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	WELCOME TO OUR SCHOOL
	


Glanhowy Primary School
Coach Bach

Tredegar

NP22 4RW
Tel. 01495 722312
Head Teacher:  Mrs. J.M.Protheroe
Dear Parent/Guardian,
On behalf of Governors and Staff I am delighted to welcome you and your child to our school. 

Starting school is an important step forward and most children make the transition smoothly and settle quickly. If your child does not, please use patience and understanding, always informing the school of any problem or worry.

The school aims to provide a caring environment and a wide range of balanced learning opportunities, which will help your child grow into an independent and responsible member of society.; 

We are committed to equal opportunities for all our pupils irrespective of sex, race, religion or disabilities.

We believe that all pupils:

· are to be respected and valued;

· should be given the opportunity to experience success and failure with dignity;

· should be given the opportunity to work in a variety of ways - individual, group, class;

· should be given the opportunity to work in a rich learning environment;

· should have access to a broad, differentiated curriculum.

We also believe that we can only achieve the best for our pupils by close co-operation between home and school. We are concerned about all aspects of your child’s development and hope that you will support us in making this a successful and happy period in your child’s life.

To enhance this ‘working together’ ethos a Home-School Agreement form is included with this prospectus. It gives details of what we consider to be the responsibilities of the school and your responsibilities as parents. One signed copy should be kept and the other left at the school.

Mrs. J. M. Protheroe
Head Teacher 2013
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We aim to:
· provide a happy and secure atmosphere in which children can learn effectively and will be sensitively cared for;

· ensure that all children reach the highest level possible of competence in language, mathematics, science and information computer technology;

· help children express themselves creatively through language, movement, art, music, drama and technology;

· help children understand the world in which they live through religious, moral, historical and geographical studies; 

· provide children with a range of physical activities at both individual and group level;

· help children develop an understanding of their cultural heritage through the teaching of Welsh as a second language, and by developing the Welsh dimension of the curriculum whenever possible;

· develop in all children a tolerance of other races and ways of life;

· involve parents in the life of the school so that they become partners with the school in the education of their children;

· promote liason between schools in order that the education of each child is a smooth continuous process.

We encourage all children to become responsible members of society by the development and implementation of the following values:

· To be polite, honest and truthful

· To keep promises and agreements

· To be charitable to others

· To be respectful to others and their property

· To be considerate to all living things

· To be responsible for all personal actions by developing a self discipline

	
	GLANHOWY PRIMARY SCHOOL
	


Visiting the School

All visitors must report to the office which is situated in the main foyer of the school. Parents wishing to see the Head Teacher should make an appointment, however, any matters of urgency will be dealt with immediately

School Security: Please note that the school has a comprehensive security system to ensure the safety of pupils and staff. Parents needing to visit the school during the day should report to the main entrance. Access can be gained by pressing the buzzer and doors will be operated by staff. 

	
	SCHOOL STAFF 
	


The Staff Who Will Teach Your Children
Head Teacher:


Mrs. J. M. Protheroe
Deputy Head Teacher

Mr. H. Williamson

Assistant Head Teacher

Mrs. S. Jones
Nursery



Mrs K James

Reception



Mrs N Greenland
Year 1



Mrs. E. Workman 
Year 1 / 2



Mrs. S. Jones (Assistant Head)
Year 2



Miss. R. Evans 

Year 3



Mr. H. Williamson (Deputy Head)
Year 3/4



Mr. C. Salathiel
Year 4/5



Mr. H. Evans

Year 5/6



Miss. H. Jones
Key Stage 2 (Resource Base)
Mr. B. Taylor
Y3/4 Support Teacher

Mrs. C. Walters 





Support Staff


Mrs. R. Westacott





Miss R Hannigan





Miss. R. Burrow

Miss. S. Booten

Mrs. G. Winstone 
Mrs. C. Hannigan 

Mrs. C. White

Mrs. L. Mills
Mrs. L. Giles 

Mrs. S. Jones

Mrs. R. Pippin

Miss. H. Powell

Mrs A Harries

Mrs M Gregory

Miss D Riding

Miss C Fletcher

Miss N Vaughan

School Clerk:


Mrs.R. MacQuade






Mrs. G. Jones (Part Time)
Caretaker:



Mr. N. Morgan
Canteen Staff:


Mrs. L. Nash
	
	SCHOOL GOVERNORS
	


Chairman of the Governors:
Father John Davis
Vice Chair:



Mrs. M. Carey
Clerk to the Governors:
           Mrs. E. Jones
REPRESENTATIVES

NAME 


TERM OF OFFICE
Parents:



Mrs C Mead

            18th September 2015





Miss. C Davies

16th November 2013






Mr C Cadwalleder

18th September  2015





Mr. N. Morgan



Teaching Staff:


Mrs K. James


14th September 2016 
Non-Teaching Staff:

Mrs. G. Winstone

19th September 2012
Blaenau-Gwent  L.A.:

Mr. J. Meyrick

31st January 2014
Co-opted Members:

Mrs. M. Carey

8th November 2014





Fr. J. Davies


26th January 2017





Mrs. K Lewis


30th April 2014





Mr J Thomas


31st August 2015
Minor Authority:


Mr. M. O’Sullivan

31st August 2012
Ex Officio: 



Mrs. J. Protheroe (Head Teacher)

The school governors serve for a period of four years and meet at least once a term. They make decisions about how the school is managed.

Parent governors:

· have a child at the school;

· are elected by parents.

	
	ADMISSION OF PUPILS
	


Registration forms are sent to parents of known admissions during the term of their child’s 3rd birthday. Parents are asked to complete these forms and return them to The Civic Centre, Ebbw Vale. Children are then admitted at the beginning of the term following their 3rd birthday. 

Each term the intake of nursery pupils is staggered. The first visit will usually be of one hour’s duration. The duration of subsequent visits will depend on how your child settles. This gradual introduction will help facilitate the important transition from home to school. Nursery pupils attend part-time.

	
	SCHOOL UNIFORM
	


School uniform available at the is school:          
Green Crewneck Jumper

£9 

Elasticated Ties

£2.50

Green V Neck Jumper

£9.50
Green Jogging bottoms

£8
Green Cardigans


£11.50

	
	PASTORAL CARE
	


The class teacher is concerned not only with the educational progress of your child but also with their personal and social development. The school works closely with health visitors, social and medical services to provide the best care possible.

Illness and Accidents 

At the beginning of each year all parents are asked to complete a medical form for each child. We then devise a list of all emergency telephone numbers. It is important that you keep us informed of any changes to this information. 

If your child becomes ill during the school day or has a nasty accident such as a bump to the head we will contact you immediately. 

Head Infestation

The Health Authority has recently changed its policy. Schools are no longer expected to send a general alert to parents when a case is identified. However, we will inform parents if an outbreak occurs in a class. Please inform us if your child is infected. 
Medicines

If a child is being treated with medication or drugs having known side effects it is vital that you inform us. We also need to know of any allergies.

Please note that the school will not take responsibility for administering general medicines to pupils. However, if children have serious allergies which may require the use of an epi-pen or the administration of prescribed drugs these will be kept in a secure place. Parents should ensure that the prescribed medication and epi-pen are placed in a plastic container clearly marked with the child’s name. Parents will also need to complete a consent form allowing school staff to administer such medicines. 
Children with asthma are allowed to keep their pumps in school.

 Health and Safety

The school has a Health and Safety policy which aids Staff and Governors in providing a safe environment for everyone.  

Please note that as part of this policy no dogs are to be brought onto school premises and smoking anywhere within the school boundary is prohibited.

Child Protection

As a legal obligation the school has a duty to investigate any suspicious injuries or other signs of abuse that give us cause for concern. The School’s Child Protection Officer is Mrs.S.Jones.  If Mrs. Jones is not available Mrs J Protheroe can be contacted.
School Rules
School rules are mainly concerned with safety and well-being:

Pupils should always arrive at school on time. Times are:

· School begins at 8.50 a.m. in the morning for all pupils;

· Lunch is at 11.50pm – 12:50pm at Foundation Phase and 12.15 p.m – 1pm for KS2 
· Nursery pupils should be brought to the nursery entrance at:

Morning Session - 8:50am – 11:30am;

Afternoon Session - 12.30 p.m. -3pm.
· No pupil is allowed to leave the school premises during the day without the permission of the Head Teacher. Pupils having lunch in school are not allowed to leave the school premises during the lunch hour.
· Children going home for lunch should not come back on school premises until five minutes before the start of their afternoon session.
· When moving around the school pupils should never run or shout.

