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In St Sylvesters we are: 
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                courAgeous 
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                  reSponsible 
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INTRODUCTION  

 

The purpose of this handbook is to help you understand more about St. 

Sylvester’s R.C. Primary School.  It provides essential information about the 

school, which we hope that you will find interesting and helpful.  St. Sylvester’s is 

unique, a relatively small school with a strong sense of community.  Although 

Catholic we warmly welcome all children and their families from other faiths and 

none.  At St. Sylvester’s we aim to ensure that every child is valued and supported 

in achieving their potential.  We encourage strong partnerships between home, 

school and the wider community and throughout the year we organise events, 

activities and meetings that enable parents and community to become fully 

involved in the life and work of the school.  Newsletters are issued on a monthly 

basis to keep parents/carers informed and updated.  By choosing to send your 

child to St. Sylvester’s you can be confident that your child will be given every 

opportunity to progress in a happy, safe and secure environment.  

  

  

  

  

 

 

 

(The information contained within this handbook is correct at the time of publication, and is 

updated annually.  This handbook has been prepared by the Head Teacher and follows 

guidelines set out by The Moray Council.)  

 



SCHOOL INFORMATION 

 

   

 

 

 

 

STAFF LIST  
    

Head Teacher Ms J Burns 

P7 Class Teacher  Mrs H McKenna  

P5/6 Class Teacher  Miss N Ramsay (Mon – Thurs) Mrs King (Fri) 

P4/5 Class Teachers  Mrs A Hay (Mon – Tues)  Mrs M Reeves (Wed – Fri) 

P2/3 Class Teacher  Mrs K Player  

  P1/2 Class Teacher Mrs D Kirk 

    

Support for Learning 
Teacher  

Mrs  P Menzies-Smyth  

IT Teacher   Mrs Griffiths  (Fri)  

    

Classroom Assistant  Mrs D Maver (mornings only). 
Mrs L Thomas  

 
Pupil Support Assistants  

 
Mrs F Dunbar,  
Mrs C Widger,  
Mr M Webster, 
Mrs P Bowman, 
Mrs K Ewan, 

 
Administrator  

 
Mrs S More  

    

Janitor  Mr Anderson  

Catering Supervisor Mrs Burgess 

Cleaner Ms Barnes 

  

  

    
       

  

School Telephone Number  
Email 
School Address  

01343 541453  

admin.stsylvestersp@moray-edunet.gov.uk  

Abbey Street  
Elgin  
IV30 1DA  



SCHOOL TIMES  

Morning  
08:45 – 12:30  

    

Interval  10:40 -11:00  
    

Lunch  12:30 -1:25  
     

Afternoon 1:25 – 3:00 

    
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  



 

THE HISTORY OF ST. SYLVESTER'S  
 

In 1858 Rev. John Thomson was appointed as parish priest to St. Sylvester's Church, 

Elgin, 'in whose time (1871) a school and nunnery were added to the Church's 

establishment' (Elgin Past and Present). The Rev. John Thomson lent the house the 

sisters occupied to them and 'school lessons were given in a house belonging to Mrs. 

Shannon in High Street'.  
  

The premises were soon found to be neither healthy nor suitable, so the Rev. Thomson 

'took steps to obviate these defects by erecting a new school of most approved 

construction'. The buildings were considered to have ample accommodation for 150 

children. The total cost including enclosing walls, gates and railings was £500. The 

Catholics of the district built this school on ground to the east adjoining St. Sylvester's 

Church.  
  

On May 13th 1872, the then new St. Sylvester's School was opened 'by a musical and 

dramatic entertainment under the auspices of the Bishop of the district, Bishop 

MacDonald, Aberdeen'. The school opened with a roll of 48 and Maria Burns (Mother 

Austin of the Convent of Mercy) was the first head teacher.  
  

The Education Act of 1872, which made education compulsory, did not change Catholic 

policy in regard to the already existing Catholic schools. Their independence continued 

and was reinforced by the establishment of the hierarchy in 1878. The Education 

(Scotland) Act of 1918 saw their transfer to the State system with guarantees in relation 

to the appointment of staff, to the time allocated to religious education and to Church 

supervision.  
  

St. Sylvester's School was transferred to the Education Authority with effect from 16th 

May 1919 in accordance with the provisions of Section 18(1) of the Education 

(Scotland) Act 1918 from which date the Education Authority became responsible for 

the maintenance and management of the school as a public school. The Authority's title 

to the school consisted of a lease between the Bishop of Aberdeen and others.  

The Sisters of Mercy continued to serve Catholic education over the next 65 years, 

which was central to their vocation and very much valued and welcomed by the 

community. Greyfriars Convent closed in September 2010 and the Sisters of Mercy 

lived locally, supporting the Parish of St. Sylvester’s.  
  

After a number of years of uncertainty with regard to accommodation, Grampian 

Regional Council announced their plans for the building of a brand new school.  
  

On April 16th 1993 we moved from the old St. Sylvester's School to the new and 

current building which was officially opened on 13th October 1993 by Councillor E. 

Hendrie, Chairman of Grampian Regional Council Education Committee and blessed 

by Rt. Rev. Mario J. Conti, Bishop of Aberdeen.  
  

Following re-organisation of local government in April 1996 the school came under the 

authority of the Moray Council.  
 

At present, the school roll is 118 with 1 single stream class and 4 composite 

classes. We have a staff of four full-time class teachers and 3 part time teachers.  In 

addition to the class teachers, we have a large number of support staff who help support 

learning and teaching across the curriculum.  These include classroom assistants and 



pupil support assistants.  We also have a full-time support for learning teacher.  

Throughout the year, there is instrumental instructions available and input from active 

schools and the Home/School Link Worker.  We also have an administrator, janitor, 

cleaning and catering staff.  
  

 

ZONING  

  

    
 

  

  

The school zone covers the area of St. Sylvester's Parish - from Elgin to Lossiemouth, as 

far over as Boar's Head Rock, Lhanbryde, Urquhart, Longmorn, Miltonduff, Alves, 

Burghead, Hopeman, Duffus, Roseisle, Pluscarden and Glenlatterach.  
The introduction of the Parents' Charter gives parents freedom of choice with regard to 
schools.  Parents who elect to send their children to this school therefore are expected 
to accept its traditions and their children attend all religious instruction and observance, 
since these play an important part in the education provided within the school.  
  

NOTES FOR PARENTS AND CARERS BOOKLET  
  

The Moray Council has produced a “Notes for Parents and Carers” booklet, which is 

designed to provide basic information about the education system in Moray and also to detail 

specific areas of government legislation which may relate to your child's experience at 



school.  This booklet is available from the school, from Education & Social Care, or the Moray 

Council Internet site http://www.moray.gov.uk/moray_standard/page_47236.html  
  

  

  
    

 

http://www.moray.gov.uk/moray_standard/page_47236.html
http://www.moray.gov.uk/moray_standard/page_47236.html


 

 

With Christ at the centre  

of all that we do,  

St. