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Section A: Introduction

Welcome from the headteacher

Welcome to Buckingham Park Church of England Primary School. We are a primary school catering for children aged
three to eleven. We place our Christian values at the heart of our work and we aim to work closely with our families
to enable each child to be the very bestyoung person that they can be — developingintellectually, physically,
emotionally, socially and spiritually. 1 hope you will find this handbook informative and we look forward to working
alongside you. If you need any furtherinformation, please do not hesitate to speak tome.

Bestwishes,

s

Headteacher

Our School
Our aimis to provide aschool which provides an outstanding education, to be at the heart of the local community,
and to set Christian values as the foundation forall that we do.

The school is based at the centre of Buckingham Park, a large housing development at the northernside of Aylesbury
town centre. The school isinclusive toall and provides a high quality, broad and balanced curriculum, whichis
appropriate forchildren of all abilities, irrespective of their ethnicity, social background or faith. Our admission policy
reflects this by prioritising local children.

The school openedin September 2012, initially admitting 60 reception children, and 30 Key Stage 1 children. We aim
to grow to a total of 420 pupils, with 60 in each yeargroup overtime. The school has a 39 place nursery withthe
potential forup to 78 pre-school children across morning and afternoon sessions. The Nursery opened in January
2013.

The school is housedina purpose-built school building, which forms part of the central square, JubileeSquare, on
Buckingham Park alongside alarge community centre, public park space and local shops.



Our Vision
Excellence, through God who strengthens us.
Our Mission

We aimto provide the highest quality all round education, for each and every child, in partnership with parents,
withinthe context of a Christian community.

Our Values
We adopt the following Christian Values as guiding principles:

Honesty
Respect
Compassion
Love
Forgiveness
Wisdom
Creativity
Thankfulness
Friendship



Our Aims

To be a learning community where:

Each childis significant; noticed, valued, respected and cherished.

Children are safe, enthusiastic, happy, engaged, courteous, and interdependent.

Each child makes sustained progress as a result of outstanding, motivating and i nspirational teaching.

The teaching of reading, writing, communication and mathematics is exceptionaland each child makes excellent
progress.

Teachers plan challenging and enjoyable tasks based on accurate assessment of pupils’ priorskills, knowledge
and understanding —supported by an outstanding, creative curriculum.

Learningacross the entire curriculumis highly valued and each subject and area of learningistreated as
significant.

To be a Christian community where:

Christianvalues are atthe heart of school life.

Thereisa stronglink with the local Church and the wider Christian community.

Spiritual development, as well as cultural, moral and social development, are integral to the learning experience
inthe school.

All children and families - those of the Christian faith, those from other faith backgrounds, and those with no
faith background - may understand more about our Christian values and faith whilst being free to make their
own choices.

To be a local community where:

The school is at the heart of the wider community, served by that community, and serving that community.

The school is fully inclusive, welcoming all sections of the wider community, including those families who do not
have a natural connection tothe school, so that all will view the school as an active and open part of the wider
community.

Effective partnerships with other community organisations are formed and have a positive impact on the life of
the school.

Everyoneisa learner—providing opportunities forlife-longlearning.



Section B: The School Day and Timetable

Daily Patterns — Reception and Key Stage 1

8.30am Doors Open
Classteachers greet the childrenat the doorby which theyenter the school. Before that time childrenwait on the
playground.

8.40am Registerand Collective Worship (Worship Time)

Registrationtakes placeimmediately usingthe electronic registeron SIMS.net. Lettersfrom parentsconceming absence are
keptinthe office. Theseletters, other |etters, paymentsfor school activities etc, should be sent to the office promptly. If
you are unableto recordyourregisterelectronically, or if someone elseis registering your class, please markthe register
clearly onaclass listandsend to the school office so that it can be transferred ontothe electronic register.

WorshipTimeis heldstraightaway. Worship Time maybe whole school, phase basedor class based. Whole school
Worship Time takesplaced inthe hall. Children areled intothe hall by theirteacherandareseatedin an arrangement

decided by the memberof staff leading Worship Time. Worship Time finishes at 9.05am

Collective Worship operatesas follows:

Monday Whole School Collective Worship led by the headteacher

Tuesday Class based reflection, worship and prayer

Wednesday Whole school Collective Worship led by the headteacher. Revd Mark or visitor
Thursday Phase basedreflection, worshipand prayer

Friday Achievement Assembly



Playtime (10.15am —10.30am) (Key Stage 1 onlt)
During morning playtime, all childrengo to the playground unless they have been given written permission to remain
inside.

The members of staff on dutygo out to the playground. Children are allowed to playwithanyof the playgroundtoys
currentlyavailable, whichare stored centrally. Notoysfrom home, includingballs, are allowedin school at all.

The end of playtime issignalled bya member of staff raisingtheir hand. Children stand still untilasked to come backinto
school. Teachers should collecttheir childrenfrom the playground promptly.

If the weather isinclement, the member of staff on dutywillinformth e staff thatthere willbe a "wetplaytime". Inthis
case, childrenremainin theirclassrooms undertaking quiet activities. The duty staff patrol the classesand mayrequest
additional support when required.

Lunchtime (12.00 — 1.00pm)
Each class shouldsay a prayer before leaving for lunchtime. Classes maywant to developabookof prayersto use,singa
prayer,oraskachildoradultto leadthe prayer.

During lunchtime the following members of staff are responsible forthe supervision of children:

e The Lunchtime Supervisory Staff
e The Headteacheror SBM(onarota)

Childreneat lunchinthedining room.

Childrenhaving a packedlunchshould collect their lunch boxes fromtheir class trolley before sitting at their designated
tables.When children have finished theirlunchthey sit at their tables until told that they maygo out to play. Children who
have notyet finished their lunchmayremain inside. Children maynotreturnto their classrooms without explicit
permission.

Childrenare allowed toplaywithanyof the playgroundtoys currently available. No toysfromhome, includingballs, are
allowed.Thereisarotaforthe use of some playground equipment.

