play worker and a sports coach to promote positive play at lunchtimes. Our Learning Mentor is also available at Lunchtimes. They are there to engage children at lunchtime and facilitate cooperative play. 
Lunchtime Procedures

11.55 a.m.
Lunchtime staff pick up Reception and KS1 pupils from classrooms and Years 1 and 2 go out to play.

KS1 then phased into Hall for lunch.

12.25 p.m. Lunchtime staff ring a bell for KS2. The lunch staff wait in the KS2 playground / cloakroom.  Pupils are supervised on exit.
       
KS2 pupils phased in for dinner.

12.55 p.m. 
KS1 staff collect pupils from playground

All KS1 lunchtime staff go to top playground

1.20 p.m. 
KS2 staff collect pupils

Lunchtime Behaviour

It is the responsibility of all staff to ensure the safety and good behavior of our pupils at all times during the school day. To help promote positive behaviour, raffle tickets can be given to children who display positive relationships and good behaviour.  
Any incidents that are recorded are passed on to the class teacher. 

Please ensure children are picked up promptly to ensure a smooth transition to lunch/class.

Dress Code

All members of staff should dress smartly and appropriately for working in a school environment.

Staff should wear clothing and suitable footwear that allows them to fulfill their role in school comfortably and safely. 

The following points are made to clarify this code: Staff should wear clothing appropriate for PE. Clothing and footwear not considered appropriate in school are: denim, jean and combat style trousers, low cut tops and trainers. 
Lunchtime supervisors should wear high visibility jackets outside to make them easily recognisable to children, staff and members of the public outside the school grounds.

The jackets should be put back at the end of the session in the cupboard adjacent to the Hall next to the fire exit.

Mobile Phones

Mobile phones should not be used by any staff in school during lesson time or during staff meetings, off site visits for taking or making personal calls/texts or recharging the battery. They should be kept in a safe place out of sight. Respect should be shown to others when using mobile phones at break times and lunchtimes.
In class/work time phones should be on silent mode and out of view.

On educational visits the school mobile is available to be taken.

Please refer to the school brochure regarding pupils bringing in mobile phones.
Valuables / School Property
Any valuables brought in by children should be sent to the school office for safe keeping.

Staff should treat school property with respect. They have responsibility for electronic school equipment that needs to be signed out e.g. Flip/digital cameras.

In his classroom, Mr Hodges has three sets of iPads that can be booked out on request.

Lunchtime staff to keep bags and valuables in the Lunchtime supervisors’ cupboard.

The school does not provide any secure facilities for staff valuables and staff are responsible for their safety. Staff can hand valuables in to the school office for safe keeping. Staff should take responsibility for their own property such as memory sticks and not leave them in computers.
Confidential documents such as minutes of meetings, pupil tracking sheets should not be left in public areas such as the staffroom or on photocopiers. Documents containing sensitive or personally identifiable information that are no longer needed, should be shredded. 
PE Equipment

Indoor PE equipment is kept in the hall storeroom. Only adults should access equipment in the storeroom. Outside PE equipment is kept in the storeroom outside the changing rooms. The key is found hanging up in the hall storeroom and should always be returned.

Adults taking PE have responsibility for ensuring PE equipment is put back safely in the correct storeroom and the room is left as tidy as it was found.
Children entering and leaving school

Children should enter and leave school by their Year Group door.

All children arriving late should come through the main entrance doors and let the school office know that they are late The inventory system is used to sign in late arrivals and can be used to monitor attendance and punctuality. Once signed in, the child can then go to their class.  
Children left behind at the end of the school day
If a parent/carer does not collect a child after school, they should be taken to the KS1 library area and the Office should be informed in order that they can contact the parent / carer after 3.30pm. If the child is still uncollected by 3.30 p.m. the child is the responsibility of the person in charge of the school that day. Once the parent arrives, the child must be signed out using the inventory system. This can be used to monitor persistent late collections. The Learning Mentor will alert SLT of persistent late arrivals/collections and will be followed up with parents.
If a child is left uncollected from an after school club the school employee with responsibility for the club is responsible for contacting parents. If they are unsuccessful they should contact a senior member of staff. In extreme circumstances Social Services should be contacted.

Class teachers should regularly instruct children that if no one is there to collect them they do not walk out of school by themselves or go with the parents of another child. They should inform the person responsible for the class.

Reception and KS1 staff should supervise their children at their Year Group doors to ensure they are handed over to a known adult.

Parents should inform school if another adult is picking up their child. No child should go home with someone without prior arrangement with the school.