· The wearing of jewellery is prohibited as it constitutes a danger. Children whose ears have been pierced may wear small stud earrings. Pupils may wear a watch.

· Pupils should wear suitable footwear to school. High heels have resulted in pupils stumbling and hurting themselves.

· Pupils should not bring to school any article which could prove to be a danger to themselves or others.

· Pupils are not allowed to bring mobile phones to school.

· The school will not accept responsibility for the loss of any items (such as toys), which may have been brought to school, unless requested by the class teacher as part of project work.

· During break times pupils should remain in full view of staff on duty i.e. in the main school yards.

· The climbing of walls, gates and fences is forbidden.

· Bullying, misbehaviour and bad language will not be tolerated. All forms of bullying are unacceptable and will be dealt with in line with the school’s bullying policy. 

We expect all pupils to behave in a polite and responsible manner. Pupils will be treated courteously and with respect by all staff; such standards will also be expected of pupils. Pupils will be encouraged to develop self-discipline and a sense of responsibility.

	
	SCHOOL COUNCIL
	


The School Council meet at least twice a term. They represent the views and concerns of all the pupils at the school. They consider suggestions and discuss any issues that arise out of the school suggestion box. The school council bring any issues to the attention of the Head Teacher for her consideration.

	
	SCHOOL MEALS AND SNACKS
	


As school meals are not organised by the school any queries regarding them should be made to the Cook at the school (01495 722312 and ask for the cook) or to Blaenau-Gwent catering on 01495 355500. The cost of a school meal is £1.90 for all pupils. This is paid daily by each pupil at the canteen till.
The Local Education Authority makes provision for certain pupils to receive free school meals. Details of the qualification criteria are printed on the application forms, which are available from the Local Authority.

There are separate rooms provided for children who wish to bring a packed lunch. Parents are asked not to include bottles or cans as they constitute a danger. Parents are also requested to respect the school’s policy on healthy eating by providing a healthy lunch. Sweets, chocolates and chewing gum are not allowed in school. Glanhowy Primary is an accredited healthy school. Part-time nursery pupils do not stay for school meals.

Milk is provided, free of charge, for Foundation Phase pupils. Nursery and Reception pupils are given wholemeal bread with low fat spread and fresh fruit with their milk each morning. Snack money is £1.00 per week. 

Key Stage 2 pupils can purchase fresh fruit and healthy snacks and flavoured water during morning break..

A free breakfast club is available for all pupils. Breakfast is served between 8 a.m. and 8.50 a.m.(Last sitting is 8:35am) Forms to register are available from the school canteen.
	
	EQUAL OPPORTUNITIES
	


Governors have a statutory responsibility to maintain a general oversight of the organisation and curriculum of their school.

Whilst not being involved in the day-to-day running of the timetable, their role is one of asking questions and reviewing and monitoring the situation.  They must be satisfied that curriculum content does not discriminate against boys or girls, either in the manner in which material is presented, or the way in which pupils are afforded access to particular courses of studies.

It must be remembered that the curriculum is not simply a collection of subjects, but embraces everything that goes on in the school.

Here at school we adopt a whole school equal opportunities policy whereby there is no discrimination between boys and girls wherever possible i.e.

· They play the same team games; 
· They are given the opportunity to learn the same skills across the whole curriculum;

· There is full integration of all children whenever gathered together, including pupils with physical disabilities;

· Children are encouraged to be tolerant towards all others, different religions and ways of life.
Disability Action Plan

No pupil will be refused entry to the school, or to the curriculum and associated educational and social activities, on the grounds of disability. A full disability access audit by the Education Authority has been undertaken. 
Access to the Curriculum

No pupil will be barred from any educational activity on the grounds of disability.

Pupils with special requirements will be identified as early as possible. Close links with the Health Visitor will help alert the school to the possible admission of such pupils. The Special Educational Needs Co-ordinator will review each pupil’s needs, on entry, in consultation with the class teacher, parents and the Educational Psychologist to evaluate what the school and the LEA need to do in order to ensure full access to the curriculum. Where necessary, staff will be prepared by means of information sheets, briefings and by training events so that pupils with disabilities can be supported across the curriculum.