If the weather isinclement, the lunchtime supervisors willinform the school during the session before lunchthatthere will
be a"wet playtime". Inthis case, children remainintheir classrooms undertaking quiet activities. A collection of games and
toys are availableineach classroom for this purpose. The lunchtime supervisory staff supervise children.

There isno afternoon playtime.



End of School Day (3.15pm)

Atthe endof the school day, teachers will take the children outontothe playgroundto meetthe parents. Ifachildis
attending an after school club, he or she should go directlyto their after school club. Anychildwhoisnot collectedby a
parent should be takento the office to wait for hisor her parent. Children attendingthe Jonathan Page Centre after school
club should remaininclass where theywill be collected bythe JP staff member ondutythatday.

Clubs and Extra Curricular Activities

Each member of the teaching staff leads a school club. Clubs are held after the end of school or at lun chtime.
Decisions about which clubs will be held are made at the beginning of eachterm and the informationis then
publishedinthe school newsletter. We never cancel clubs because this creates problems with parents arranging
childcare. Therefore, if you are away, please arrange foranother member of staff to coveryourclub.

Punctuality and Timetabling

It is your responsibility to be punctual. School operates most effectively when we all assume that sessions start
promptly and when we are ready and prepared. Any alterationstosessiontimes ortimetables (including any setting
arrangements) should be agreed with the headteacherin advance.



Section C: Attendance

Poorattendance disadvantages children. We aim to ensure that the childrenin our school attend regularly and on
time, and where thisis not the case, we follow astaged procedure designed to encourage consistent attendance.

While 100% attendance is clearly the ideal, in many cases legitimate illness or other factors can preventit. Such
attendance s, whereitoccurs, clearly "excellent". Onthe otherhand, attendance, which falls below 95%is a
concernto us, especially whereachildis knownto be inreasonable health and there are no other extenuating
circumstances. Inorderto ascertainthe levels of individual children's attendance, we aim to ensure thata complete
registercheckis undertaken every week, and where there is cause for concern, appropriate action shall be taken.

We are obliged to make our attendance figures known to legitimate agencies (e.g. the DfE and the County Council)
by completing appropriate returns. Electronicschool registers, on which these returns depend, should be kept
accurately.

Registers
The school uses an electronicregister through SIMS.net

The classteachercompletes aweekly sheetand returnsitto the office where itis transferred to the computer. In
time, each class teacher will have access to Sims.netviathe laptop.

If a child arrives after 8.40am, he or she should report tothe school office to be enteredinthe late book. Where
thereisan absence, you are required to enterthe appropriate code inthe register. A sickness may only be
authorisedif you have received a message from the office, orfrom a parent/guardian.

You are asked to use your professionaljudgementin deciding whether ornotto authorise an absence. Clearly,
where there is a definite pattern of non-attendance or where the explanation forabsence is unsatisfactory absence
may notbe authorised even with amessage froma parent. You may authorise an absence without a message if you
feel thatthe explanation givenis genuine and that the child concerned has normally good attendance. Inany event,
please seek an explanation forevery absence and keep a note of the response.

Procedures

You have initial responsibility for expecting good attendance and punctuality from the childrenin yourcare. You are
expectedtofind out reasons forabsence and record these as outlined above. Where you are receiving no response
from parents, you should try to talk to them personally.

Should concerns persist, you should talk to the Headteacher. He will writeto the parents to help clarify the situation
and make the school's position known. If necessary, the Headteacher willreferth e case on to the Education Welfare
Officer. The Education Welfare Officer willmonitor the attendance/punctuality of children referred. If attendance
remains poor, the EWO may recommend more work "inhouse", the involvement with otheragencies (e.g. schoo
nurse), ora formal referral.



Section D:

School Organisation

SeniorLeadership Team:
Headteacher
School Business manager

Phase Leaders:
Foundation Stage Leader
Key Stage 1 Leader

Teachers:

Nursery
Reception—Red Class
Reception—Blue Class
Year 1 —GreenClass
Year 2 —Yellow Class

Teaching/Nursery Assistants:

Nursery
Reception
KeyStage 1

Central Support Staff:
Office Assistant
Caretaker

Lunchtime Staff
Kitchen Assistant
Lunchtime Supervisors

General Information

Mr Nick Waldron
Mrs Hayley Jackson

Miss Ann Whytewood
Mr Nick Waldron (Acting)

Miss Laura Gates / Mrs Faith Beer (job-share)
Miss Ann Whytewood

Miss Christine Parker-Fraser

Miss Laura Allen

Miss Emily Hair

Mrs Julie Dysart, Mrs Emily Hyland, Miss Amy Moulton
Mrs Emma Forsyth, Miss Hyacinth Brown
Ms Suzanne Peace, Miss Elena Cooper

Miss Hannah Gibbons
Mr Joe Lucas

Miss Jo Puddefoot
Miss Mila Radojcic
Miss Kelly James
Mrs Erum Ahmed
Mrs Leigh Smith




Staff Absence

In the eventofillness, please inform yourline manager as soon as possible, either by phone ortext—please ensure
that youget areply. Ifyoudo not geta reply, please contact the headteacher. If you are absent from school you will
needto ensure thatyour absenceisrecorded in the staff absence diary, completeaself-certification form on your
return, and discuss yourabsence with the headteacher. It will help usif you phone school daily tolet us know how
youare. If you are likely to be off school forlongerthan seven days, please get appropriate certification from your
doctor and submititto school on a weekly basis.

School Closure
Buckinghamshire schools do not close unless authorised to do so by the headteacherin consultation with the Chair
of Governors and the Area Education Office. Itis most unlikely thatthe school would ever close.

Any school closure will be published on the Bucks County Council School Closure website:

http://appsl.buckscc.gov.uk/eforms2005/5SSchoolStatus/default.aspx

Ifyou believethat makingajourneyto school would be dangerous, then you should contact yourline manager.