Register taking

On line registration will be completed using SIMS. Also, fill in a paper copy but only mark down children who are absent. If the school’s system is not working, a paper copy from the school office should be used. Online registers should be submitted at 9:00am. A class monitor will collect the register tray from the Office Area at 8:45 and after lunch.
Marking dinner registers

Dinner registers are completed electronically in the hall by kitchen staff. Class teachers are required to complete a daily tally of dinners/ sandwiches. This is sent to the school office in the morning with the register tray
Money coming into school

School uses the ParentPay system which allows parents to pay for: lunches, trips, extra- curricular activities, resources etc. online. Money sent into school should be in a sealed envelope with amount, child’s name and class on it.

Parents and pupils must send dinner money directly to the secure boxes found around school, including the Extra Club. The kitchen staff will pick up any dinner money from the boxes. Any dinner money brought to teacher should be posted also.
All other monies are sent directly to the school office at the start of the day via the school tray found in the main entrance. The trays are handed directly to the office staff.

Absence Notes

All absence notes are sent to the office.  Any verbal communication regarding an absence at the start of the school day should be made to the school office and not the class teacher.

Letters from Parents

All letters, including those requesting that their child be exempt from an activity such as PE, should have a copy made and retained and signed by the teacher. The original is sent to the office.

Letters sent via the office should be given to the teacher, signed, and a copy made and retained in the office. Parents requesting exemption verbally must put it in writing for clarification.
Booking an Educational Visit
Before booking an educational visit, please check the online diary to ensure that it does not overlap with other events/visits. Only one year group at a time should be out of school. This helps us to ensure that there is enough staff in school to cover/accompany the children on the visit.

· Decide on the venue and whether it supports the curriculum, please refer to the school’s educational visits policy. 

· Availability of places and dates should be determined in consultation with Admin Staff and the class teacher and a provisional booking made. Teachers should let office staff know if they have made any of the arrangements so to avoid confusion and must check details before departure dates. Transport will also be arranged at this time. Details are entered into the school diary.
· For paid visits a letter from the class teacher will be sent to parents at least two weeks before the visit.  A copy of this letter is given to the Headteacher and office for information.

· For visits with no cost e.g. visits in the locality, a courtesy letter from the class teacher to inform parents should be sent at least one week before. 
· A risk assessment form, kept on the school system, must be completed by the class teacher prior to the visit. Please include the safest route if walking
· All permission slips and collected money should be sent to the office

· Office staff inform the school kitchen and senior Lunchtime Supervisor prior to the visit.

· Office staff to have responsibility to liaise with school kitchen regarding the visit and packed lunches/ school dinners.

· A check list is available in the office for teachers to check if everything is covered.
· Parents are requested not to take photographs on their personal devices.
· Staff are requested not to share names, classes or whereabouts of visits on social media.
Risk Assessments for Out of School Educational Visits
The local authority policy for Educational Visits should be consulted before organising activities.

It is a legal requirement that we carry out risk assessments on all activities that take place. Teachers should use the risk assessment pro forma from the School Office / on the school system for all activities outside the school grounds. 
All risk assessments should be given to the Head of School/ Assistant Headteacher at least the day before the visit for authorization

The Risk Assessment needs to be signed by the Headteacher or Assistant Headteacher before the visit.
Yellow Emergency Cards should be taken by the visit leader on educational visits and can be found in the class medical box in the office.
A portable first aid kit should be taken.

There are Risk Assessments for previous visits on the school system for reference. Anyone planning a visit that has not been previously risk assessed should consult with their line manager for approval. 

An electronic version of the RA is on Teacher Drive for reference.
School Risk Assessments

All staff should make themselves familiar with School Risk Assessment relevant to their duties. The A School Risk Assessments file is in the school office. 
Each class has an individual Risk assessment document relating to their cohort.

Child Protection

If an adult has concerns regarding a child protection issue this should be referred to the named person; Head of School (Mrs. Keighley). Other named personnel are: Mrs. Hall and Mrs. Scott who should be informed in the absence of Mrs. Keighley. The child protection procedure is displayed in the staffroom.

All staff should have read and understood the Child Protection Policy and signed to say that they have done this.

Security in school

All staff are expected to challenge any unauthorised person who may be on the premises (either in grounds or building).  On entering school all visitors should sign into the inventory system and an appropriate Blakehill visitors badge will be issued by the office staff.

Lunchtime staff should wear a named badge.

 If anyone loses their badge, please inform the SBM who will get a replacement.

The outside doors to the school must be closed at all times to ensure safety for staff and pupils.