Disapplication from the national curriculum requirements will be sought only in the very rare cases where a pupil, by virtue of the disability, will find it impossible to comply.

	
	ADDITIONAL LEARNING NEEDS
	


Pupils with Special Educational Needs include those with particular gifts or talents as well as those who are experiencing learning difficulties.

The school has a comprehensive policy for Additional Learning Needs (ALN), a copy of which is available from the Head Teacher. All pupils with special needs have an Individual Education Plan, which is drawn up initially by the class teacher (School Action). At the next stage (School Action Plus) the psychological service would be formally involved, although the psychologist may have been consulted previously. If necessary a formal assessment is undertaken by the psychologist, which may or may not lead to the drawing up of a ‘Statement’ of needs for the child. 

Do not be alarmed if your child does need to receive extra support.  Children do not develop at the same pace and occasionally they may need help on their way.  Parents are fully informed and involved in all stages of the Special Needs programme.  

Children with special needs may receive additional support in the classroom or may be withdrawn individually or in small groups to receive extra tuition.
	
	THE CURRICULUM
	


 Pupils, within their classes, are usually arranged in ability groups to allow for differentiation. Sometimes they will be grouped in other ways e.g. interest or friendship groups.
Each member of staff is responsible for different areas of the curriculum. Teachers have produced school policies and schemes of work which cover the Foundation Phase and Key Stage Two curriculum. These are constantly being reviewed and updated.

Foundation Phase
Language, Literacy and Communication Skills
Children are provided with a range of experiences involving speaking and listening, reading and writing. Great emphasis is placed on the development of these fundamental skills through a variety of practical experiences.

Mathematical Development

Children will begin to learn mathematical processes and concepts through a range of activities encouraging problem solving and discussion. These activities will be based around a theme and will be reinforced using a range of teaching and learning styles. Each child will be provided with opportunities to apply their mathematical skills in a variety of ways on a daily basis.

Personal and Social Development and Well Being and Cultural Diversity

This is the fundamental element of the Foundation Phase. Through child initiated activities and experiential learning each child will gain confidence in their own academic ability. They will be encouraged to form positive relationships with other children and adults and they will learn good standards of behaviour. Emphasis is always placed on discussion of attitudes and feelings about themselves and others. 

Knowledge and Understanding of the World

Through experiential learning, each child will develop an understanding of themselves and the world in which they live in. They will understand the concept of time and will learn about materials and living things through practical tasks.

Physical Development

Children’s fine and gross motor development will be promoted daily in many different ways. They will be encouraged to use their bodies effectively by developing a sense of spatial awareness, balance and control and co-ordination. They will also learn the importance of health, hygiene and safety.
Creative Development
Children will be encouraged to develop their imagination and creativity by expressing themselves through music and art. They will be provided with structured and independent tasks which involve using a range of different tools and materials to create their own unique pieces of work.

Welsh Language Development
Emphasis is placed on teaching Welsh in an informal context during all aspects of the day. The children will develop their vocabulary through listening to stories, songs and commands in Welsh and by being introduced to the language in familiar situations.   
 Key Stage 2 (Y3 – 6)
The curriculum your child will follow will be the same as for all other State Schools.. Key Stage 2 pupils follow a   ‘Skills Curriculum.’ The content of each subject will remain much the same but there will be a greater emphasis on developing the skills of literacy, ICT and numeracy across all subject areas. There will also be an emphasis on ‘Thinking Skills’. 
The subjects taught are:

Core Subjects

Foundation Subjects
English


History
Geography


Art
Mathematics


Music

Physical Education

Welsh
Science


ICT

Design Technology


Pupils also follow a course in Personal, Social and Health Education (PSHE)

.

Core Subjects
English

Each teacher provides a varied and stimulating environment to encourage the development of Speaking and Listening, Reading, Writing, Spelling and Handwriting. Teachers believe that all work should be neat and acceptably presented. 

Pupils are taught through the ‘Read, Write Inc’ programme. At Upper Juniors ‘Fresh Start’ is used to support the older reader. Other schemes are used to broaden the reading development of your child and a close liaison between parents and teachers is encouraged with the use of a home/school reading record.  The aim is to make children readers in the whole sense of the word - for enjoyment, to retrieve information, to gain new information, to read signs, posters etc.
We have a school library and children are encouraged to borrow books for use within school and home.  It is important that your child reads books other than those from the school reading scheme.

Mathematics

Books and materials are used to ensure that the National Curriculum requirements are fulfilled. There is a great emphasis on mental mathematics and problem solving. Children study number, shape and space and data handling. Information Technology is used to enhance the maths curriculum, particularly in the area of data handling, where children need to produce graphs. Children learn through a range of practical activities.
Science

The school has a comprehensive scheme of work, which supports the new skills curriculum. This scheme of work is enhanced by published schemes and packs of support material. Children participate in many practical experiments within the classroom. A whole school investigative approach is being developed to enable children to build on their questioning and investigative thinking.

Foundation Subjects

History

Many interesting projects are developed within the school e.g. Houses and Homes, The Victorians, World War II etc.  A variety of media is used to stimulate curiosity, to relate the past to the present, to develop a framework for the understanding of time and to increase the understanding of ourselves and people in the past. The school organises educational visits to support its work in history.

Geography
The new skills curriculum for geography is supported by practical experiences such as examining and exploring local geographical characteristics, visiting contrasting localities such as Porthcawl, Swansea and Cardiff Bay and drawing simple maps. Pupils discover how the geography of the country influences life.
Art
Artwork is developed through a variety of media including paint, crayon, chalk, pencil, and ink.  Children are encouraged to paint from first hand experience and build on previous skills.
Design Technology

Children are encouraged to use construction kits from an early age in order to understand how things are assembled.  They plan, make and evaluate their work looking at how their designs can be improved.  They are provided with a variety of materials to use including paper, card, boxes, cloth and waste materials.  

Music

Music plays an important part in the life of the school.  All children are encouraged to sing, to compose and play simple percussion instruments.  Musical items are performed in assembly and feature strongly on special occasions such as St. David’s Day and Christmas. The school has a school choir which performs at various times during the year. Foundation Phase pupils (Reception – Y2) are taught violins. At Key Stage 2 Y4 are also offered Violin tuition. KS2 pupils also have singing tuition.  

Physical Education
All children must do PE as part of the new curriculum requirements. It is very important for growing children to develop their dexterity, co-ordination and awareness of their body and movement.  PE also promotes co-operation and friendly competition with team mates. Children are taught that exercise is part of healthy lifestyle and that it is a positive and enjoyable experience. Pupils from Year 3 - Year 6 receive swimming lessons.

Children will need suitable PE kit - shorts and 'T' shirt or leotard and these should be kept in school from Monday to Friday.  Children are encouraged to work in bare feet 

for P.E. and Dance but will require sports shoes for outdoor games lessons.  Please supply a bag clearly marked with your child’s name and that can be hung on their coat peg. P.E. kit with the school badge is available at Reflex on the Crown Industrial Estate. 

Welsh
All members of staff have received training in the teaching of Welsh.  The school teaches Welsh in line with National Curriculum requirements. Welsh is taught in a variety of ways - through songs, rhymes, cassettes, books and videos. Children are encouraged to use simple Welsh phrases throughout the school day to encourage a Welsh ethos.

No subject is taught through the medium of Welsh, but all children have the opportunity to become aware of their Welsh heritage, tradition and culture.  Access to Curriculum Cymraeg is positively encouraged by children taking part in Welsh singing, folk dancing and becoming familiar with Welsh legends and stories. Such activities feature strongly in our St. David’s Day celebrations.

Information Technology

All classes are equipped with computer equipment and have the latest technology to support teaching, There are interactive whiteboards in every classroom. 

The school also has a well-equipped I.T. suite and a number of hand held devices.  Information Technology is used across all curriculum areas.

Religious Studies

The school has no affiliation with any particular religious denomination and the school scheme follows the guidelines set by Blaenau-Gwent LA. 

Religious Education is taught through a broadly Christian approach, though an insight is given into the other religions represented in Great Britain, since we live in a multi-cultural society.