The Staff Lounge and Office

The staff lounge and office are for adults only. If children wish to speak to a member of staff then they knock at the
door and any ensuing discussion takes place out of the room. Children may only go into the staff room s when
accompanied by a member of staff. We do not have our"own" chairs in the staff room. People sitwhere the y please.
Tea, coffee and waterare always available. Contributions are made regularly for the purchase of these. The staff
lounge is equipped with a microwave oven, toaster, fridge, freezer, dishwasher and waterboiler. The loungeis
designedtobe a place of relaxation —therefore, the staff office should be used for PPA time, telephone calls or
professional discussions.

Please be very aware of confidentiality issues when chattingin the staff lounge —parents and othervisitors will use
the lounge from time totime (and anyone inJubilee Square will be able to hear our ‘balcony talk’!)

Mobile Phones

Mobile phones are a superb tool forschool and personal use. They can also be a distraction. Pupils should not have
mobile phonesinschool withoutthe express permission of the Headteacher (and in these exceptional circumstances
will be stored in the office during the school day). Staff may have mobile phonesin school but should ensurethat
they are switched off oron ‘silent’ throughout the school day. If youneedtotake a call, please findaquietplace —a
busy staff room is not the place for a telephonecall. Itisnot acceptable to use your mobile phone duringlesson
time.

Smoking

Smokingis notpermitted anywhereonthe school site (including the outside areas. If you see anyone smoking,
please politelyremind him or her of our school policy orreportthe matterto the school office. Thisrule appliesto
all visitors and contractors, at any time of the day.

Stock, Equipment and Resources
The stock cupboard outside the group roomis available to all staff. Init are stored consumable materials other
than subject specificequipment and that keptin classrooms.

Please inform the School Business Manager if you see that supplies of any item are gettinglow. Please make the
efforttotake just whatyou need fromthe stock cupboard so that we have an accurate view of the remaining stock
inschool — if lots of stock s stored in classrooms we are unable to manage our stock levels effectively.

Please do not take any stock items from the office without first checking with the SBM. Generally, office stockis
reserved for office use only.


http://apps1.buckscc.gov.uk/eforms2005/SSSchoolStatus/default.aspx

Multi-function Printers and Copiers

The school has two multi-function printers. The main printercopierisinthe reprographics roomandthe secondisin
the main school office. We pay for each copy that we make on these printers, with the main copy printer beingthe
cheaperofthetwo. Therefore, please be careful about the number of prints / copies you are making and always use
the main printer copierwhenyoucan. Colourprintsand copies are significantly more costly than greyscale prints
and copiesso please only use colourifitisabsolutely necessary. Ask yourself the following:

Do | need to print or copy —is there an alternative?

Can | reduce the number of copies?

Can | reduce the size (print two to a page) or print back to back?
Can | printin greyscale rather than colour?

AW

Ifthereis an errorwith a printer-copier, pleasereport this to the School Business Manager. Likewise, pleasereport
when paper, toneror staple supplies are getting low.

Curriculum Policies and Schemes of Work

We will develop our curriculum and gradually create full curriculum policies and schemes of work for each subject.
Discussions, led by Subject Leader, willtake place in staff meetings so that everyoneisinvolved inthe creation of
material. The actual drafting of policies and schemes of work is the responsibility of the Subject Leader. Policies and
Schemes of work are discussed, agreed and adopted by the Governing Body in the term following the drafting
process.



Letters to parents

When organising visits or activities within the classroom, you may need to write to parentsto enlist their help orjust
to gaintheirpermission forthe activity to take place. Itis most appropriate forletters to go out ove rthe name of the
teacher(s) organising the activity, butany letters sentto parents need the priorapproval of the Headteacher.

If you wish towrite to individual parents about a particularissue, then approval should be soughtfromthe
Headteacher. Copiesofthefinal letterandanysubsequentreplyshould gotothe office forfiling.

Lost Property
Alllost property should first of all be checked to see if it has a child's name attached. If it does, it should be returned
directly and immediatelyto the appropriate child. Any unmarked lost property should be handed in at the office.

Personal Appearance
All children should comply with the school’s uniform policy. Any breaches should be dealt with promptly and
sensitively (the responsibility for personal appearance and uniform does notlie solely with a child).

Staff appearanceisalsoimportant. We recognise that there are many acceptable styles of dress, including clothes
worn for cultural and religious reasons. However, itisimportant that al | staff dress appropriately and give a positive
image of the school. Many parents have expectations of school staff as professionals in charge of their childrenand
theirviewsshould be respected. We would expect all staff to wear modest, smart, professional work wear (no
jeans) and suitable footwear which setsagood example to the children and portrays a professional image.

All staff must wear an identification badge at all times whilst on the school site. If forany reasonyou do not have
your badge, please reportto the school office foratemporary replacement badge.

For particular activities, such as teaching PE, it sets a good example to pupilsif staff also change into suitable
clothing. Forreasons of safety, staff should always change into suitable footwear for PE.

Itisnot acceptable to eat or drinkin the classroom when you are teaching —thisincludes chewinggum. Itis
acceptable to have a water bottle available inthe classroom as thisis a positive modelforthe children. Where staff
are unable totake a drink break (for instance, when on playground duty, orteachingin Early Years), h ot drinks are
permitted, butonlyinaninsulated, lidded, non-spill container.

Working together

Effective schools are those where staff work co-operatively together. Discrimination by any member of staff will not
be tolerated. Staff are expected to work together showing respect, courtesy and fairness whatever the staff
member's positioninthe school.

The school will not accept any member of staff intimidating colleagues or using offensive, threatening orinsulting
words or behaviour. Itisimportant, therefore, torememberthe difference between laughing with someone and
laughing at someone.

Working with Integrity

All staff are expected to work with integrity and honesty. Occasionally, school staff are putina position wherethey
feel they might be being compromised - if this occurs you should discuss the matter with the Headteacher or Chair of
Governors.

If school staff are offered favours, substantial gifts (worth over £25) or gifts which could be compromising, you must
informthe headteacheror Chair of Governorsimmediately,and before accepting the gift.

All school staff are expected to complete a Pecuniary Interest Form on which you should declare if you have aclose
friend, partnerorrelative whois providing goods or services to the school or whois applyingforajob inthe school
or whois bidding fora contract inthe school.

