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Glaitness School Handbook

Glaitness School is striving to provide excellent education for all our pupils. This
handbook comprises seven sections to guide you through the life and work of the
school, three appendices of ancillary information, and a feedback questionnaire.
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Foreword from the Head of Lifelong Learning & Inclusion

| am pleased to introduce the School Handbook for session 2022/23 and hope that it
will provide you with all the relevant information you may need concerning your
child’s school.

In Orkney we have a wide range of schools, different types and sizes; each one
provides a learning experience which is very much linked to the community the
school serves. The School Handbook offers an insight into the life and ethos of the
school and also offers advice and assistance which you may find helpful in both
supporting your child and getting involved in your child’s education.

If you have any queries please contact the Head Teacher of your child’s school in
the first instance and they will be happy to offer any clarification you may need.

Peter Diamond James Wylie
Head of Lifelong Learning & Inclusion Executive Director of Education,
Leisure and Housing

Footnote: If you want a printed copy of this handbook, please ask the school.

It may be possible to offer some assistance in helping to translate all or part of this
handbook for parents whose first language is not English. Enquiries should be
directed to Education, Leisure and Housing by telephone on 01856 873535 or email
education.leisure@orkney.gov.uk.
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Service pledges

Orkney Islands Council's shared mission is: “Working together for a better Orkney”
This is our community. We want the very best for everyone.
Our shared values are:

e Resilience.

e Enterprise.

e Equality.

e Fairness.

e Innovation.

e Leadership.

e Sustainability.
Our vision embraces many aspirational and achievable ambitions. We believe that
by working together we will support everyone to develop as active, healthy
individuals who take responsibility for their own learning and enjoy learning together
for a sustainable future in our diverse community. We aim to ensure everyone feels
accepted, respected and safe by providing a tolerant, understanding and caring

environment. We want everyone to do their very best in all that they do and we
celebrate their successes individually and collectively.

The key aim of the Service is:

We aim to improve achievement and attainment, health and well-being for all pupils,
students, service users and members of the community.

In particular we aspire to help people become:

e Successful learners.
e Confident individuals.
e Responsible citizens.

e Effective contributors.
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Dear Parent,
Welcome to Glaitness School.

This handbook gives an outline of the main features of life at Glaitness and tells you
about our school and its place in the community.

We believe that positive relationships with adults and children enable our children to
make the most of their learning and enjoy school. We join with our community in
having high expectations of our children’s behaviour and their engagement in learning.

We aim to create a happy school in which all children can learn and thrive in an
atmosphere of shared responsibility, encouragement, mutual support and trust.

Your child’s teacher is the first point of contact between home and school, but | too am
happy to meet with you to discuss further aspects of your child's education, the school
and the handbook. | encourage you to mention any concerns or worries as soon as
possible so that we can work together to ensure your child is confident and happy -
essential ingredients in being a successful learner.

Yours sincerely
Mrs Ingrid Rendall, Head Teacher
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Overview of Handbook
1. Practical Information

This section provides you with some background information on our school and our
Early learning and Childcare Centre. It tells you how our school day and school year
are made up and how to contact the school if, for example, your child is ill. This section
deals with the practical aspects of your child’s attendance at our school. It provides
details on such things as:

e Travelling to and from school.

e School meals and milk.

e Financial assistance with school clothing, transport and school meals.

e School closures in an emergency or unexpectedly for any reason.

e General supervision available for your child in the morning and at lunch.

e Wet weather details.

e How the school and parents communicate with each other.

e How to make a compliment or a complaint to the school.

e How to give positive feedback.

As with any organisation, to ensure smooth running and appropriate maintenance of
standards, a range of procedures and policies have to be implemented within our
school.

This section gives an overview of the policies the school has in place. If you would like
to see a full copy of these policies or to discuss them in more detail, please contact the
school. Most of these policies are available on the Useful Info page on the school
website: http://www.orkney.co/glaitness/school-info/

e Parent Handbook

e Early Learning and Childcare Handbook

e How good is our school? — Scottish Government Guidance on Self-Evaluation
e School Improvement Plan

e Standards and Quality Report

e Active Schools Annual Report

e Glaitness Relationships Policy

e OIC Excursions Policy 2020

e Clothing or uniform (PE Clothing)

e Health Statement / Medicines
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2. Parental Involvement

Parental involvement is very important because we know it helps children do better in
school. This section contains information about how parents can be involved in
supporting learning at home as part of a home-school partnership.

It also includes information on our Parent Council, how to contact them and how
parents can get involved in the life and work of the school.

3. School Ethos

Ethos is a key aspect of how we see ourselves as a school in partnership with our
parents and the wider community. This section covers the ethos of the school, what
our values are and our aspirations for our pupils including how we celebrate pupil
success, and the links we have with partner organisations and the wider local, national
and international community.

4. Curriculum

This section describes how the curriculum is planned and delivered in the school
including the range of subjects and subject areas your child will be learning. It also
includes information on how pupils develop skills for learning, life and work, including
literacy, numeracy, and health and wellbeing in and out of the classroom.

As well as giving you information about the statutory curriculum requirements, we have
included details on sports and outdoor activities available to pupils and the range of
facilities available within the school.

Details of how parents will be informed about sensitive aspects of learning e.g.
relationships, sexual health, parenthood and drugs awareness are included as well as
information about religious instruction and observance and arrangements for parents
who wish to exercise their right to withdraw their child.

This handbook also tells you how we assess children’s learning and how we will report
on your child’s progress.

5. Transitions

This section gives information about transition - from nursery to primary and primary to
secondary school - what the arrangements are and contact details of the catchment
high school to which our pupils normally transfer. There are also details about making
a placing request to another school.

6. Support for Pupils

This section gives information about how pupils’ additional support needs will be
identified and addressed and the types of specialist services provided within our
school. It also details who to contact for more information if you think your child has
additional support needs.

7. School Improvement
This section gives you an overview of the main achievements of the school within the

last 12 months and performance information relating to literacy, numeracy, and health
and wellbeing.
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8. Enhanced Provision at Glaitness School

This section give further information about the enhanced provision for children with
additional support needs at Glaitness School.

9. Key Additional Information Relevant to Early Learning and
Childcare Provision at Glaitness

This section provides links to important information relating to early learning and
childcare provision at Glaitness School.

Whilst Orkney Islands Council is happy to provide this information it has some
reservations that the publication of raw statistics without any kind of informed
qualification can be misleading to the reader. In particular, that they should not be
construed as offering an indication of the quality of education provided in any schools.
We have also shown where you can get further information about our plans for the
next three years to improve our performance and how the school will involve parents in
that improvement.

Disclaimer: Whilst every effort has been made to ensure that this handbook contains
accurate information at the time of going to print (Aug 2020), it is inevitable that by the
start of the following academic year some of the information may have become out-
dated and been superseded while other information may not have been available at
the time of writing.
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1. Practical Information
1.1. Contacting the School

The name and address of the school is:
Glaitness School, Pickaquoy Road, Kirkwall Orkney, KW15 1RP

You can contact us by:

e Telephone: 01856 87-3648
e E-mail: admin.glaitness@glow.orkneyschools.org.uk

Some teachers have their own e-mail addresses for contact and these may be made
known by the class teacher to their individual classes.

The school website: www.orkney.co/glaitness contains information about the school,
its procedures, and up-to-date information on any extra-curricular activities of the
school. It also contains a copy of the school bulletin, this handbook, minutes of the
Friends of Glaitness School (Parent Council), Standards and Quality Report, School
Improvement Plan, information on the Parent Forum, the school dress code,
photographs and description of activities in the school.

It is important to your child’s support that you let us know immediately of any change in
family circumstances, e.g., parents’ separation, any serious iliness or deaths of loved
ones or of court orders which are in force. This helps us to support your child during
difficult times in their lives.

1.2. School Staffing

The school caters for nursery and primary-school-aged children, that is, pupils aged 2
to 12 and currently comprises 8 mainstream classes with 5 supported classes located
in close proximity to the peer age mainstream class:

e Early Learning and Childcare (Nursery), Primary 1 to Primary 7 (P1 to P7).
e The whole school roll is currently 264 - 68 (vkyjin Nursery, 196 P1 to P7.

e Senior Leadership Team (SLT) - Head Teacher, Depute Head and School
Business Manager

e Extended Senior LeadershipTeam (XSLT): Principal Teacher Support for Learning,
Principal Teacher of Learning and Teaching, Early Learning and Childcare
Manager.

e 13 classes - 17 Class Teachers-including part-time staff

e 25part-time/full time Support for Learning Assistants including staff employed to
support Covid recovery

e ELCC Team - 1 Senior Early Years Practitioner. 2 Lead Early Years
Practitioners, 13 Early Years Practitioners (including part time staff), 1 Early
Years Practitioner in Training and 3 Part-time Early Years Support Workers

e Learning is also supported by specialist teachers of Music, Art, P.E. and Drama.
e Fiddle / violin and woodwind tutors visit once a week.

e 2 school Janitors

e 2 part-time Auxiliaries

e 2 part-time Office Staff

e 1 Head Cook.
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e 4 Kitchen Assistants including part-time staff.

e 6 Cleaners.[vkz]

1.3 Other People Your Child May Meet in School

e School Chaplain — we are linked to the East Church.

e The Speech and Language Therapist, Educational Psychologist.

e Pupil Support Team — Teachers for children with: Hearing Impairment, Visual
Impairment, Autistic Spectrum Disorder.

e Paediatric Physiotherapist

e Paediatric Occupational Therapist

e Consultants from Studio 3[mka]

e Staff from Children and Families/All Age Disabilities Services

These staff help us to work with you in meeting your child’s needs. If your child requires
additional support and involvement from any of these agencies, you will always be asked

for your consent.