All pupils take part in an act of collective worship each day as well as following a programme of study in religious education. Parents wishing to exclude their children from these activities must inform the Head Teacher in writing.

Organisation

Cross curricular opportunities are explored in all subjects as part of the skills curriculum. However there is a need for some discrete subject teaching, particularly at KS2, to ensure all aspects of the curriculum are covered. When planning, staff give careful consideration to the development of the skills of communication, numeracy, and I.T. There is also an emphasis on developing pupils ‘Thinking Skills’. Opportunities are also taken to plan across the curriculum for the development of bilingualism, personal and social education, creativity and problem solving.

Sex education is included in the curriculum. Parents will be notified before any lessons are taught.

Homework

Homework will involve activities such as learning key words, helping with reading, 

learning tables and spellings. Some homework is set on-line through Digital Brain. It is therefore important that parents complete the internet consent form to allow their child access.
Learning Logs ( Home / School link ):

The teacher will also set activities to support the topic presently being covered in class. Pupils will bring home their Learning Logs over weekends for you to help and support their learning. Learning Logs will be used throughout the school. 

The conversation, language development (mathematical and linguistic) that will be generated by such activities can only serve to broaden and develop you child’s education and understanding of the world in which we live.

	
	ASSESSMENT AND REPORTING OF CHILDREN’S PROGRESS
	


The class teacher is continuously assessing your child in order to inform the next stage of learning. This assessment information is passed from class to class to ensure continuity and progression.

Nursery
An initial assessment of nursery pupils, referred to as baseline assessment, is undertaken during the first term when each child has settled. This assessment gives information on personal and social development and ability in literacy and numeracy. 

Parents of nursery children will have close contact with the Foundation Phase staff on a daily basis when information can be exchanged. Parents will also receive a written report in the summer terms. There will be the opportunity to meet the class teacher to discuss progress and any other issues.

Reception, Year 1 / 2
Parents of pupils in other classes are invited to the school each term. It is important that you take advantage of these opportunities to meet with the class teacher. Formal meetings take place in the autumn and summer terms when you will be given a private appointment to allow you to speak to the class teacher confidentially about any aspect of your child’s schooling. 
The autumn term meeting will give you the opportunity to speak with the class teacher about how your child has settled and the work that needs to be covered that year. At the summer term meeting you will be given a formal school report which could form the basis of your discussions with the teacher. 
A less formal meeting will take place in the spring term when you can visit to view your child’s work. Please note that arrangements can be made at any time during the year to see the class teacher. This must be by appointment. The class teacher may also request to see you if a problem should arise.

Pupils at the end of Foundation Phase (Year 2) and Key Stage 2 (Year 6) are no longer required to take National Tests but are subject to teacher assessment. These assessments take place in the core subjects of English, mathematics and science. The outcomes of these assessments along with the statutory literacy and numeracy(2013) tests are included in school reports and will be explained to you by the class teacher when you visit the school towards the end of the summer term. 
	
	TERM DATES AND SESSION TIMES
	


Term Dates
	2013-2014
	Term

Begins
	Half Term Begins
	Half Term Ends
	Term

Ends

	Autumn
	02.09.13
	28.10.13
	01.11.13
	20.12.13

	Spring
	06.01.14
	24.02.14
	28.02.14
	11.04.14

	Summer
	28.04.14
	26.05.14
	30.05.14
	21.07.14


	


May Bank Holiday Monday 5th May 2014
Session Times


Mornings:

0900
 - 1130 (Nursery)



0900
 - 1150 (Foundation)



0900
 - 1215 (K.S.2)

Afternoons:

1230
-   1500 (Nursery)

1250
-   1500 (Foundation)




1300
-   1500 (K.S.2)

All entrances are opened at 8.50 a.m. A member of staff will be on duty to greet you and your child.  

For security purposes doors will be locked after pupils have arrived AT 9AM. Parents arriving late with their children will need to gain access through the main entrance, which operates a buzzer system. We have to take such precautions to ensure your child’s safety.