If staff have concerns about the integrity of other staff they must report their concerns to the headteacher or Chair
of Governors. They may also seek advice from theirtrade union.



Booking and paying for a staff meal
Any member of staff wishing to have a hot meal should informthe School Business Managerand setup a Parent Pay
account through which payment forthe meals are made.

Confidentiality
We are committed to respecting the confidentiality of each member of our school community. We have a separate
confidentiality policy which every staff member should read and sign.

Whistleblowing
Ifyou believethere has been anyfraud, irregularity, corruption or the law has been broken, you should followthe
procedure in the school’s Whistleblowing Policy which every staff member should read.

Identification Badges

Staff should weartheiridentification badge at all times. If youlose yourbadge please reportthisimmediately to the
school office. Every staff memberand visitorto the school should wearabadge. If you see any adultin school who
isnot wearinga badge, please accompany him or herto the school office tosignin.

Use of the Internetat school and at home

The school has a code of practice for using the Internet and email. Each member of staff will be issued an email
address with the Bucks Grid for Learning. No otheremails can be accessed fromthe school. School emails should be
checked at least weekly.

Each member of staff is responsible forensuring that his or her use of email and the Internetisappropriate andin
keeping with their position asa member of the school staff team. In particular, school staff should be careful in their
use of social networking sites (such as Facebook, Bebo, MySpace or Twitter). Postinginformation and pictureson
social networking sites poses particular risks because users do not have full control of what appears on their pages or
who may see them. ltis, therefore, incumbent on each member of staff to ensure that they are monitoringtheir
space closely and making wise choices. The following guidance may be helpful:

1. Chooseyour ‘friends’ or ‘followers’ (those who can access and post onto your page) wisely. Itisinappropriate to
communicate with pupils inthis unregulated environment.

2. Be aware that anythingthatyou post or commentwill be seen by others —you are, in effect, publishingthose
comments or pictures. Your comments and pictures, should therefore, be appropriate giventhatyouare a
member of school staff. Neveruse bad language.

3. Ensurethat youmanage your security settings are set as you wantthem. These will determinewho canview
and postto your pages.

4. Rememberthatinappropriateuse of the internet orsocial networking sites from within or outside school could
constitute adisciplinaryissue.

5. Pleasereportanyconcernsdirectly tothe headteacher.



Section E: Health and Safety

We wantto provide asafe and healthy working and learning environment for staff, pupils and visitors.

You should take reasonable care of your own health and safety and any other persons who may be affected by your
acts or omissions at work.

In particularyoushould:

a) Be familiarwiththe safety policy and any and all safety regulations laid down by the County Council and adopted
by the Governing Body

b) Ensure healthandsafetyregulations, rules, routines and procedures are being applied effectively by both staff
and pupils.

c) Ensurethatallequipmentisingoodandsafe workingorder. Itis essentialto complete avisual inspection of all
equipmentused.

d) Notmake use of unauthorised equipment. Someequipment requires additional training —please check before
usingequipmentifyouare unsure.

e) Use the correct equipmentandtoolsforthe joband any protective equipment orsaf ety devices that may be
supplied.

f) Reportany defectsinthe premises, plant, equipment and facilities that you observe.

g) Takean activeinterestin promoting health and safety and suggest ways of reducingrisks.

Your health and safety representativeis the School Business Manager. She can provide you with full details of
procedures adopted within Buckinghamshire schools.

lliness/ First Aid

If a child feelsillduringthe school day then itis the responsibility of the class teacherto make a decision as to how
to proceed. If necessary, s/he can be accompanied to the school office forattention. We will decide whetherto
send the child back to class, keep him / her inthe medical room to rest, summon a parent or take the child directly
to hospital. Youwill be informed as soon as possible of the action that has been decided upon.

Ifa child requires First Aid during the school day, aregistered First Aider should be summoned. Alistof members of
staff who hold firstaid qualification is held by the School Business Manager. If the child cannot move him/ herself,
then do nottry to move him/ her unless notto do so would be life threatening.

In the case of a minoraccident, the member of staff discovering the accident should complete the schooI's accident
book. Thisis keptinthe medical room.

In the case of any accident, we would seek toinform parents either atthe time or at the first appropriate moment.

Potential Hazards
The School Business Managerand caretaker carry out a termly site inspection on behalf of the governing body. If
you identify any potential hazards, pleasereportthese tothe SBMimmediately.

Storage and administration of medication
Asthmainhalers may be kept by individual children and if so should be carried by them at all times. Before P.E.,



swimmingorany physical activity, please ensurethat all asthma sufferers have theirinhalers with them. We also ask
for asecondinhalertobe stored centrally.

In exceptional circumstances, we will agree to administer medicationin school. Thisis at the headteacher’s
discretion. In such circumstances, parents will be requested to complete a medication form.

Visitorsin school

All visitors to school, otherthan parents attending an organised activity, should report to the office on theirarrival
and be issued with avisitor's pass. They will then be escorted to their destination or, inthe case of some
maintenance staff, be allowed to move around the school unaccompanied. Ifyou see anystrangerin school
without anidentification pass, please accompany them immediately to the office (This is not a task that can be
delegatedto children).

Please note thatyou should never putyourself orthe childreninyourcare at risk. If youhave any reasonto be
concerned abouta visitorin school, and would prefer notto accompany them to the office, leavethemalone and

summon help immediately.

Jewellery
Children atschool should wear no jewellery, otherthan watches. No exceptions willbe made.

Evacuation Procedure
An emergency evacuationis held duringeach term.
1. Intheeventoffireinthe buildingthe fire sounders and flashing beacons will be activated.
2. Theadultresponsible forthem will escort children at that time to the edge of the school playground nearest
thefield. Childrenshouldwalk quickly and assilently as possibleand thenformupin classlines. (Teachers

should ensure that they know all available means of exit)

3. Onarrivalinthe playground, class teachers will be responsibleforcheckingthatall the childrenare in
attendance.

4. Pleasereportnamesofanychildrennotinclasslines(excluding absentees) to the Headteacher.

Lone Working
If you are workingin school alone, please ensure that you take the following precautions:

Let someone know thatyouintendtoworkinschool, and what time you are expectingtofinish.

Let that person know when you have finished workingin school.

If you are inschool for longerthanan hour, speakto that person each hourto reassure them of your safety.
Have a mobile telephone with you atall times.

WP



‘Lock Down’ Procedure
The school may instigate alockdown procedure, forexample, wherethere isathreatfromeitheran intruderon the
school grounds or within the vicinity of the school,

The lockdown signal forthe school is the intermittent sounding of the fire warning.
In the eventofarequiredlock down:

— Allstaff and children should returnto their class base and await furtherinstruction

— Centrally based office and caretaking staff should report to the headteacher

— Doors, windows and blinds should be closed as a precaution

— Pupilsand staff should be prevented from leaving the classroom or safe area during a lockdown procedure.

— Teaching should continue normally so as not to worry children. Alternatively, pupils can participate ina
quiet activity or game —remaining quiet and calm.

Staff will be informed when the Lock Down is lifted.

Manual handling
Manual handling should be reduced as far as possible. If you needto move something from one place to another,
please keep the checklist (below) in mind. Please seek help from the school caretakeroranother member of staff.

A checklist forsafe lifting:

— Do not move or carry any load unless you absolutely must.

— Before attemptingtoliftaload assessits size and shape. Obtain assistance if required.

— Checkthere'senough space to make the liftand space to reposition the load asrequired.

— Stand correctly, with a straight back and yourchin tuckedin, close to the load you are to lift - your feet should be
apart with one footin front of the otherfacinginthe intended direction of travel.

— Liftwithyour knees bentand use yourlegs, notyourback, as the lifting power.

— Make sure you have a good grip on the load before liftingand do not change yourgrip once carrying. Do not
allow the load to obstruct your field of view - if itistoo large seek assistance. Set the load down gently - again
keep yourback straightand knees bent.

— Asfaras possible, store heavierloads at ‘lifting height’. Never place heavyloadson highshelves.

Housekeeping and Storage
It's a good ideato familiarise yourself with your classroom or work area as soon as you can.

Rememberthata tidy school is a saferschool. Train the childrentoreplace items neatlyintheircorrect place. If you
see an untidy area, arrange for it to be tidied as soon as possible. If you are unable to make an arrangement for
remedial action, please reportthis asa health and safety concerntothe Headteacher.

The checklist below should help you review your storage arrangements.

e Checkthe safe loading of racks, shelvesand floorsand do notexceedit.

e Ensure stacks onfloors or racks are stable and do not protrude into gangways.

e Make sure thereisa safe way of accessingloads on racks and that any ladders orsteps used are appropriate
and ingood repair.

e Storeheavyitemsasnearto floorlevel as possible.

e Checkloadsthat mightroll or move.



Section F: Behaviour and Discipline Policy

1. Aims and expectations

1.1.

1.2

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

At Buckingham Park Church of England Primary School itis important thatevery member of the school
community feelsvalued and respected, and that each personis treated fairly and well. We are a caring
community, builton aclear Christian foundation and rooted in Christian values. We aim to provide the
highest quality all round education, for each and every child, in partnership with parents, within the
context of a Christian community. Inshort, ‘Excellence, through God who strengthens us’.

The school behaviour policyistherefore designed to support the way in which all members of the school
can live and work togetherin a supportive way. It aims to promote an environment where everyonefeels
happy, safe and secure.

The school has a behaviour code whichis based onJesus’ Sermon on the Mount. Itis a means of
promoting good relationships, so that people can work together with the common purpose of helping
everyone tolearn. This policy supports the school community in aiming to allow everyone to work
togetherinan effective and considerate way.

The school expects every member of the school community to behave in a considerate way towards
others.

We treatall children fairly and apply this behaviour policy in a consistent way.

This policy aims to help childrento grow in a safe and secure environment, and to become positive,
responsible andincreasingly independent members of the school community.

The school rewards good behaviour, asit believes that this will develop an ethos of kindness and co-
operation. This policy is designed to promote good behaviour, ratherthan merely deter anti-social

behaviour.

The school does not tolerate bullying of any kind and has a separate Anti-Bullying Policy.



2. Behaviour Code

2.1.

2.2

2.3.

3.1

3.2.

Our Behaviour Code is atthe heart of our expectations of behaviourand our strategies for promoting
positive behaviour. They are not a set of ‘rules’ buta set of values based onJesus’ Sermon onthe mount.
Our behaviour policy and approaches to promoting positive behaviourare underpinned by the code.

&

[D We are kind, helpful and polite
We do our best
We are honest
We share
We are peacemakers
We forgive others
We look after things

\/

The code isdisplayed on every classroom and corridor wall, and in Parents’ Guides. In addition, each new
pupil and member of staff receives a copy of the code to keep.

Each class teacher discussesthe Code with theirclass atthe beginning of each yearand at appropriate
times throughout the year. The code is reinforced through assemblies and through regular class -based
Circle Times.

Promoting Positive Behaviour

It isthe responsibility of the whole school community to create a safe, orderly and calm environment
conducive to successful teaching and learning. The curriculum must be relevant, planned and
appropriately delivered to caterfor all children'sneedsin orderforthemto be well motivated and
successful. We should all promote agood role model in orderto encourage childrento develop self-
esteem and self-discipline and to realise their full potential.

We praise and reward children forgood behaviourin avariety of ways:

- teachers congratulate children, often using verbal praise, stickers, stamps and certificates or a
note ina work book

- teachersgive children individual / table / group / class points

- each weekwe nominate two children from each class toreceive a certificate in assembly

- childrencanbesentto the headteachertoshow an outstanding piece of work or to be
congratulated forgood behaviour

- informal orformal contact with parents

- otherclassbased systemsare developed fromtime to time with the approval of the
headteacher



4. Sanctions

4.1. We have adopted arange of responses fordealing with inappropriate behaviour which we have
categorised accordingto the nature of the intervention.