The school is non-denominational and holds whole-school opportunities for religious

observance.

1.4 Term Dates, Enrolment and School Times for Session 2022-23

15 August 2022 to 15 August 2022

In-Service Day — School Closed to Pupils

16 August 2022 to 05 October 2022

Term 1 - 2022 to 2023

06 October 2022 to 07 October 2022

In-Service Days (October 2022)

06 October 2022 to 21 October 2022

October Holidays 2022

24 October 2022 to 21 December 2022

Term 2 - 2022 to 2023

22 December 2022 to 04 January 2023

Christmas Holidays 2022

10 February 2023 to 14 February 2023

Schools Closed

14 February 2023 to 14 February 2023

In-Service Day (February 2023)

05 January 2023 to 31 March 2023

Term 3 - 2022 to 2023

03 April 2023 to 14 April 2023

Spring Holidays 2023

01 May 2023 to 01 May 2023

Schools Closed (May Day)

05 June 2023 to 05 June 2023

Schools Closed

05 June 2023 to 05 June 2023

In-Service Day (June 2023)

17 April 2023 to 28 June 2023

Term 4 - 2022 to 2023

21 August 2023 to 21 August 2023

In-Service Day (August 2023)
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1.5 Early Learning and Childcare Registration and Enrolment:

Each year in February Education, Leisure and Housing Services announces Nrusery
registration procedures by advertising in ‘The Orcadian’. This is the first opportunity you
have to register your child for a pre-school education place.

Early Learning and Childcare registration can then be accessed online by using the
following link: https://www.orkney.gov.uk/Service-Directory/P/Early-Learning-and-
Childcare.htm

If your child turns three years old between the 1 March 2022 and 28 February 2023,
they become entitled to their first year of funded Early Learning and Childcare place the
term after their third birthday as below:

1 March — 31 August 2019 16™ August 2022 (Autumn Term)
1 September- 31 December 2019 5t January 2023 (Spring Term)
1 January — 28 February 2020 19 April 2023 (Summer Term)

Though most parents choose to put their child to an Early Learning and Childcare setting
in their local area, some parents may find it more convenient to use Early Learning and
Childcare elsewhere. These requests cannot be guaranteed unless there are enough
spaces. To ask for an alternative placement is called a placing request. A valid reason
such as ‘siblings attend school already’ or ‘moving house’ may be considered. Parents
may want to choose another setting because of their childcare arrangements. For further
information on choosing a school please visit:

http://www.scotland.gov.uk/Publications/2010/11/10093528/0vka]

https://www.mygov.scot/register-your-child-for-a-schoolimks]

Early Learning and Childcare times

Early Learning and Childcare sessions are 2 hours 30 minutes each day for pupils, plus a
10 minute period at the drop off and pick up times each session to allow for less
congestion in the cloak area and to give parents a chance to speak informally with the
nursery team.

Early Bird Sessions: Afternoon Sessions only | Full Days 9.30 — 3.30 pm
8.30 —9.30 am 1.00=3.30 pm Lunch 12 noon — 1 pm
Morning Sessions only Late Session

9.30 — 12 noon 3.30 — 5.00 vte)pm
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1.6 The School Day (P1-P7)

Morning Session 9.30-10.40 am (P5-P7) 9.30-11.10 am (P1-P4)
Morning break 10.40-11 am (P5-P7) 11.10-11.30 (P1-P4)
Lunch times 12.20-1 pm (P5-P7) 1pm-1.40pm (P1-P4)
Afternoon Sessions 1.30 - 3.30 pm

School Staff begin playground supervision at 9.10 am. Because no supetrvision is
available before this time, children should not arrive at school until 9.10 am.

During intervals janitors, auxiliaries and support for learning assistants supervise the
children. In addition, the head teacher, depute, business manager and principal
teachers are on call to provide support; parents are kept informed if there are any
significant issues. There is always access to the building for children who need it.

1.7 Attendance, Absences, and the Duty to Attend School

Please read the following Council guidelines issued by the Education Service
concerning attendance and absence.

It is the responsibility of parents of a child of school age to make sure that their child is
educated. Most do this by sending their child to school regularly. Attendance is
recorded twice a day, morning, and afternoon.

Absence from school is recorded as authorised, that is, approved by the education
authority; or as unauthorised, that is, unexplained by the parent (truancy).

Please let the school know by letter or phone if your child is likely to be absent for
some time and give your child a note on his or her return to school, confirming the
reason for absence. If there is no explanation from a child’s parents, the absence will
be regarded as unauthorised.

Please make every effort to avoid family holidays during term time as this disrupts the
child’s education and reduces learning time. The head teacher can approve absence
from school for a family holiday in certain extreme situations, for example, in traumatic
domestic circumstances where the holiday would improve the cohesion and wellbeing
of the family. Please discuss your plans with the head teacher before the holiday. If the
head teacher does not give permission before the holiday, it will be recorded as
unauthorised absence. The head teacher may also exercise discretion when a parent
can prove that work commitments make a family holiday impossible during school
holiday times. Normally, your employer will need to provide evidence of your work
commitments. Absence approved by the head teacher on this basis is regarded as
authorised absence.

Parents from minority ethnic religious communities may request that their children be
permitted to be absent from school to celebrate recognised religious events. Absence
approved by the head teacher on this basis is regarded as authorised absence.
Extended leave can also be granted on request for families returning to their country of
origin for cultural or care reasons.

The Senior Leadership Team review attendance at least twice a term, noting absences
of 90-95% and those below 90%. Absence rates below 90% may be followed up with
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parents/caregivers to encourage improved attendance. This could include a
discussion on the reason(s) for absence, establish if there are underlying issues which
may result in further absences and explore if there is any support or assistance that
could be put in place to minimise future absence.

A supportive approach is taken to unexplained absence - however the education
authority has legal powers to write to, interview or prosecute parents, or refer pupils to
the Reporter to the Children’s Panel, if necessary.

National guidance on the management of attendance and absence in Scottish schools
can be found at the following link:

http://www.scotland.gov.uk/Publications/2007/12/05100056/0

1.8 School Dress Code

The dress code was agreed in consultation with parents, pupils, staff, and Friends of
Glaitness School (the Parent Council). It incorporates a range of popular purple/dark
green/white clothing items, e.g., polo shirts, sweatshirts, fleeces, PE kit.

Wearing school uniform contributes to a positive school ethos, helps avoid
discrimination and reduces peer pressure to wear expensive designer clothing. A
school’s reputation can also be enhanced in the local community by supporting the
school dress code.

It is not necessary to purchase a uniform with a logo, and parents are free to purchase
from any trader. School uniform with logo items can be ordered from:

Logo Orkney, 48 Albert Street, Kirkwall Tel: 873190
https://www.facebook.com/LOGO.Orkney/

MacGregor Industrial Supplies
https://macgregorschoolwear.co.uk/product-category/primary-school-uniform/glaitness-

primary/

My Clothing
https://myclothing.com/glaithess-primary-school/26376.school

Trek & Travel, 15-17 Bridge Street, Kirkwall ~ Tel: 874505.
https://www.trekandtravel.co.uk/schools-teams/glaitness
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Clothing for Activities

The appropriate clothing and footwear for PE is a T-shirt, shorts, and gym shoes with
non-marking soles. If a child has long hair, it should be tied back. Your co-operation is
requested to ensure that pupils are equipped to participate in the PE lessons safely.

Please ensure that all items of clothing are clearly labelled; particularly sweatshirts
and PE clothing which are easily lost. A protective apron or an old shirt should be worn
for art and craft activities. Please help the school and the education authority by
making sure that pupils do not bring valuable or expensive items of clothing to school.

The wearing of jewellery is discouraged. If a child has pierced ears, then studs may be
worn. Children will be asked to remove jewellery.

In certain circumstances, appropriate clothing and footwear will be necessary for
school trips and extra-curricular activities.

If you have any queries regarding the school’s dress code, please contact the head
teacher.

1.9 School Catering

All schools in Orkney provide subsidised meals, either prepared in-house or, in some
cases, at a neighbouring school. Our school provides meals prepared at the school.
Orkney’s school meals service aims to provide children with a high quality and varied
diet. Copies of the menus are available from the school and on the website.

For more information on catering provision please contact the school directly.

1.10 School Meals at Glaithess

School meals at Glaitness are prepared daily in the school kitchen by a team of
catering staff. Pupils in nursery may eat lunch in their setting or join P1-P7 who eat
their lunches in two settings in the dining hall.

In January 2022 universal free school meals became available to all P1-P5 pupils. For
other pupils, meals cost £2.70 each and payment should be made directly to the
school meals staff between 9.10 and 9.30 every morning. Parents can either give their
child money daily or buy a book of ten tickets in advance from the school kitchen staff
and give their children daily tickets rather than money. A book costs £27.00 and
parents can come to the school between 9.10 and 9.30am to purchase them or send
money with their child. Cheques should be made payable to ‘OIC School Meals’ and a
valid cheque guarantee card number must be written on the \back[[MK?]. Please
ensure daily tickets are identified with your child’s name and class, and their
choice of meal for that day.

The food is very healthy and wholesome, and the children can have a great variety in
a week. Options to encourage healthy choices include:

Option 1 Soup, any main course, fresh fruit
Option 2 Any main course with soup or pudding

Option 3 Soup or fruit, sandwich, pudding
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It should be noted that as part of the Nutritional Requirements for Food and Drink in
Schools (Scotland) Regulations 2008, puddings can only be served as part of a meal
and not purchased separately. Milk or water will be provided as part of the lunch.

Each day there is home-made soup, a hot main course and sometimes a choice of
main courses and a sweet. Alternatively, there are sandwiches or baked potatoes with
a choice of fillings, and a choice of fruit or yoghurt instead of the sweet. There are
always salads. A drink of juice / milk is always provided with the meal.

The term’s menu goes home to each family and the daily menu is also posted on the
school website. Vegetarian meals are provided on request, so please let the school
know of any special dietary requirements your child has.

Packed Lunch

Some children prefer to take their own packed lunches, and these are also eaten in
the dining hall. Children are encouraged to make healthy choices in the packed
lunches they bring to school.

Break Time Snacks

A healthy option should always be the first choice when providing your child with a
shack at break time e.g., peeled and cut fruit or vegetables, raisins. Salty crisps or
chocolate biscuits not only create litter problems but are not the healthy option.
Sweets, chewing gum and fizzy drinks are not permitted. There may be occasions
where we request that children do not bring nuts into school due to allergies.

Glass bottles should not be brought to school.

1.11 Free School Meals

All children up to the end of P5 are entitled to free school meals. No applications need
to be made to the Education Service unless the pupil has an older sibling in P6-P7
who would also be entitled to free school meals. Applications for Free School Meals
and Clothing Allowance are made on one form and should be submitted to Orkney
Islands Council for each school year.

The eligibility criteria are outlined on the following webpage, where application forms
are also available: www.orkney.gov.uk/Service-Directory/S/School-Meals-and-
Clothing-Allowances.htm.

Application forms can also be obtained from the school and Orkney Islands Council
(OIC) Customer Services. Applications must be submitted along with supporting
documentation as detailed on the form. A new application is required for each school
session. For help with filling out the form and more information on school meals and
clothing grants please telephone Education, Housing and Leisure on (01856) 873535,
or email: education.grants@orkney.gov.uk, or visit in person at OIC Customer
Services.

1.12 School Transport

Orkney Islands Council provides school transport for pupils who live out with walking
distance, and the provision is described in the Authority’s School Transport Policy.
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Full details of the authority's School Transport including entitlement, catchment areas,
collection / drop off points, code of conduct and provision for pupils with additional
support needs is available on the following webpage:

http://www.orkney.gov.uk/Service-Directory/S/School-Transport.htm

Parents should also consult the authority's website for the variations in the summer /
winter transport entitlements.

1.13 Travel to and from School

Bus transport to Glaitness is provided by two operators

Stagecoach in Orkney Additional Support Needs Transport:
Scott’'s Road J D Peace & Co
Hatston Industrial Estate Junction Road
Kirkwall
KIRKWALL ORKNEY
T: 01856 870555 or 01856 878014 KW15 1JY

TEL: 01856 872866
FAX: 01856 875300
Email: info@jdpeace.co.uk

Route information

R27 Orphir Road Stagecoach
R28 Lesliedale Sunnyside Stagecoach
R29 /30 ASN Transport Peaces

Parents should remind their child(ren) that, in the interests of safety, good behaviour is
expected from all pupils travelling on school transport.

For more information on School Bus Transport, please visit

http://www.orkney.gov.uk/Service-Directory/S/School-Transport.htm

Parents of P1-P3 pupils who walk to and from school are asked to accompany their
children. Any P1-P3 pupil whose parent does not come to collect them will be taken to
the school office and the parent phoned to come and collect their child.

Parents of children who walk to school are asked to remind their children to exercise
care when crossing the road to the school gate. Younger children should be
accompanied by an adult when crossing.

Cycle training is provided in term 1 for all P6 children. This gives information and
training on the basic skills required when cycling on the road. We recommend that
parents do not consider allowing their child to cycle to school until this training has
been successfully completed and they are satisfied that their child has the necessary
skills and wears a cycle helmet.
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Parents are requested, when dropping off / collecting children from school, at the
beginning and end of the school day not to stop in the designated bus parking area.

1.14 Transport for Early Learning and Childcare

There is no provision of transport by the local authority for children in Early Learning
and Childcare.

1.15 School Security

Orkney Islands Council has introduced procedures to ensure the safety and security of
pupils and staff when attending or working in a school. We use several security
measures including a visitors’ book, badges, and escorts, while visitors are within the
school building. Normally, anyone calling at a school for any reason will be asked to
report to the school office. The school staff then can make the necessary
arrangements for the visitor.

1.16 Wet Weather Arrangements

In wet weather pupils remain in school during breaks. Pupils are provided with indoor
activities so that their break time is safe and happy. We have high expectations for
behaviour and safety during indoor break as at other times of the school day.

1.17 Parental Consultation

We offer opportunities for parents to discuss their child's progress with teachers
through arranged meetings. All parents will be advised of when these occasions are.
Over and above set meetings, parents are welcome to contact the school to ask for
information or for an interview. Please see section two of this handbook for more
details on home / school partnership.

1.18 Communication with Home

From time to time your child will bring home important and routine communications
from the school. Parents are encouraged to check their child’s schoolbag for these
communications. Parents, who check their e-mails daily, may choose this electronic
form of communication. Enquiries regarding school work should be addressed to the
class teacher in the first instance.

We use GroupCall text messaging to communicate a range of information to parents.

&

_ You can download the Groupcall Xpressions App
9"0Upca!|ft<af655|095 (available on Apple iOS and Android) for free
notifications from and to respond to messages
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1.19 Unexpected / Severe Weather Closures and Transport
Disruption

There can several winter days where the weather causes disruption to schools and
school transport. It is important to ensure that the school has your up-to-date contact
details to inform you of any during-the-day closures. Information on school closures
and transport disruption can be obtained as follows:

Early morning:

e OIC School Transport Facebook page is available; this may be your first stop
for information on school closures and transport changes.

e The Facebook page and Twitter feed are both updated as soon as information
is available. This can be as early as 6.30am to assist isles daily travellers in
planning their travel. Information and links to these sites are available at:

e http://www.orkney.gov.uk/Council/O/OIC-Updates.htm

e School closure information is passed to BBC Radio Orkney and broadcast on its
programme at 7.30am (93.7 FM). Radio Orkney will be notified if there is
disruption to transport and / or school closures. However detailed information on
specific routes will not be provided.

e Information on school closures and transport disruption is also provided on the
OIC answer phone (01856 873535) outwith office hours.

Note: In bad weather conditions it is very difficult to obtain individual route information
to advise parents whether the school bus on their route is running that morning,
because it will depend on the local weather and road conditions. We therefore are only
able to advise whether there will be disruptions to school transport in general. Parents
are best placed to know the road conditions in their area, and this will guide their
decision whether to put their child out for school transport and how long they wait.

Throughout the school day:

e We contact parents if the school is closing, or transport is running early.

e Local media (Radio Orkney, The Orcadian) will also be notified of any disruption
during the day.

1.20 Use of Electronic Devices, Including Mobile Phones

Children and parents are asked to follow the school’s guidance on the use of personal
electronic equipment.

Mobile phones may not be brought to Glaitness School without good reason, for
example, in case of emergency for a child who walks or cycles home. In these rare
cases, the child should keep their phone switched off in their school bag. Children
should not use or access their phone during the school day.

Orkney Islands Council is in the process of updating its policies on the use of personal
electronic devices at school. In the meantime, if children take electronic devices into
school, the school accepts no responsibility if they are lost, damaged or broken.
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1.21 Equality

Orkney Islands Council is committed to promoting equal opportunities, challenging
discrimination, and fostering good relations, both in employment and in carrying out its
work and delivering services, and we at Glaitness School are part of that commitment.

The Council is a member of Orkney Community Planning Partnership. The Partnership
has developed an Equality and Diversity Strategy which determines how the
community planning partners promote equality and diversity in the work they do. It also
sets out how the public agencies and organisations within the Partnership are meeting
their duties in terms of equality and diversity legislation, the needs of the local
community and the aspirations contained in the Orkney Community Plan.

The Equality Act 2010 introduced a single equality duty covering the nine protected
characteristics of age, disability, gender reassignment, marriage and civil partnership,
pregnancy and maternity, race, religion or belief, sex, and sexual orientation. The
equality duty requires the Council to have due regard to the need to eliminate unlawful
discrimination, victimisation and harassment, advance equality of opportunity and
foster good relations across the protected characteristics. The message of the Act is
that everyone has the right to be treated fairly, whether at work or when using
services.

Education, Leisure and Housing has policies and statements to address equalities
issues specific to education to enable us to fulfil these legal duties. All schools have
copies of these policies.

1.22 English as an Additional Language

The Authority provides a support service of teachers who offer information and advice
to address the needs of pupils learning in their second language.

1.23 Complaints, Comments and Suggestions Procedure

Orkney Islands Council Education Service is keen that you should be completely
satisfied about your child's education, so we at Glaitness encourage feedback on our
services from parents and pupils. We are, therefore, interested in feedback of all kinds,
compliments, suggestions, or complaints.

If you want to register a comment of any type about the school you can do this by
writing, e-mailing, telephoning, or making an appointment to see someone. All
feedback is welcome and keeps us in touch.