For fire safety all staff should sign in on entering/leaving the premises using the inventory system found in the Office.

Main entrance ‘digilock’ code is changed on an annual basis.

The school entrance door to the main school will be locked at 3.15pm and accessible by coded entry.
Coded entry is also required for the car park, the main building, office block and the ICT suite.

Supervision of Children

Children should never be unsupervised in the classroom, corridor, cloakroom or playground. 
Children should not go out to the playground until the adult supervising break is present.

 A teacher on playground duty in Key Stage 2 will indicate they are going out by ringing a bell. Staff on playground duty should make sure that they are on the playgrounds/ outside as soon as the bell rings to commence their supervision of the children. Only then should a class leave the room.  

There is a rota for cloakroom supervision. It is the responsibility of that member of staff to ensure that they are present on that day/time to supervise the pupils and manage pupil behaviour.

A message should be sent to the staffroom prior to the end of break to alert staff that their classes are ready for collection from the playground. All staff should be punctual in collecting their classes.
Children are not allowed to use the photocopier or the guillotine.
Emergency Cards Each class or room should have an ‘orange emergency card’ in a visible place. In an emergency where help is required a child can be sent with the ‘orange emergency card’ to the office or other teacher for assistance. The intercom system may also be used.
Fire Safety

Staff should be aware of fire exits and procedures, which are in every classroom. There will be at least three practice fire drills during the school year, one per term. Fire doors should be unlocked at all times.
In the event of a fire evacuation, support staff should check toilets as the children are leaving the school building.

Classes, kitchen and office staff line up at designated places in the Reception and KS2 playgrounds. 

On receiving the register, the adult taking the class should take the register after a head count.

Office staff will take out ‘walkie talkies’ to provide link between muster points.

 One member of office staff to go to upper playground, one member of office staff to go to lower playground in Reception area. 

Staff are informed when safe to re enter.

The fire alarm is tested by the site manager weekly on Friday afternoons at 2.00pm.

If there is an alarm before or after school, all staff and children should assemble in the Reception playground.

Unwell Children

It is the decision of the adult in charge of the class at the time to decide if the child needs to go home. 
If a child is unwell at lunchtime the class teacher / Team Leader should be consulted by the senior lunchtime supervisor.

If the child is to go home the child should be taken by an adult to the school office with their belongings and the parent will be contacted by the office staff. 
The supervision of the child is at the discretion of the adult taking the class.
If a child is sick in the classroom, bodily fluid should be covered with spillage compound found in each classroom. Full details of what to do with bodily fluids can be found in the disabled toilet.

Gloves are available in classrooms and should be use where appropriate.
Medication

All queries concerning medication should be sent to the school office. A list of medical information is displayed in the register. 
First Aid
The school’s appointed person for First Aid is, Mrs. Lynne Hudson (Office Manager). We have a number of staff who are first aid trained and qualified to carry out first aid procedures. Our school’s appointed person and first aiders names are displayed prominently around the school.

It is the responsibility of all staff to ensure that they have read the school’s First Aid Policy and comply with its guidelines and procedures

 

There should always be at least one first aider with a current paediatric first aid certificate on school trips and visits, as required by the statutory framework for the Early Years Foundation Stage.

There will always be at least one first aider on school trips and visits.

When taking pupils off the school premises, staff will ensure they always have the following:

·       A school mobile phone or staff phone if appropriate

·       A portable first aid kit

·       Information about the specific medical needs of pupils

·       Parents’ contact details

Risk assessments will be completed by the lead member of staff (teacher responsible) prior to any educational visit that necessitates taking pupils off school premises.

If an accident is considered to be serious and may require an ambulance the First Aider should immediately inform the Headteacher or Assistant Headteachers. 

Appropriate adults should complete an accident form in the Accident Book found in the Office or Reception class. A copy of the report will be given to the child to take home.

If a child receives an injury at extra club and the child receives a First Aid slip, a copy of this needs to be kept by the class teacher.

All children reporting a head injury must be recorded in the accident book and report slip given to take home. 

It is at the first aider / teacher’s discretion if an injury requires a phone call to inform parents. Only class teachers or a member of the admin staff should call home.
Staff with a known medical condition that could affect their role, are advised to inform the school.
Violence and Aggression at Work

A ‘violent incident’ is defined as: Any incident in which an employee is abused, threatened or assaulted in circumstances related to their work.

Employees should report any violent and or aggressive incidents, however minor, to their line manager / Headteacher. 
All incidents should be investigated by management in consultation with the victim and significant findings recorded. 