Level 1 General reminderand use of positive reinforcement

In the firstinstance, ageneral reminderorglance isenoughto correct any slight behaviour
difficulty. This can often be done without drawing attention to the behaviourorto the individual
child. E.g. “Could| just remind everyone thatyou have been asked to work silently”. Praise often
works well inthis situation as a way of positively reinforcing good behaviour. E.g. “Well done
Samantha, you are working hard”.

Level 2 Warning

If a child continuesto exhibit behaviour whichis contrary to the Behaviour Code, amember of
staff will warn that child that continuing that behaviour may lead to a period of time out. We will
endeavourto ensure that the child fully understands the warning. Wherever possible, the warning
will remind the child of the significant statement from the Code eg. “Jon, thatisa warning, you
are notbeingkind and helpful”. If thisresultsin the required behaviour, we praise this. We are
encouraging children to make good decisions about their own behaviourand the use of a warning
givesthemthat opportunity.

Level 3 Time out within the class

If, havingbeen warned, achild continues to exhibit the same behaviour, then that child will have a
period of ‘time out’. The child will be expected tositsilently onthe time out chairfor a period of
time appropriate to hisor herage (typicallyaminute foreachyear). If a member of staff other
than the child’s class teacher takes away time they will inform the child’s teacher.

Level 4 Yellow Card (Time out of class)

If poor behaviour of the type in Level 3 becomes persistent, orif the misdemeanouris judged
immediately serious enough to warrantit, then the child will be sentto a colleague for ‘Time Out
of Class’ before returning to the lesson oractivity.

Level 5 Red Card (involvement of headteacher/ senior staff)

If Level 4 type behaviour persists, orif the misdemeanourisjudgedimmediately serious enough to
warrant ita child will be senttothe headteacherorseniorcolleague. The headteacher will follow
this up with the childand member of staff. Parents are alwaysinformed if theirchild reaches Level
5. Ifa childreceivesthreered cardsinany halfterm, a meeting with his or her parents will be
arranged at which a fixed term exclusion will be considered.

4.2. |Ifthe interventions described above are unsuccessful forany child in securing behaviour whichiis
conducive tolearning forthat child and others, the headteacher will supportthe class teachertointroduce
strategies which are additional to those outlined above. These mayinclude:

- Adailylogbook of behaviour

- Meetingwith parents

- Formal written warnings

- Supportfromthe behavioursupportteam
- Internal Exclusion

- FixedTerm Exclusion

- PermanentExclusion

An exclusion willalways be considered appropriatein cases of violence, aggression orthreatening
behaviourtowards anadultinschool.



4.3.

For clarity, some behaviours will automatically lead to particular sanctions:

General warning,
followed by a specific
warning, followed by
time outin class.

Low level misbehaviours
For example:

Talking at the wrong time, Calling out, Breaking an established rule
(Runningina corridor).

Yellow Card—Time out
inanotherclassroom
until the end of that
session.

(ClassteacherorTA)

Having received ageneral warning, specificwarning and time outin
class, the low level misbehaviour continues.

Or immediately forthe following behaviours:

— Impolitenesstowards anyadultinschool

— Notfollowingthe reasonable and repeated instruction of amember
of staff

— Anysmall-scale deliberate damage to school property (eg. Snapping
a pencil)

— Use ofinappropriate language

Red Card — Sentto a
member of the senior
leadershipteam.5
minutes.

(Teacheror HLTA)

Having received ayellow card and returned to class, that same
behaviour persists.

Or immediately forthe following behaviours:

— Acts of violence towards another pupil

— Threatening, intimidating or abusive language or behaviour
— Anyact of deliberate defiance towards an adultin school

— Anysignificant deliberate damage to school property

Automaticletterhome.

3 redcards in a halfterm, interview with parentsat which a fixed term
exclusion will always be considered.

5. Children with Special Educational Needs

5.1. Forsome children, often classified as having social, emotional or behavioural difficulties, the school will
needtorespondina way thatisadditional to or different from otherchildrenin orderto positively
manage theirbehaviour.

5.2. Ifthisisthe case, that child will be placed on School Action or School Action Plus within our Special

Educational Needs provision and an Individual Education Plan will be written for them detailing specific
behaviourtargets and strategies for meetingthose targets.



6. Working with parents

6.1.

6.2.

6.3.

6.4.

The school works collaboratively with parents, so children receive consistent messages about how to
behave athome and at school.

We explainthe school behaviour code in information packs for new parents, and we expect parentsto
read these and supportthem.

We expect parents to supporttheirchild’slearning, and to co-operate with the school. We tryto builda
supportive dialogue between the home and the school, and we inform parentsimmediately if we have
concerns abouttheirchild’s welfare or behaviour.

If the school hasto use reasonable sanctions, parents should support the actions of the school. If parents
have any concern about the way that their child has beentreated, they shouldinitially contact the class
teacher. If the concern remains, they should contact the headteacher.

7. Fixed-termand permanentexclusions

7.1.

7.2

7.3.

7.4.

7.5.

7.6.

7.7.

7.8.

Only the headteacherhasthe powertoexclude apupil from school. The headteacher may exclude a pupil
for one or more fixed periods, forup to 45 daysin any one school year. The headteacher may also exclude
a pupil permanently. Itis also possible forthe headteacherto convertafixed-termexclusionintoa
permanentexclusion, if the circumstances warrant this.

If the headteacherexcludes a pupil, he informs the parentsimmediately, giving reasons for the exclusion.
At the same time, the headteacher makesitcleartothe parents that they can, if they wish, appeal against
the decisiontothe governing body. The school informs the parents how to make any such appeal.

The headteacherinformsthe Local Authority and the governing body about any permanent exclusion, and
aboutany fixed-term exclusions beyond five daysin any one term.

The governing body itself cannot either exclude a pupil or extend the exclusion period made by the
headteacher.

The governing body has a discipline committee which is made up of three members. This committee
considers any exclusion appeals on behalf of the governors.

When an appeals panel meets to consider exclusion, they consider the circumstancesin which the pupil
was excluded, considerany representation by parents and the Local Authority, and consider whetherthe
pupil should be reinstated.