If you have a complaint about the school, please let us know. It is better that these
things are shared openly and resolved fairly, rather than being allowed to damage the
relationship between the family and the school. There will be no negative
consequences arising from making a complaint and we will deal with the issue as
confidentially as possible. If we have made a mistake, we will apologise quickly and
clearly and try to put things right.

There are some things which you should take note of in relation to making a complaint:

¢ Please make any complaints initially to the head teacher. This makes sure that the
school knows what is going on and has an opportunity to respond to and resolve the
issue.
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o We will try to respond as quickly as possible, but often issues are complex, and we
need time to investigate.

¢ If you are still unhappy with the service or with our response, then you have the
right to take the matter further using the Orkney Islands Council complaints
procedure. You can put your complaint in writing or fill in a complaint form, available
in the school or any council office. We can help if you have difficulty with this.
Completed forms should be sent to: Complaints Officer, Education, Leisure and
Housing, Council Offices, School Place, Kirkwall KW15 1NY or email
education.leisure@orkney.gov.uk

e If you are still unhappy after the further investigation and reply, you can take the
matter up with the Scottish Public Services Ombudsman; our reply will include the
contact details.

¢ You should also note that you have the right to raise unresolved concerns with your
local councillor, MSP or MP

1.24 School Policies

Reference and links to the relevant school, local authority and national policies are
made throughout this document.

A summary of these policy links is provided at the end of the handbook.
1.25 School Health Service

Orkney Health and Care provides an Orkney-wide school health service to all school-
age children and young people, to promote their health and wellbeing, and to provide
them with information to make informed decisions on lifestyle choices. Our aim is that
children and young people are as healthy as possible so they can gain the most
benefit from their education, and that they will make healthy choices and therefore
reduce the incidence of ill health in the future.

The service undertakes routine screening and is involved with child protection, health
surveillance, health promotion and education, Human Papilloma Virus (HPV)
vaccination and 1:1 support and advice. It can help any parents with parenting,
through the Triple P Positive Parenting Programme, and help children and young
people overcome bedwetting.

It also provides advice and support to education staff and delivers training on many
health conditions that impact on childhood e.g., asthma, epilepsy, and allergies. It
supports and coordinates paediatric clinics and acts as a link between consultants and
parents / carers and children.

The School Nurse Team covers all schools in Orkney and comprises a public health
nurse (specialist practitioner), registered nurse and healthcare support worker who are
based in the School Health Department at the Kirkwall Health Centre Annex. Pupils,
parents / carers can request information and advice at any time. Other health
professionals and teaching staff can also request advice and input from the school
nurse for a child with parental and / or the young person’s consent.

e Health screening - All children in Primary 1 will be seen to have their height and
weight growth checked.

e Immunisations - Secondary school girls are offered HPV immunisations. At the
appropriate time information booklets and consent forms will be issued.
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e Health Education and Promotion-The School Health Team has an important
role in encouraging healthy lifestyles, working closely with teaching staff, pupils,
parents / carers, and the community.

The School Health Service can be contacted on 01856 888262.
1.26 Infectious Diseases

Colds, flu, and gastroenteritis are the most common infections affecting children of
school age. It is important that you keep your child off school if they are unwell and for
48 hours after they stop vomiting or diarrhoea.

It is also important that your child understands how to prevent picking up and
spreading such infections. Good, effective hand washing is one easy solution to
preventing the spread of germs.

You will be able to get further advice about good health from staff in your health centre
or GP practice.

For advice about early detection and treatment for other infectious diseases e.g.,
chickenpox and mumps, please consult your GP or nurse.

1.27 Head Lice

The following is advice from the authority to parents on head lice, their treatment and
prevention.

Head lice are spread through head-to-head contact at home, while playing, or in
school.

Wet combing of your child’s hair using a head-lice detection comb is the best way to
detect and treat at an early stage and prevent the spread of head lice to family
members and to other children and adults. Checking for head lice by wet combing
should become a normal weekly routine.

The only way to be sure that your child has head lice is to find a live louse. If you find
live lice, get the correct lotion from your doctor or pharmacist.

One treatment is two applications of the treatment lotion, seven days apart. If this is
not followed, then re-infection is likely.

Advise family members and close friends that your child has head lice and that they
should check their own hair. Only treat if live lice are found. Do not be shy about
advising others of this possible problem, as you would tell family and friends about
other infections which might affect them.

Further advice can be obtained from the Health Board head lice leaflet which is
available in all schools and health centres. If you would like to discuss your particular
concerns, you could speak to your GP.

1.28 Clinics and Appointments
From time to time some children must attend clinics (eye clinics, dentist, doctor, etc.).

Please inform the school of these visits and arrange for your child to be collected if he
/ she must leave school to attend the clinic.
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No child will be allowed away from school during school hours unless accompanied by
a responsible adult or unless written permission to do so has been given by the parent.

1.29 Medicine Administration

If pupils require medication to be administered at school, parents must contact the
school office and complete a standard form stating the name of the medication,
dosage, time of administration and permission for staff to supervise. School staff
can only administer medicine that parents provide. Prescription medicines must have
the dispensing chemist’'s prescription label on it, clearly detailing that it is the child’s
medicine.

For medical appointments during school hours, please notify the school by letter and
collect your child from the school.

1.30 Insurance Cover for School Children

Insurance Cover details will be uploaded to the school website as soon as possible
after the 315t of March.

2 Parental Involvement

2.1 Parents as Welcome Participants in their Children's Education

At Glaitness we welcome parents as active participants in the life of the school, to be
intrinsically involved with their child's education and learning, and to express their
views on the school education generally and work in partnership with us. Children are
shown to be more successful learners when parents involve themselves with their
child's learning and the school. Learning is shared between pupils, parents and staff-
members, through means such as, learning journeys, learning logs, homework diaries,
class logs, school website, Glow, Seesaw. Other information is made available by
letters; electronic means, where agreed; radio announcements, and so forth.

To encourage and support parents, Glaitness School holds parents’ evenings,
opportunities to come to sessions on developments in the school and the curriculum,
to become active in school activities such as handwork, and after / out-of-school
activities. At Glaitness, parents particularly take an active part in football, rugby,
netball, and sometimes support classroom activities. Classes involve parents in
different ways in their children’s learning throughout the year. We also hold end of
term services to which parents are usually invited.

2.2 Parent Councils
Parent Councils are the formal representative body for parents / carers with children

attending school. The Glaitness School Parent Council is known as the Friends of
Glaitness School (FoGS).

My World Triangle Ot gt

As a parent of a child in our
- school you automatically
e become a member of the
Parent Forum, and if you wish,
you can have greater
involvement by becoming a
member of the smaller group

known as FoGS, which works
together with everyone
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involved in school life - parents, learners, teachers, school staff and the wider
community - to support the school. Elections are held once a year at the AGM. FOGS
meets once a term, with additional meetings when there are special events, e.g.,
preparing for a fundraiser or helping at parents’ evenings.

Parents and families are children’s first teachers and make a real difference to
children’s learning - when parents are involved children do better and achieve more.
The range of support a child requires is demonstrated in the ‘My World triangle’,
showing how all aspects of a child’s life is important to ensure each child develops
fully.

Parents are welcomed to:

e Be involved with their child’s education and learning.
e Be active participants in the life of the school.

e Express their views on school education generally and work in partnership with
their children's schools.

As automatic members of the Parent Forum, all parents can expect to:

e Receive information about the school and its activities.

e Hear about what partnership with parents means in our school.

e Be invited to be involved in ways and times that suit you.

e Identify issues you want the parent council to work on with the school.

e Be asked your opinion by the parent council on issues relating to the school and
the education it provides.

e Work in partnership with staff.
e Enjoy taking part in the life of the school in whatever way possible.

The Parent Forum decides how its representatives on FOGS are chosen and how
FoGS operates. Parents / carers are encouraged to volunteer or put themselves
forward to be chosen as representatives on FoGS if they wish.

The main aims of FOGS are to:

e Support the school in its work with pupils.
e Represent the views of parents.

e Promote contact between the school, parents, pupils, providers of nursery
education and the community.

e Report to the Parent Forum.
e Be involved in the appointment of senior promoted staff.
e Raise funds for the school for the benefit of pupils.

For more information about FOGS please contact the current chair, Steven Johnston,
by email: fogs@glow.orkneyschools.org.uk

FoGS has a Facebook page which is available through the following link:
https://www.facebook.com/pages/Glaithess-School-Parent-Council/292012817490629

Please note that Facebook can provide external links which are outwith the School’'s
control.
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For more information on parental involvement and to find out about parents as
partners in their children’s learning, please contact the school or visit the Parentzone
website at https://education.gov.scot/parentzone/ . Information on parental
involvement is also available on Orkney Islands Council’s website through the
following link: http://www.orkney.gov.uk/Service-Directory/P/Parental-Involvement.htm

The National Parent Forum of Scotland is the national organisation for Parent
Councils, and each local authority has a representative on the Forum. For further
information about this please contact Education, Leisure and Housing by telephoning
(01856) 873535 or emailing education.leisure@orkney.gov.uk.

More details can be found on the following web pages:

http://www.parentforumscotland.org/

https://education.gov.scot/parentzone/getting-
involved/National%20Parent%20Forum%200f%20Scotland

3 School Ethos

3.1 Vision Statement
Glaitness School seeks to promote an inclusive approach towards all aspects of the
life and work of the school. These are ambitious core values to aspire towards.

Our vision statement is ‘Be all you can be’.

At the heart of our vision lie the core values we all share in our learning community.
These are aspirational and are developed in line with local and national educational
values.

e Safe

o We care for ourselves and others.
e Respect

o We show respect for one another and the environment.
e Ready

o We are ready to enjoy learning inside and outside our school.

Pupils’ achievements in and out of school are celebrated regularly at assembly, on
notice boards, class blogs, school website, and with the wider community through local
media e.g., Radio Orkney.

Glaitness School is at the heart of its community. We value our links with many
community groups such as the King Street Church, Orkney Rugby Football Club,
Orkney Youth Development Group, Orkney Netball Association to name but a few.
We have a range of helpers who visit the school throughout the year to help the
children, local charities, RSPB, the Orkney Rangers’ Service, Orkney College UHI, St
Magnus Festival, Orkney Folk Festival.

3.2 Curriculum Rationale

At Glaitness School, learning and teaching experiences are underpinned by our school
values. We empower children to take an active role in their learning through:
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- Planning opportunities which are responsive to their developmental needs and
individual interests

- Committing to an inclusive approach to learning and teaching across all classes

- Engaging in experiences that reflect individual interests, local, national and
international events, issues and initiatives.

- Providing opportunities for children to reflect on their own and other’s learning,
identifying appropriate next steps.

Glaitness School is at the heart of its community. Our curriculum reflects our setting
and the individual needs of our learners. We make use of our outdoor environment
and local facilities as a tool to enhance and enrich children’s learning. We develop our
learner’s skills for life, learning and work. We actively seek opportunities for children to
contribute to and be involved in their community. We develop experiences that enable
children to develop their understanding of Kirkwall and Orkney, valuing our unique
location, culture, history, and heritage.

Through effective use of our enhanced resources and facilities we promote and
support children’s learning and wellbeing. We create a supportive learning experience
for all children, especially those with complex needs, and this is supported further
through our enhanced relationships with parents.

We embrace opportunities for whole school learning, including the promotion of shared
and family learning. We recognise and celebrate children’s wider achievements,
fostering opportunities for them to further develop as successful learners, confident
individuals, effective contributors, and responsible citizens.

We enable children to develop as global citizens who have an understanding,
awareness, tolerance and respect of different needs and cultures through engaging
them in learning about real-world issues. Through taking account of broad, topical and
cross-cutting themes we enable children to develop the transferrable skills they will
need for lifelong learning in an ever-changing world.

3.3 Pupil Conduct

A partnership between the school and parents is required to ensure the best possible
standards of pupil conduct. Pupils are expected to set themselves high standards in
appearance and behaviour. School rules have been devised with staff, pupils and
parents to allow for the smooth running of the school. The general aim is to produce
an atmosphere of friendly co-operation, encouraging respect and consideration for
other persons and for property.

RIGHTS AND RESPONSIBILITIES

A Safety Right and Responsibility;
Everyone has the right to feel happy and safe. It is
everyone’s responsibility to help others feel happy
and safe.

A Respect Right and Responsibility;
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Everyone has the right to be treated with
understanding, fairness and equality. Everyone has
the responsibility to treat others with understanding,
fairness and equality. We all have a responsibility to
look after our own and others belongings.

A Ready Right and Responsibility;
Everyone has the right to come to school willing to
learn and the responsibility to let others learn.
Everyone has the right to learn in their own way.
Children can trust adults to make good decisions for
them and their class. Everyone has the right to take
part in learning activities with a positive attitude and
the responsibility to contribute to a positive learning
environment.

Since rules are closely related to rights and responsibilities, our school and classroom
rules cover the same themes:

SCHOOL RULES Updated (2019-20)

The Safety Rule
We will try to keep ourselves and others safe

P The Respect Rule
& We will be kind to people and look after property

The Ready Rule
We will be ready to learn and will try our best

3.4 Restorative Approach to Bullying Behaviour

We use a restorative approach to bullying behaviour and a copy of our anti —bullying
policy is available on the school website: http://www.orkney.co/glaitness/wp-
content/uploads/2018/11/2018-Nov-Glaitness-Anti-Bullying-Policy.pdfimks

Further information is available from the anti-bullying network website:
http://www.antibullying.net/.
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4 School Curriculum
4.1 Curriculum for Excellence
“Bringing learning to life and life to learning”.

Curriculum for Excellence has now been introduced across Scotland for all 3- to 18-
year-olds - wherever they learn. It aims to raise standards; prepare our children for a
future they do not yet know and equip them for the jobs of tomorrow in a fast-changing
world.

Glow, Scotland’s unique, world-leading, online network supports learners and
teachers, and plans are already in place for parents across the country to have access
to Glow. Parents should ask the school how to arrange access to Glow and a
username and password will be issued.

Teachers and practitioners will share information to plan a child’s ‘learning journey’
from 3 to 18, helping their progression from nursery to primary, primary to secondary
and beyond, ensuring each transition is smooth. They’ll ensure children continue to
work at a pace which they can cope with and with challenge they can thrive on.

Curriculum for Excellence balances the importance of knowledge and skills. Every
child is entitled to a broad and deep general education, whatever their level and ability.

Every single teacher and practitioner is responsible for the development of literacy and
numeracy from Early Level through to Senior Phase.

Curriculum for Excellence aims to develop skills for learning, life and work, bringing
real life into the classroom, making learning relevant and helping young people apply
lessons to their life beyond the classroom. It links knowledge in one subject area to
another, helping make connections in their learning. It develops skills which can
enable children to think for themselves, make sound judgements, challenge, enquire
and find solutions.

There is an entitlement to personal support to help young people fulfil their potential
and make the most of their opportunities with additional support wherever it is needed.
There is an emphasis on looking after our children’s health and wellbeing - to ensure
that the school is a place where children feel safe and secure.

Ultimately, Curriculum for Excellence aims to improve our children’s life chances, to
nurture successful learners, confident individuals, effective contributors, and
responsible citizens, building on Scotland’s reputation for great education.

Curriculum for Excellence aims to achieve a transformation in education in Scotland by
providing an improved, more flexible, and enriched curriculum for all children and
young people from 3 to 18. The curriculum includes all the experiences which are
planned for children and young people through their education, wherever they are
being educated. At Glaitness, we are working hard to raise standards so that children
and young people will develop all the skills necessary to continue to be successful
when leaving school and entering the world of higher education, training or work.

Curriculum for Excellence is underpinned by the values inscribed on the mace of the
Scottish Parliament: “Wisdom, justice, compassion and integrity”.
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The purpose of Curriculum for Excellence is encapsulated in the four capacities - to
enable each child or young person to be: a successful learner, a confident individual, a
responsible citizen, and an effective contributor.

There are eight curriculum areas:

e Expressive Arts (art, music, dance, and drama)

e Religious and Moral Education.

e Health and Well Being, including Physical Education.

e Sciences.

e Languages (listening, talking, reading, writing and other languages).
e Social Studies.

e Mathematics (numeracy).

e Technologies.

Literacy, numeracy, and health & wellbeing are given added importance because
these skills are so vital in everyday life. All teachers will have responsibility to teach
literacy, numeracy, and health & wellbeing.

Learning is divided into two phases.
The General Phase

The General Phase is from Nursery to the end of Secondary School third year.
Learning in the General Phase is divided into levels as follows:

e Early - the nursery years and P1, or later for some.

e First - to the end of P4, but earlier or later for some.

e Second - to the end of P7, but earlier or later for some.
e Third and fourth - S1-S3, but earlier for some.

The Second Phase

The Second Phase is from fourth year in Secondary School, and beyond S4 - S6
which can include College as well as Secondary School.

English Language

Our Language programme is based on the national guidelines for “A Curriculum for
Excellence”.

Speaking

Much attention is given to this important aspect of language, our aim is to enable
children to express their ideas and thoughts in a concise and articulate manner. We
follow guidance in Orkney’s Listening and Talking Toolkit.

Listening

It is our policy to devise strategies which will assist the pupils to become good
listeners, thus creating conditions for more effective learning. We follow guidance in
Orkney’s Listening and Talking Toolkit.
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Reading

The school uses a variety of published resources to support the teaching of reading,
including Oxford Reading Tree resources. This approach is backed up using
appropriate phonic material (Jolly Phonics). We aim to make our pupils effective
readers, commanding all the skills necessary for reading with understanding,
enjoyment, and appreciation. The school has adopted Orkney’s toolkit for reading and
strategies to develop literacy skills.

Writing

Our aim is to encourage fluent expression, factual accuracy, and formal “correctness”

(punctuation, spelling etc.) in the different forms of writing tackled by the children. The
purpose of their writing will be to convey information, express feelings, reflect on ideas
and opinions and give imaginative and aesthetic pleasure.

Modern Languages
Currently children are learning French from P1.
Mathematics

The school’s Mathematics programme is based on the guidance in “A Curriculum for
Excellence”. Learning mathematics gives children access to the wider curriculum and
the opportunity to pursue further studies and interests.

Mathematics is sub-divided into:

e Number, Money, and Measurement.
e Problem Solving.
e Information Handling and Shape, Position and Movement.

It is our aim to help the pupils acquire the basic mathematical facts and skills and to
enable them to put these to practical use.

Emphasis is also placed on mental arithmetic and problem solving.

We use a range of resources at each stage to ensure progression, challenge, breadth,
depth, and enjoyment. We emphasise the need to make maths relevant to everyday
life.

Interdisciplinary Topics

These embrace aspects of History, Geography, Local Studies, Science and Health
and Wellbeing. Children are taught certain basic skills and ideas through
Environmental Studies. For example, they are taught the skills of observation,
researching, classification and recording. Emphasis is placed on local and Scottish
themes.

Visits are made to places of local interest, for example Corrigall and Kirbister
museums, Skara Brae, Ring of Brodgar, St Magnus Cathedral.

Our programme of study has been put together by Glaitness staff ensuring a range of
topics which will engage and motivate the children, helping to make links across the
curriculum and across their learning. It is this ability to make links that takes learning
into new dimensions.
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Staff consider interests of the children, prior knowledge and personalization when
planning learning experiences and outcomes.

Art

Children are taught the basic techniques of drawing and painting. They are given the
opportunity to work with different types of material, e.g., paint, clay, fabric etc.

Music

Children sing, play instruments, make their own music, and recreate that of others and
other cultures, and learn about pitch, rhythm, and harmony.

At P4, violin tuition is offered to pupils, and at P6 and 7 stages woodwind is
additionally offered. Throughout the year, older children can join the orchestra and/or
choir for key school events.

All children who learn an instrument, or sing in the choir, are asked to commit to
performing in concerts in school or in the community throughout the year.

Physical Education and Health and Wellbeing

Our itinerant PE teacher teaches a basic moves program to early and first level pupils
through a variety of topics including gymnastics, athletics, active health, dance, and
games.

An Active Schools Coordinator works closely with the school to provide opportunities
for pupils and support for class teachers in delivering quality PE each week. The
school follows Government guidelines and delivers 2 hours of Physical Education each
week.

The programme for health and wellbeing, includes aspects of physical, social, and
emotional health. All our pupils take part in the Childsmile Toothbrushing Campaign,
and children from nursery to primary 2 can have their teeth painted with enamel.

Please contact the head teacher if you would like any further information about the
curriculum in our school or the way it is delivered.

Please see the web site below for information about the implementation of the
Curriculum for Excellence:

http://www.educationscotland.gov.uk/Images/ImplementationPriorities21512 tcm4-
721650.pdf

4.2 Active Learning

Curriculum for Excellence emphasises the value of an active learning approach. In the
early years, children will have a range of learning experiences that include planned
and purposeful play and stimulating learning which engages and challenges children’s
thinking using real-life and imaginary situations. As children progress through school,
they will continue to be involved in active learning experiences which are engaging
and give them ownership of their own learning.

4.3 Planning Children’s and Young People’s Learning

Teachers in nursery, primary and secondary schools share their learning intentions
with pupils, parents and carers. This takes place with pupils on a day-to-day basis by
agreeing the aims of an individual piece of work. Longer-term planning also takes
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place in a variety of forms. Pupils in primary schools negotiate with their teachers their
aims for the next block of learning. At the end of the block progress against these aims
is assessed by the teacher and pupil, and new targets are set for the following block of
learning.

There are many opportunities in school for children to make choices in their learning:
for example: topics for writing, studying of a particular area or character of interest in
greater depth, how work is presented for evaluation or generally, personal targets for
learning and so on.

4.4 Homework

Pupils are regularly given homework to support their learning and to encourage them
to become more organised and self-supporting in their learning. Homework tasks will
be given where a teacher feels a particular child or group of children may benefit from
it. Homework will be organised according to the stage and ability of the child; it can
arise from all curricular areas and may include written, oral, or practical activities. The
tasks set will be interesting, worthwhile, and challenging for the child.

Parents are encouraged to help pupils with their homework as a means of keeping
them up to date with the work of the class and the child’s progress, and to promote
partnership between the school and parents.

Homework provides an opportunity to consolidate what has been learned in class and
helps parents be aware current learning. This can be a useful discussion starter at
home. Homework is also an integral part of schoolwork. Parental interest and co-
operation in ensuring homework is undertaken is essential. We encourage parents to
sign/acknowledge each homework task.

4.5 Care of Books / Materials

To enable us to provide the best possible education for your child, every care should
be taken to look after the school’s resources and facilities. Parents are asked to
remind their child(ren) that all school equipment and fitments should be used with
care.

Books and learning resources which are lost or destroyed must be paid for, either
wholly or in part. Any loss of school or Council property should be reported
immediately to the school.

4.6 Sensitive Aspects of Learning

Education in relation to sexuality and relationships is specifically taught in P6 and P7.
However, building blocks relating to this are built into the health and wellbeing
education throughout the school. The programme is supported by a member of the
NHS Orkney team. We will notify parents about sensitive aspects of learning through
the class notices.

Children at this stage are informed about drugs and their effects.

4.7 Religious Instruction and Observance

Parents who wish to exercise their right to withdraw their child from religious
instruction and / or observance should contact the head teacher, in writing, and
alternative arrangements will be made for your child.
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4.8 Extra-Curricular Activities and School Excursions

Extra-curricular activities

Every school is encouraged to offer as wide a range of sporting and cultural activities
as possible. In this context, the Authority provides a degree of financial and
administrative support for leagues, competitions, festivals, and similar events but it is
recognised that, again, the help of parents and the community is invaluable.

At Glaitness, there is a range of extra-curricular activities available for pupils after
school, and parents will be informed about these by the school. In addition to in-school
activities, classes also make regular educational visits and excursions. Wherever
possible, these excursions are linked to pupils’ learning.

All our in-school activities are supervised by members of staff or other responsible
adults, and where participation involves children travelling or staying late after school,
written permission for children taking part is required from parents. Our parent council
and parent helpers also support extra-curricular activities; we encourage parents to
contact the school if they wish to volunteer to support after school activities.

School Trips

Various school trips are organised for the children throughout the year. These are an
important aspect of the children’s learning. The Council’s safety procedures are
adopted, and parental consent sought before all trips to ensure the safety and
enjoyment of everyone taking part.

Safety

All school activities are subject to risk assessments which ensure that any hazards
involved are identified and managed appropriately.

Whenever parental consent is required, the school will issue the appropriate form. This
will include consent for:

e Trips and excursions.

e Administering medicine.

e Using pupils’ images out with the school i.e. newspaper reports.
e Use of internet.

e Use of school sun cream.

4.9 Facilities for Physical Education and Outdoor Activities

The school hall / gym has a variety of apparatus for physical education. As part of the
school’s physical education programme, pupils may at times also use the facilities of
the local sports complex, swimming pool or sports pitches.

4.10 Active Schools

The Active Schools Network in Scotland is a team of people working in the school and
the wider community. Its goal is to offer all children and young people the motivation
and opportunities to ‘get active’, ensuring there are more and higher quality
opportunities for all children to participate in sport in schools and to increase capacity
through the recruitment of a network of volunteers, who in turn deliver activity sessions
in schools. Further information is available on the Active Schools webpage of the
Council website: http://www.orkney.gov.uk/Service-Directory/S/active-schools.htm.
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4.11 Outdoor Education

Rich in culture and community, set in a diverse, exciting, even exhilarating
environment, Orkney has an outdoor education provision set to reflect its own status.
Outdoor Education opportunities, especially those with a residential element, play an
important part in promoting the personal and social development of pupils of all
abilities, as well as contributing to their understanding of environmental and
developmental education themes.

Sometimes the focus of activities will be on the development of skills, at other times on
the process by which learning occurs, or by the provision of opportunities for learning
through direct experience. The range of Outdoor Education and the development of
diverse activities create a need for instructors and teachers to be flexible in their
approach. Teaching and instructional styles have clear emphasis on the needs of the
individual and the group.

At Glaitness, children are given the opportunity to undertake various school trips,
some onsite, some in the school’s extended campus, i.e. Muddisdale Woods and
others further afield.

4.12 Assessment and Reporting your Child’s Progress

In accordance with national policy, a baseline assessment is completed for all children
on entry to P1, then again in P3, P5 and P7. Baseline assessment enables a snapshot
of where individual children have reached in their literacy and numeracy development.
The assessment helps teachers plan for learning.

Pupils in P1, P4 and P7 undertake Scottish National Standard Assessments in
reading, writing and maths. School receives feedback on these assessments to enable
teachers to plan next steps in learning for pupils.

Assessment is of a continuous nature; each pupil being assessed on his / her general
class work in conjunction with class tests whenever appropriate. A variety of
assessments and strategies will be used to confirm that a child is ready to move from
one level to the next.

Pupil’s progress will be notified to parents throughout the session and through the
parents’ evenings in November and March. A summary of learning for the year is
reported to parents in June through each child’s Learning Journey.

School staff will share aspects of learning and next steps with parents throughout the
year in various ways, including through learning logs, a termly letter with information
about the forthcoming term. Where staff have concerns about a child’s learning, he /
she will contact parents to share these. Parents wishing to discuss their child’s
progress with the class teacher are welcome to contact the school at any time to ask
for an appointment to consult with the class teacher or head teacher/depute head
teacher.

At P7 pupils complete a profile of their achievement which goes with them to
secondary school. This provides an opportunity for one-to-one dialogue about learning
with secondary staff.

The purpose of the profile is to:
e provide learners with a reflective summary statement of their achievement.

e publicly recognise progress in their learning and achievement.
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¢ challenge, motivate and support all children to achieve their best.
e Dbuild learners skills and capabilities to reflect on their learning.
e support and inform transition.

If you have any concerns about your child’s progress, please get in touch with us as
soon as they arise.

Parents can discuss their child’s progress with class teachers on parents’ evenings. In
addition, of course, parents are welcome to contact the school to ask for information or
for an appointment to consult with the head teacher or class teacher.

More information about what data is collected about your child is given in section
seven of this handbook.

5 Transitions

5.1 Transfer from Early Learning and Childcare to Primary

As children move into Primary One, Early Years staff will undertake a variety of
planned activities with the children to enable a smooth transition.

5.2 Primary School Admissions

In Orkney, as in all Scotland, there is one intake to primary school that takes place in
the August of each year. Children born between the beginning of March and the end of
the following February are eligible to start primary school in the August when they will
be between 4.5 and 5.5 years old.

Children born between March and August must start school in the August after they
become five. However, if your child is not five at the start of the school term in August,
they have the option of deferring their entry to school until the following August.

Some parents / carers, therefore, have a choice as to when their child starts primary
school. Taking the choice to delay school enrolment for a year is known as deferred
entry. This choice takes place when your child will be starting Primary One, not when
they are going into their pre-school year.

Deferred entry to Primary School

Parents / carers who have any concerns about whether they wish their child to take up
a place in Primary One the following August should in the first instance discuss the
matter with the Early Years staff, or the head teacher / manager of your child’s school /
setting. Discussions should focus on your child’s progress in his / her pre-school
education, and their readiness for P1.

Request for Deferral

If after on-going discussions with the nursery staff, you wish to proceed with a request
for deferral to Primary One, you should complete the “Deferred Entry to Primary
School” form. Your child’s school / setting will have this form and nursery staff can
support you to fill it in if you wish. You will need to return this to Education & Leisure
Services by the end of March. We may not always be able to accommodate this
request, always depending on our numbers but staff will communicate with you about
this process and what is available.
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Automatic Deferral

If your child’s birthday is in January or February, they will have the right to start school.
They will also have the right to defer entry to Primary One and the local authority will
provide a free pre-school place for an additional year.

Discretionary Deferralfmro]

If your child’s birthday is from September to December, they will have the right to start
school. They will also have the right defer entry to Primary One.

The local authority may provide a free nursery place where there is agreement
between parents / carers and the nursery staff that this is in the best interests of your
child, and where there is a space at the nursery setting. However, the allocation of a
free nursery education place is not automatic and is at the discretion of the local
authority.

As part of this you may be offered fewer pre-school sessions if these are available.
Alternatively, you may be offered a place in another setting where spaces exist.

Legislation is due to come into force under which the Local Authority will be be obliged
to provide an ELC place for a further year for anyone who wishes not to send their
child to school (if they have not yet turned 5 by the August start date).

Appeals and Decisions

Particularly in those cases where there may be doubts as to the final decision on
deferral, parents are strongly advised to make an application for a primary school
place too.

Advice on procedures for this is available from all primary schools and from the
authority. This will ensure that each child’s application for a primary school place can
be considered by the due date (Early May). You will hear about any decisions in early
May. Glaitness staff will also be happy to discuss any aspect of this with you.

When beginning Primary 1, your child will normally attend their local primary school
and transfer from it, after Primary 7, to its associated secondary school. Details of the
catchment areas and boundaries can be obtained from Education, Leisure and
Housing - telephone 01856 873535 or email education.leisure@orkney.gov.uk.

Children eligible for enrolment are those whose 5th birthday falls on or between 1st
March and the end of February the following year. Any pupil who wishes to transfer to
a school out with the catchment area will need to submit a Placing Request Form.

5.5 Primary to Secondary Transfer and the Catchment Secondary
School for the East Mainland

Glaitness School falls in the catchment area for secondary education of Kirkwall
Grammar School (KGS), and pupils from Glaitness School normally transfer there after
primary 7. The P7 Class Teacher, Support for Learning Teacher, and Head teacher
liaise with secondary guidance staff and collate information about pupil progress,
attainment, and successful teaching strategies before Primary 7 pupils move into
secondary school.

Transition is further enhanced through participation in curricular projects and visits by
secondary teachers.
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In June P7 pupils take part in two transition-day visits to KGS. On these days, pupils
get the opportunity to participate in lessons in classes they will be in S1.

If children are eligible, they will be able to apply for bus transport.

As well as the transition days, pupils also attend Active Schools Sports events and
music opportunities designed to help make new social ties with children from other
schools.

Other visits may be arranged from time to time and the children meet each other and
KGS staff through music and sport activities.

Parents will have an opportunity to view the school and be given a brief explanation of
school life. For further information, contact Kirkwall Grammar School:

Kirkwall Grammar School

Kirkwall

Orkney

KW15 1QN

Tel: 01856 872102

Email admin.kgs@aglow.orkneyschools.org.uk

If you wish your child to attend a secondary school other than the catchment
secondary school for your home address, you will be required to make a Placing
Request as detailed in the Placing Request section below.

5.6 Placing Requests

As a parent, you have the right to make a Placing Request for your child(ren) to be
educated in a school other than the local school. Applications for Placing Requests
should be submitted in writing to:

Education Resources Officer

Education, Leisure & Housing

Council Offices

School Place

Orkney  KW15 1NY

As soon as a decision has been made, you will be notified of the result. If your Placing
Request is successful, you will be asked to contact the school to establish
arrangements for enrolment.

5.7 Mid-Session Transfers

You may make a Placing Request at any time during a school session. If your child is

experiencing problems at school, you are advised to discuss the matter with the Head
Teacher prior to making a Placing Request. Completing the Application Form does not
guarantee a place for your child at your chosen school. Your Placing Request will only
be granted if there are surplus places available at the school.
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5.8 Transport for Placing Requests

If a Placing Request is successful, parents will be responsible for the safety and
transportation costs of their child to and from their chosen school.

6 Support for Pupils

Getting It Right For Every Child (GIRFEC)

Taking care of our children's well-being and making sure they are alright - even before
they are born - helps us ensure the most positive outcomes for them later in life. It
gives them the potential to grow up ready to succeed and play their part in society.

Getting it right for every child is a programme that aims to improve outcomes for all
children and young people.

It promotes a shared approach that:

e builds solutions with and around children and families.

e enables children to get the help they need when they need it.
e supports a positive shift in culture, systems, and practice.

e involves working together to make things better.

Getting it right for every child is the foundation for work with all children and young
people, including adult services where parents are involved. It builds on universal
health and education services and is embedded in the developing early years and
youth frameworks. Developments in the universal services of health and education,
such as Better Health Better Care and Curriculum for Excellence, are identifying what
needs to be done in those areas to improve outcomes for children.

The Getting it Right approach looks at eight areas of 'well-being'. These are
recognised as areas in which children and young people need to progress in order to
do well now and in the future. They allow those responsible for the care and support of
children - including members of their own families - to look at a situation in a structured
way that will help them identify any needs and concerns and plan with the child and
family any action they need to take. The eight well-being indicators are:

S
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e Safe

e Healthy

e Achieving

e Nurtured

e Active

e Responsible
e Respected

¢ Included

The approach gives them a common language and a way to gather information about
a child's world, making sure the child is growing and developing, and has everything
they need from the people who look after them both at home and in the wider
community. It also encourages practitioners to think about who else might need to be
involved (for example a teacher might need to contact other professionals to make
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sure that an education improvement plan with the child and family was meeting all the
child's needs).

Protecting Children and Young People

All children have a right to be protected from harm, abuse and neglect. It is everyone's
job to make sure that children in Orkney are safe. Education, Leisure & Housing have
an important role in identifying children who have been abused or are at risk of being
abused.

Orkney Islands Council has clear procedures for all staff to follow. Head Teachers or
designated member of staff are instructed to notify Orkney Islands Council when a
member of staff has a suspicion that a child might have been abused or be at risk of
abuse. This encompasses a wide range of risks including concerns about emotional
abuse or harm.

Orkney Health & Care will decide on whether or not an investigation is necessary and
will advise accordingly. In every situation for all staff, the welfare of the child overrides
other considerations.

Additional Support Needs — Mainstream Classes

Pupils with additional support needs are identified by class teachers working with the
support for learning teacher and when appropriate, the educational psychologist.
Provision is made for pupils with additional support needs based on assessments in
school and on professional advice.

If you believe your child to have any additional needs, please speak to the class
teacher in the first instance or to the Head Teacher at any time.
Pupil Support Team

Further information on the Pupil Support Team is available on the Council’s website:
www.orkney.gov.uk

Educational Psychology Service

The Educational Psychology Service is part of the Pupil Support sector within
Education, Leisure & Housing. The central aim is to promote the development and
well-being of children and young people (birth to 24 years), particularly to help them
overcome any barriers to learning and self-efficacy. The service aims to achieve this
through working collaboratively with teachers, parents, young people, and others.

Further information on the Educational Psychology Service, including contact details,
is available on the Council’s website: www.orkney.gov.uk

Pastoral Support

Glaitness School is a warm and caring place and pastoral support is always available
from members of staff as well as through our partner agencies. If you believe your
child needs additional pastoral support, please speak to the class teacher in the first
instance.

In addition to the information shown above, the school handbook must include
information specified by the Education (additional Support for Learning) (Scotland) Act
2009 which includes:

Page 40 of 46


http://www.orkney.gov.uk/Service-Directory/T/The-Pupil-Support-Team.htm
http://www.orkney.gov.uk/Service-Directory/E/Educational-Physchology-Service.htm

e the authority’s policy in relation to provision for additional support needs.

¢ the arrangements made by the authority in making appropriate arrangement for
keeping under consideration the additional support needs of each such child
and young person and the additional support needs of the children and young
person so identified.

e the other opportunities available under this Act for the identification of children
and young persons who:
o have additional support needs.
o require, or would require, a co-ordinated support plan.

e the role of parents, children and young persons in the arrangements referred to
above.

e the mediation services provided.

e the officer or officers of the authority from whom parents of children having
additional support needs, and young persons having such needs, can obtain
advice and further information about provision for such needs.

School Handbooks must also contain information of any organisations specified by
Scottish Ministers which provide advice, further information and support to parents of
children and young people with ASN. These organisations are identified under The
Additional Support for Learning (Sources of Information) (Scotland) Amendment Order
2011 as:

e Children in Scotland: Working for Children and Their Families, trading as
“‘Enquire — the Scottish advice and information service for additional support for
learning”, a charitable body registered in Scotland under registration number
SC003527;

e Scottish Independent Advocacy Alliance, a charitable body registered in
Scotland under registration number SC033576; and

e Scottish Child Law Centre, a charitable body registered in Scotland under
registration number SC0O127

7 School Improvement

Raising Attainment

Monitoring performance and using the resulting information to secure improvement is
an important part of the work of head teachers, school staff and officers within
Education Services.

The Scottish Schools Dashboard

Standards and Quality Report

Every year each school publishes a Standards and Quality report which highlights the
school’s major achievements. Each parent receives a copy of the report, which can
also be found on the school website.

School Improvement Plan

Each session the school publishes a School Improvement Plan which can be found on
the school website. Priorities can be found on the School Improvement Plan on the
website.
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Transferring Educational Data about Pupils

The Scottish Government — Education and Training has asked that the undernoted
advice be included in our school brochures.

Education authorities and the Scottish Government collected data about pupils on
paper forms for many years. We now work together with schools to transfer data
electronically through the ScotXed programme. Thus, the Scottish Government has
two functions: acting as a ‘hub’ for supporting data exchange within the education
system in Scotland and the analysis of data for statistical purposes within the Scottish
Government itself.

What pupil data is collected and transferred?

Data on each pupil is collected by schools, local authorities, and the Scottish
Government. The data collected and transferred covers areas such as date of birth,
Scottish Candidate Number (SCN), postcode, registration for free-school meals,
whether a pupil is looked after by his/her local authority, additional support needs
including disability and English as an Additional Language (EAL), and attendance,
absence and exclusions from school. The SCN acts as the unique pupil identifier.
Pupil names and addresses are not passed to the Scottish Government. Your
postcode is the only part of your address that is transferred for statistical purposes,
and postcodes are grouped to identify ‘localities’ rather than specific addresses. Dates
of birth are passed on as ‘month and year’ only, again to ensure that individuals are
never identified. Data is held securely and no information on individual pupils can or
would be published by the Scottish Government.

Providing national identity and ethnic background data is entirely voluntary. You can
choose the ‘not disclosed’ option if you do not want to provide this data. However, we
hope that the explanations contained in this message and on the ScotXed website will
help you understand the importance of providing the data.

Why do we need your data?

In order to make the best decisions about how to improve our education service, the
Scottish Government, education authorities and other partners such as the Scottish
Qualifications Authority and Skills Development Scotland need accurate, up-to-date
data about our pupils.

We are keen to help all our pupils do well in all aspects of school life and achieve
better examination results. Accurate and up-to-date data allows us to:

e plan and deliver better policies for the benefit of all pupils
e plan and deliver better policies for the benefit of specific groups of pupils

e Dbetter understand some of the factors which influence pupil attainment and
achievement

e share good practice
e target resources better.

Your data protection rights

The collection, transfer, processing and sharing of ScotXed data is done in
accordance with the Data Protection Act (1998). We also comply with the National
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Statistics Code of Practice requirements and other legislation related to safeguarding
the confidentiality of data. The Data Protection Act gives you the right to know how we
will use your data. This message can give only a brief description of how we use data.
Fuller details of the use of pupil data can be found on the ScotXed website
www.scotxed.net.

The Scottish Government works with a range of partners including Education Scotland
and the SQA. On occasion, we will make individual data available to partners and also
academic institutions to carry out research and statistical analysis. In addition, we will
provide our partners with information they need in order to fulfil their official
responsibilities. Any sharing of data will be done under the strict control of the Scottish
Government, which will ensure that no individual level data will be made public as a
result of the data sharing and that these data will not be used to take any actions in
respect of an individual. Decisions on the sharing of data will be taken in consultation
with colleagues within and out with the Scottish Government.

Concerns

If you have any concerns about the ScotXed data collections you can in the first
instance contact Education, Leisure and Housing on 01856 873535 or emaill
education.leisure@orkney.gov.uk. If you further concerns, please email the Senior
Statistician, scotxed@scotland.gsi.gov.uk or write to The ScotXed Support Office,
Area 1B, Victoria Quay, Leith, EH6 6QQ. Alternative versions of this page are
available, on request from the ScotXed Support Office, in other languages, audio tape,
braille and large print.

School Policies

School policies can be found on the school website and hard copies can be viewed at
the school.

Websites
You may find the following websites useful.

e https://education.gov.scot/parentzone/ - parents can find out about everything
from school term dates to exam results. This site also offers information for pre-
5 and post school. It also lists relevant publications for parents and provides
hyper-links to other useful organisations.

e www.hmie.gov.uk/ - parents can access school and local authority inspection
reports and find out more about the work of Education Scotland.

e www.scottishschoolsonline.gov.uk/ - parents can find out about individual
schools. They can choose a school and select what type of information they
need such as Education Scotland reports, exam results, stay on rates and free
school meal entitlement.

e www.orkney.gov.uk/ - contains information for parents and information on
Orkney schools.

e www.childline.org.uk/ - contains information for parents and children on varying
forms of bullying and provides help for parents and children who are affected by
bullying.

e www.respectme.org.uk/ - Scotland’s anti-bullying service. Contains information
for parents and children on varying forms of bullying and provides help for
parents and children who are affected by bullying

e https://education.gov.scot/ - provides information and advice for parents as well
as support and resources for education in Scotland
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e www.equalityhumanrights.com/ - contains information for everyone on equality
laws within the government and local authorities.

e www.handsonscotland.co.uk/ - information on dealing with troubling behaviour

8 Glaitness School — Enhanced provision.

What we offer children and young people with moderate to complex additional support
needs who are allocated a place at Glaitness in a supported class.

‘Be all you can be’ is our motto and we aspire to make this happen for all our learners.
Our focus for our learners with additional support needs is to provide opportunities and
structure to increase independence in learning and in daily life. We have an enhanced
level of staffing at the school which enables us to have some supported classes which
can provide individual or small group learning as part of a planned programme. Within
this planned programme for individual children, opportunities for learning in the
mainstream classes are also built in where appropriate to the needs of all children.

We provide flexible learning activities and sometimes spaces which are planned and
used to meet individual needs. We regularly use a range of visual aids, prompts,
symbols and pictures to facilitate communication and independence. These are often
shared with home for parents and children to use together.

We have very regular communication with parents in relation to all aspects of their
child’s learning and care including setting targets, reviewing progress and planning
and meeting care or health needs. Relevant training is put in place to enable staff to
be trained and confident in addressing a wide range of needs.

We have regular and on-going communication with our partner agencies and
colleagues working very closely with Children and Families’ team at OIC, NHS Orkney
and the support team based within Education, Leisure and Housing Services.

We have a fully accessible physical environment which includes some special places
to enhance learning and experiences for some children. The special spaces include a
a sensory room, and a hydrotherapy pool. We maximise the use of the close local
environment with many visits out into the local community around Kirkwall and we can
go further afield with the use of the school minibus. We access facilities and activities
in the local area with regular swimming sessions and horse-riding for some children.

Additional Information

Children are placed in a supported class at Glaitness following multi-agency
involvement and agreement from all that this is the best provision for your child. This
includes agreement from parents. Transport if requested may be available for children
placed in supported classes but families will be assessed for the need for transport by
the Educational Psychologist. If your child is allocated a placement in a supported
class, we will hold a placement review within approximately 8 weeks with parents and
all relevant agencies to ensure this placement meets the needs of the child.
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9 Key Additional Information Relevant to Early Learning and
Childcare Provision at Glaitness

You can find further information and documents such as the Early Learning and
Childcare Handbook at the link below:

Glaitness-Early-Learning-and-Childcare-Handbook-2022-2023.pdf (orkney.co)

Glossary

e CFE - Curriculum for Excellence

e ASN — Additional Support Needs

e EMA — Education Maintenance Allowance

e ASL — Additional Support for Learning

e SQA — Scottish Qualifications Authority

e FOI - Freedom of Information

e HT/PT — Head Teacher/Principal Teacher

e CLD — Community Learning and Development
e GIRFEC — Getting it Right for Every Child
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Parent feedback

Please take a few minutes to fill in and return the questionnaire on this page. Your
feedback will help us improve the hand book next year.

Tell us what you think.

Your feedback will help us to improve our handbook.

Did you find: Please tick

The handbook useful? fYes [ONo
The information you expected? fYes [ONo
The handbook easy to use? OYes No

Please tell us how we can improve the handbook next year.

Name of school: Glaitness School

Thank you for filling in the questionnaire. Your views are appreciated. Please return
this questionnaire to the school.