Children are encouraged to say goodbye to their parents at the school entrance and then make their way into class where all teaching staff will be on duty from 8.50 a.m. Children should not arrive at school before this time unless attending breakfast club. The school bell will be rung at 9.00 a.m. 
There will be occasions when parents need to see the class teacher and enquiries should be kept to an acceptable minimum between 8.50 a.m. and 9.00 a.m.  Teachers are unable to see parents during teaching time.  If a serious problem occurs an appointment should be made to see the class teacher at a mutually convenient time.

Nursery children should be collected from the nursery entrance at 11.30 a.m(after a morning session) or 3pm (afternoon session). All other Foundation Phase children should be met at appropriate doors or at the school gates. This will avoid congestion.
	
	CHARGING AND REMISSIONS POLICY
	


Throughout the school year classes are taken on educational visits to enhance their understanding of certain topics being studied. Obviously the school is unable to fund these visits and parents are asked to contribute the full cost. Please note that no pupil is allowed on an educational visit without written permission from parent or guardian. Under Section 110 of the Education Reform Act all children must be included in educational visits or other activities whether they have contributed the full cost or not. However, the school reserves the right to cancel any activity or visit if sufficient contributions are not received.

	
	ATTENDANCE
	


The importance of full attendance and punctuality cannot be over emphasised and is continually being stressed to the children.

If absence is unavoidable because of illness or any other reasonable cause it is important that you inform us by telephoning the school on the first day of absence.

If a child is absent from school and no message has been received with regard to the nature of the absence the school will operate a ‘First Day Response’ policy. A member of staff will telephone the child’s home to investigate the reason for the non attendance.
The school also works closely with the Educational Welfare Officer in monitoring pupils’ attendance.

As of September 2013 all holidays will be marked as an unauthorised absence.    

	
	GRIEVANCE PROCEDURE
	


It is the policy of the school and its Governors that any grievance or complaint is taken seriously and dealt with in an appropriate manner.

Most problems can be dealt with by an informal discussion with the class teacher. If the situation cannot be resolved or the issue is more serious or sensitive, an appointment should be made to see the Head Teacher.

If not resolved with the Head Teacher a complaint should be made in writing to the Chairman of Governors who will take your complaint to the complaints panel and Caerphilly’s formal complaint procedures will be instigated. At this stage you will be provided with a copy of these procedures.

	
	ACCESS TO SCHOOL RECORDS
	


The following documents are available at any reasonable time to Governors, Parents and anyone else who wishes:

· Policy documents for all curriculum subjects;

· School Development Plan;

· Pupil Achievement – an outline of Teacher Assessment results;

· Governors Annual Report to parents;

· A range of policies covering other aspects of school life. 
	
	 GLANHOWY PRIMARY SCHOOL PTA
	


The school has an active Parent Teachers’ Association, which works tirelessly to raise funds and provide activities for the children. Meetings are held to discuss forthcoming events. All parents and friends are welcome to attend. We particularly like to welcome new parents.

The P.T.A. usually arranges one or two functions per term and the continued success of the association depends on the support of parents and friends of the school.

Funds raised are usually used to purchase items of equipment, which enhance the school curriculum. Much money has been spent over the past few years on updating flooring, desks and chairs for classrooms and providing IT equipment for the main hall.
	
	EXTRA CURRICULAR ACTIVITIES
	


These take place at appropriate times throughout the year. They include preparation for concerts and tournaments.

At present the school has netball and football teams, a folk dancing club, a school choir and computer clubs. Parents will be informed when these activities take place.

Matches are arranged with other local schools. The school also takes part in various tournaments throughout the year.
Fair Processing Notice:  What the School, Local Education Authority (LA) and Government does with Information it holds on Pupil’s.

To meet the requirements of the Data Protection Act 1998, schools are required to issue a Fair Processing Notice to pupils and/or parents summarising the information held on record about pupils, why it is held, and the third parties to whom it may be passed on.

This fair Processing Notice provides information about the collection and processing of pupil’s personal and performance information by the Welsh Assembly Government, Caerphilly County Borough Council Local Education Authority (LEA) and the school.

The Collection of Personal information

The school collects information about pupils and their parents or legal guardians when they enrol at the school.  The school also collects information at other key times during the school year.  Information is also received from other school when pupils transfer.