If the governors’ appeals paneldecides that a pupil should be reinstated, the headteacher must comply
with thisruling.

Parents have a legal responsibility, under Section 103 of the Education and Inspections Act 2006, to ensure
that theirchildis not presentina publicplace without reasonable justification during the first five days of
each and everyfixed term orpermanentexclusion. Thisrequirementapplies whetherornotthe pupilisin
the company of the parent. A failure to comply with thisrequirementis an offence. Parentscan be
prosecuted, ormay be given afixed penalty notice if they fail to do this. The pupil may also be removed
from the publicplace by the police and taken to designated premises.



8. Monitoring

8.1

8.2

8.3.

8.4.

The headteacher monitors the effectiveness of this policy on a regular basis. He also reports to the
governing body on the effectiveness of the policy and, if necessary, makes recommendations forfurther
improvements.

The school keeps a variety of records of incidents of misbehaviour. The class teacher records those
children who have hadtime outin class or have beenissuedayellow orred card. We also keep a record of
any incidents that occur at break or lunchtimes.

The headteacherkeepsarecord of any pupil whois excluded fora fixed-term, orwhois permanently
excluded.

Itisthe responsibility of the governing body to monitor the rate of exclusions, and to ensure that the
school policyisadministered fairly and consistently.



Section G: Parental involvement

Itis part of the general ethos of the school that Parents are partnersin education. Parents who show sympathy,
understanding and respect forthe pupils, and who will persuade all our pupilstofeel good aboutthemselves as
learners, and who care about doingtheirbestforthe children, will be valued as helpersinthe classroom.

Parent Teacher Association
We are in the process of establishinga PTA forthe school.

Communication and Information
In orderto maintain effective communication with parents, to ensure that we work in partnership with them, we
have established arange of communication tools.

‘Park Life’ Newsletter
The school newsletteris senthome about every twoto three weeks duringtermtime. Itemsforinclusion should be
submitted tothe headteacher.

Parents Briefing Papers
Briefing papers that consider particularissues (forexample, sex education orhomework)are senthome fromtime to
time.

Parents Information Evenings
The school hold a number of information evenings to consider particularissues.

Parent Teacher Consultations
Parentsare invited to meet with their child’s class teacher inthe Autumn and Spring terms.

Questionnaires and Feedback Forum
Parents’ views are sought through a questionnaires and atermly feedback forum.

School Website
The school has website which holds awide range of information.

Twitter and Facebook

The school has a Twitterfeed and a Facebook page. Shortreminders are regularly placed onthese sites by the
headteacher. No-oneelsehasaccessto these pages and the security settings do notall ow other usersto post
messages



Section H: Supervision of children

Whilstin school, children are placed by parentsin the care of the school and the staff. The term"inloco parentis"is
used to describe the responsibility of ateachertowards a pupil. Thisinvolves not only moral butlegal obligations
uponthe teacherin everyaspectofthe job. The schoolisresponsibleforthe physical safety and well being of each
pupil duringthe time they are in our care, and parents expectall reasonable care to be taken so that this isthe case.

Childrenshould therefore be undersome degree of supervision atall times. The levelof supervision willvary
accordingto the circumstances and the childreninvolved, but should be such that this responsibility is met. For
example, achild carryinga message etc.,and having been giveninstruction asto whatto do, is still underthe
supervision of the teacher, although that teacheris not physically with the child. One should apply the test of
"reasonableness" with regard to which children are involved, the nature of the errand and the time to be taken. No
child should be sent out of the school grounds on an errand without priorarrangement.

Teaching time

You should ensure that classes are supervised when in the classroom, or moving round the building. A higherlevel
of supervisionis called for when children are moving en masse round the buildingthan whenthey are seatedinthe
room. You should not normally leavethe class duringlesson time without reasonable cause. What constitutes
reasonable would have to be determinedin each case, but where thisis necessary, clearinstructions fortheirsafety
should be giventothe class (i.e. Remainingin seats etc.), and the absence should be as brief as practicable. Where
appropriate, the neighbouring teacher may be informed. Advance planning should virtually eliminatethe need for
fetching of equipment duringthe lesson. Youshould ensure thatyou are ready to receive the childreninthe
classroom, especially so after breaks when the children enterthe school full of high spirits and thus more prone to
accidentand mischief. Apromptreturnto duty after breaks ensures adequate supervision. Whenthe class are
leavingthe room, especially at the end of the session, you should seethat the roomis cleared before leaving.

Coach Travel

Classes travelling by coach are naturally more excitable by virtue of the breakin routine. However, the possibilities
of accidentthrough high spirits are increased, and of course the reputation of the school depends on how outsiders
see the children behave.

Therefore the school has a set of guidelines for coach travel which should be followed forevery journey and forms
part of the risk assessment forany journey by coach.



Section I: Visits

We believe thatvisitsand journeys have animportant partto playin education as an essential part of the delivery of
the curriculum.

We needtoensure that:

— Organisationand planning of any visit are thorough

— Allforeseeableproblemsare eliminated

— Thevisitachievesits educational objectives

— Allreasonable care istakentoensure the safety and well being of organisers and participants

All visits must be sanctioned by the headteacher before any communication with parentsis made. No exception will

be considered. Pleasegive as much notice as possible to possible excursions as many will require clearance by the
LA or Governing Body.

All visits should be placed on the web based Educational Visits system, ‘Evolve’. Requests forvisits must be placed
on Evolve at least one calendar month before the visitisintended to take place.

Level of Supervision
The school follows the levels of supervision contained in the Buckinghamshire guidelines for educational visits.
These are strictly adhered to. Any member of staff wishingto checkthe levels should consult the headteacher.

Consent of Parents
All visits must have individual written consent. No exception willbe made withoutthe permission of the
headteacher.

Transport
Children may either be transported by coach, minibus or by car.

Coaches:
Children mustsitone persontoaseat. The school’s coach travel guidelines must be followed.