Form to be completed in the school office:

VIR 1 and VIR 2 for all incidents of violence /aggression against staff
Further details can be found by contacting the Head of School.

Break times
Teachers and support staff are expected to carry out supervision of children at breaktimes. 

Staff covering break duty do not get an alternative break time but can ask for someone to cover their class/break time if they require a short toilet break.

There will be a rota in the staffroom to inform staff when their turn is, produced by the Assistant Headteacher or Key Stage Leaders. Staff should refrain from walking around school with hot food/drinks between 8:30am – 3:30pm.
Staff Absence

If a member of staff is unwell, school should be contacted as soon as possible so cover arrangements can be made. Provide information of who/what is affected by your absence to allow school to make alternate provision.  The office is staffed from 7.30 a.m. to receive calls. If there is no one there to receive your call, please use the answer machine to leave your message. Please do not send messages with other members of staff as the school needs to be informed directly.
 Staff should inform the school by 8.00 am at the latest if they are too unwell to come in. Wherever possible, staff should inform the office by 4:00pm if they intend/do not intend returning to work the following day. This helps the school to plan for future provision.
After five working days’ absence a doctor’s certificate is required and should be given to the office.

On returning to school, teaching staff, including teaching assistants, should consult with the Assistant Headteacher for a return to work interview. The SBM will conduct the return to work interview for all admin, site and lunchtime staff.

Wherever possible, all appointments should be made out of school hours. All absences are recorded electronically and monitored regularly by SMT and SBM. A report of staff and pupil absenteeism is provided to governors each half All staff receive an overview of their attendance % termly. 
 It is strongly recommended that staff consult the school policies for Staff Leave of Absence and Managing Staff Absence for further details.
People Helping in School

People helping in school on a regular basis need to have an enhanced DBS check.

Any adult without a DBS should not be left unsupervised with a child.

Adults helping in school should be made aware of relevant school policies including safeguarding and in particular confidentiality.

Communication with Parents

A newsletter goes out to parents once a fortnight. 

It is the class teacher’s responsibility to communicate with parents each term and inform them what will be taught that term. This is also uploaded to the class domain on our website and a copy to the Head of School.
We have two parent / teacher consultation evenings: one in Autumn 2 term and one in Spring 2 term. Parents are encouraged to bring their children if they wish. Two mid-term pupil progress report are sent to parents prior to each parent/teacher consultation evening. End of year pupil reports are sent out in Summer 2 term. We also have evening parent workshop meetings throughout the year. In addition, the school communicates information to parents via parent mail, text messages and half term letter/overviews.
Teachers sending letters to parents should provide their phase leader with a copy for proof reading. One should go to the Headteacher and office before sending it out.
 All letters written on behalf of the school should be sent on headed notepaper and signed by the person who has written it.

Standard letters for educational visits are held on file in the School Office. 

A letter should always be sent if children are going out of school for any reason.

Caretaking/Cleaning

The School Site Manager is Samm Blackmore. She is in school between 7:00am -10:00am and again from 2:00pm - 6:30pm daily. She is available for cleaning and site issues.

Any emergency repairs should be reported immediately to the Site Manager. If she is not in school, the School Office should be informed.  There is a repairs whiteboard outside the Site Manager’s room where items should be logged. There is also an online report on the school system. All staff have a responsibility to report repairs.

School Grounds

No adults should smoke/vape in the school grounds.

Dogs are not allowed in the school grounds.

Parents are requested not to use the staff car park to collect/drop off children unless a prior arrangement has been made with SLT or SBM.

The Reception gate, top gate and bottom gate nearest the school field and car park gate nearest the staff room will be locked from 9.00 a.m. -3.00 p.m.
School Website
The school’s website can be located at www.blakehillprimary.co.uk. We are very proud of our website as it provides a broad range of information about our school including: school policies, information and photographs of the various class learning themes, the curriculum and the school blog.  
Cover Supervisor Guidelines

A Cover Supervisor takes a class when the person taking the class is on a course or for short term absence up to 3 days. 

If a teacher or HLTA is going on a course appropriate work is left for the cover supervisor. Cover supervisors are not expected take a planned PE lesson.

Policies

All school policies are on the school website Paper copies are available from the school office.
Homework

Please refer to the School’s Homework policy.
Marking

Please refer to the School’s Marking and Feedback Policy.