The School processes the information it collects to administer the education it provides to pupils.  For example:
· the provision of educational services to individuals;
· monitoring and reporting on pupils’ educational progress;
· the provision of welfare, pastoral care and health services;

· the giving of support and guidance to pupils, their parents and legal guardians;

· the organisation of educational events and trips;

· planning and management of the school.

Welsh Assembly Government (WAG) & Local Education Authority (LA)

The Welsh Government receives information on pupils normally as part of what is called Pupil Level Annual Schools Census (PLASC). The Welsh Assembly Government used this personal information for research (carried out in such a way that ensures individual pupils cannot be identified) and for statistical purposes, to inform, influence and improve education policy and to monitor the performance of the education service as a whole. Examples of these statistics can be viewed at www.wales.gov.uk/statistics and www.npd.gov.uk
The LA also uses the personal information collected via PLASC to do research.  It uses the results of this research to make decisions on policy and the funding of schools, to calculate the performance of schools and help them to set targets.  The research is carried out in such a way that ensures individual pupils cannot be identified.

In addition the WAG and LA’s receive information regarding National Curriculum assessment and Public Examination results and attendance data at pupil level.

Personal Information Held

The sort of personal information that will be held includes:

· personal details such as name, address, date of birth, pupil identifiers and contact details of parents/ guardians;

· information on performance in internal and national assessments and examinations;

· information on the ethnic origin and national identity of pupils (this is used only to prepare summary statistical analyses);

· details about pupils’ immigration status (this is only used to prepare summary statistical analyses);

· medical information needed to keep the pupils safe while in the care of the school;

· information on attendance and any disciplinary action taken;

· information about the involvement of social services with individual pupils where this is needed for the care of the pupil.

Information held by the School, LA and the Welsh Government on pupils, their parents or legal guardians may also be shared with other organisations when the law allows, for example;

· other education and training bodies, including schools, when pupils are applying for courses, training, school transfer or seeking guidance on opportunities;

· bodies doing research for the Welsh Government, LA and schools, so long as steps are taken to keep the information secure;

· central and local government for the planning and provision of educational services;

· social services and other health and welfare organisations where there is a need to share information to protect and support individual pupils;
· various regulatory bodies, such as ombudsmen and inspection authorities, where the law requires that information be passed on so that they can do their work.

Pupils have certain rights under the Data Protection Act, including a general right to be given access to personal data held about them by any “data controller”.  The presumption is that by the age of 12, a child has sufficient maturity to understand their rights and to make an access request themselves, if they wish.  A parent would normally be expected to make a request on child’s behalf if the child is younger.

If you wish to access your personal data, or that of your child, then please contact the school for further information.  

Other Information

The Welsh Government, LA and school place a high value on the importance of information security and have a number of procedures in place to minimise the possibility of a compromise in data security.

The Welsh Government, LA and school will endeavour to ensure that information is kept accurate at all times.  Personal information will not be sent outside the United Kingdom.

Your rights under the Data Protection Act 1998

The Data Protection Act 1998 gives individuals certain rights in respect of personal information held on them by any organisation.  These rights include:

· the right to ask for and receive copies of the personal information held on you, although some information can sometimes be legitimately withheld;

· the right, in some circumstances, to prevent the processing of personal information if doing so will cause damage or distress;

· the right to ask for wrong information to be put right;

· the right to seek compensation if an organisation does not comply with the data Protection Act 1998 and you personally suffer damage;

· in some circumstances, a pupil’s parent or legal guardian may have a right to receive a copy of personal data held about a pupil in their legal care.  Such cases will be considered on an individual basis, where the individual is deemed to have insufficient understanding of their rights under the Act.


You also have the right to ask the Information Commissioner, who enforces and oversees the data Protection Act 1998, to assess whether or not the processing of personal information is likely to comply with the provisions of the Act.

For further information about the personal information collected and it’s use, if you have concerns about the accuracy of personal information, of wish to exercise your rights under the Data Protection Act 1998, you should contact;

· your child’s school on 01495 722312;

· your LA on 01495 350555;

· The Welsh Government’s data protection office at, The Welsh Assembly Government, Cathays Park, Cardiff, CF10 3NQ;

· The Information Commissioner’s office help line can be contacted on 01625 545 745;

· Information is also available from www.ico.gov.uk.
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