Cars

All drivers must have up to date insurance and (if appropriate) MOT certificates fortheirvehicles. Children
must wear seat belts at all times. Seatingmust be ona one to one basis. All staff are advised to upgrade
theirinsurance to business use. Thisis usually provided free of charge to school staff.

Charging
All parents have been informed of the School's charging and remissions policy asitis published inthe prospectus.

Health and Safety
A responsible adult must be appointed to be in charge of First Aid on any visit by the teacherin charge, unless the
establishment being visited has its own First Aid arrangements.



Residential Visits
Detailed guidance is given on the County’s website in the ‘Schoolsweb’ section

Checklist for Planning Visits

1.

Identify the educational purpose of the visit
Check that the aims and objectives match the age and educational development of the children
Identify any associated costs

Agree the visit, in principle, with the Headteacher. (Parentsshould notbe advised of any visit without the
permission of the headteacher).

Addthe visitto the EVOLVE online visit system atleast one month before the proposed visit.
Conducta visitriskassessment and agree with the headteacher.

Notify parents. Parents should receive advance notification of any visitas soon as ithas been agreed with the
headteacherand should receiveall final arrangements atleasttwo weeks in advance of the visit taking place.




Section J: Leadership and Management

Phase Leaders:
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SubjectLeaders:
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Ann Whytewood
Nick Waldron (acting)



Area Managers:

Special EdUCatioNal N@EAS..........ovvvviieieeeeeeeeiee e Nick Waldron (Acting)
Newly Qualified Teacher Mentoring.........uuceiieieiiiiiiicece e Ann Whytewood
StudentTeacher MEeNTOIING.....covviiiiii e e e e e e

GTP MENTOITNG . ceetnieeeii ettt e e et e e e e e e e e eera s e e eenaeeees

F N E =T o | O Nick Waldron (Acting)
] T VTP

Health and Safety.......cce i e Hayley Jackson

Child Protection (designated teacher) ............uueeieeieiiieeiiiiiie e, Nick Waldron

GiIfted anNd TalENTEA c.ovveiiiiiiiei e et a e Nick Waldron (Acting)



The role of the SubjectLeader

Co-ordination of teachers, LSAs, admin staff and helpersin consultation with the Headteacher by:
Induction, guidance and continuous support.

Oversight of work or staff, including assessment and evaluation

Encouragementand motivation

Wider consultation as appropriate

Assistingin the professional development of the above, includingin-service training
Advisingthe Headteacher of requirements

I

Structure and policy statement by:

1. Ensuringthat discussion, development, formulation and maintenance of a policy statement takes place, taking
into account DCFS/LA advice and the school'steachingand learning policy.

2. Producinga synopsis of the policy statement forinterested parties.

Methodology, ensuring that:
1. Teachingapproachesusedforthe curriculum areas are compatible with the school's teachingand | earning

policy.

Continuity and liaison by:

1.  Ensuringco-ordination and continuity of this area of the curriculum within the school.

2. Maintainingand developing discussion between otherschoolsin the liaison group as appropriate.
3.  Maintainingand developing links between the school and first / secondary schools

4.  Maintainingand developing appropriate home/school links and approaches forand with parents.

In-service support:

Ensuringattentionisdrawntorelevant courses as detailedinthe LEA's handbooks.
Attendingrelevantlocal, region and national courses as appropriate.

Encouragingthe participation of colleagues as appropriate

Ensuringrelevantinformation andideas are shared with colleagues after meetings or courses.
Initiating school based in-service activities and parent workshops

Helpingto support colleaguesin classrooms as appropriate
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Target settingand monitoring of progress by:

1. Managing curriculumreviewsinline with the school development plan

2. Monitoringstandardsinthe subjectandidentifyingareasfordevelopment
3. Devisingand sustaining means of monitoring progress

4. Fosteringawareness of techniques for helping children with special needs

Evaluation, appraisal and assessment by:
1. Assistingthe Headteacher with the aforementionedinrespectoftheircurriculumarea.

Stock and resourcesinrespect of:

1. Puttingtogetheranannual budgetbidfordevelopmentand consumable resources within the subject

2. Orderingdevelopmentand consumableresources subjecttothe eventualbudgetallocation

3. Assistinginthe allocation, storage, oversight/care of, security of, checking of and monitoring of equipment and
resources.

4. Ensuringthat anyclassroom resource areas are appropriately stocked and organised.



Section K: Financial Procedures

The school follows strict financial guidelines. If youare in any doubt, please ask. A copy of the finance manual is
available from the School Business Manager.

Curriculum Spending

Stock, equipmentand resources required for specificcurriculum areas are managed by Subject Managers. The
ordering of such equipment, whether consumable or otherwise, is subject to a bidding process carried out as part of
the budget cycle and in conjunction with the School Improvement Plan.

The processis as follows:
January Define plansforthe nextfinancialyear
Cost requireditems
Submit expenditure proposals to Headteacher

February All proposals discussed by staff team.

Major proposals discussed by Governing Body
March Budget created and expenditureallocations agreed.
April onwards Expenditure takes place.

Project/ Expenditure proposal forms are available from the Office.

Please note the following checklist:
e consultwith othermembers of staff where necessary when ordering
e keepsome fundsinreserve untillateinthe year-you mayneedit!
e don'tforgettoorder beforethe "spendingfreeze" atthe end of January.

When ordering:

e Look firstinthe GLS-Ed Catalogue (keptinthe filing cabinetin the medical room) forany goods. Compare prices
with at leasttwo othersuppliersinordertoachieve bestvalue (Including County Supplies)

e Complete anlInternal Order Formand hand itin to Hayley Jackson.

e Whentheorder hasbeenapproved by the Headteacherand processed, acopy will be placedinthe appropriate
budgetfile. Please keep arunningtotal of yoursubject's expenditure inyoursubjectleaders file.

e We neversee "Reps" without an appointment. Official orders should follow a Reps visit - neveragree toan order
whenthe Repison site.

e Inspection copiesofitems should only be ordered with the agreement of the Headteacher.

Parental payments
You may ask children to pay for consumablesin some subjects, aslongas they are able to take theirfinished items
home. Please consult with the headteacher.