Behaviour

Please refer to our Behaviour Policy and to our school Behaviour Procedures.
GDPR
The school is GDPR compliant and follows the GDPR policy.
PPA

Teachers and HLTAs are allowed 10% of their timetabled teaching time to be used for Planning, Preparation and Assessment (PPA). It should be taken in school. If it needs to be taken offsite it needs prior permission from the Head of School. 

CPOMS
School uses CPOMS for monitoring child protection, safeguarding and a whole range of pastoral and welfare issues. Working alongside a school’s existing safeguarding processes, we use CPOMS to help with the management and recording of child protection, behavioural issues, bullying, special educational needs, domestic issues etc.
Every member of staff across school has an obligation to report any concerns that they may have. CPOMS allows us to record information in a central repository and have relevant people alerted immediately. Senior leaders are able to build a chronology around a student and can produce reports on vulnerable pupil groups for Case Conference Meetings, Governors, Ofsted, etc. at the touch of a button.

Lost Property

Our Site Manager, Samm Blackmore collects all items of lost property. If property is named, the site manager will aim to return property to the class. Children are welcome to search for lost property at the end of the school day. Lost property is available for parents to view 2x annually in the school hall during Parent/ Teacher Consultation Evenings. Any property found at play/lunchtimes, should be handed in to the Site Manager.
Displays

There are display boards in the corridors for classes to show examples of the children’s work. They should be changed at least each term. Displays across school should demonstrate the teaching and learning of the wider curriculum.
All classrooms should have display boards that celebrate children’s work and should reflect the expectations of the class teacher. All pupils should expect to have their work displayed (eg books, photographs, display boards). 

The main entrance display board is also there to showcase work done and is changed on a year group rota during the year. Displays should have an SMSC grid highlighting which area covered. Should also include LO and Year group and names of children. 
Floorbooks
We use floorbooks to showcase pupil learning and events in school. Each class is expected to produce one floorbook each term. The content of each floorbook should reflect the breadth and depth of learning across a wide range of areas. They should demonstrate that children at Blakehill are provided with broad and balanced curriculum opportunities that allow them to experience, enjoy and excel.

School Uniform

All pupils are expected to adhere to our school uniform requirements (see prospectus/website). Trainers are not permitted. Jewellery, make up and nail varnish are not permitted. Earrings are not permitted except for children with pierced ears who can wear studs. Children can wear watches. Consideration is given to religious and cultural beliefs. Smart watches are not permitted.
Learning Environment in the Classrooms 
The following list is to help provide and ensure a stimulating learning environment for children. The requirements are there to promote high standards. It also provides guidance for new members of staff and a reminder to more experienced, the school’s expectations in classrooms.

Display:

English working wall that is visible to all children and reflects current learning.

Maths working wall that is easily accessible and reflects current learning.

Mission Statement and class agreed targets (where necessary) should be displayed.

Good practice to have table linked to topic/display with relevant books, artefacts and labels/ questions.

Children’s display of written and number work.  Boards changed each term. Display should have a Learning Objective (LO) and SMSC grid. 

Weekly timetable should be on display. All classes should use same format on Teacher drive in Timetables folder.
English and mathematics weekly plans should be available. These will be collected and monitored if necessary. Clear deployment of your TA/other adults should be indicated on planning 
Foundation Stage and KS1 should have a visual timetable.

Designated reading areas

Independent reading file

Learning prompts – genre/topic appropriate – vocabulary, grammar, 100 square, number line
List of children needing overlays or wear glasses / medication - kept in register.

Reception and Key Stage 1: High Frequency Words on display in classroom, Word Mountains.

Easy access to resources – dictionaries, thesaurus, rulers, highlighters, word banks
Classroom Organisation – group lists available
Whiteboards / IWB (Interactive Whiteboard): LO should be written to show learning objective. 

Good practice to have ‘KIRFs’ target on display cards or in KS1 and 2.
Mathematics and reading and writing targets where appropriate, should be in books in KS2 and on display in KS1 and Reception.
Each class should have when appropriate whiteboards, whiteboard pens and highlighters for peer and self assessment. Whiteboard books to be used in KS2.
Drawers and cupboards should be clearly and accurately labelled to promote children’s independent learning.

The top of the cupboards should be as clear as possible with stacking storage boxes available if needed. 
Pencil cases should not be brought in.
Children should not use ‘novelty’ pens and pencils to do work.

All money, letters, slips etc. should be sent in the register box
Every class should have a box close to the door for letters etc. so teachers/children should not be disturbed in their teaching and learning.

 Each class to have a School Council Suggestion Box, Concerns book and Years 2-6 to also have a ‘Worry Box’ accessible only by the teacher. 
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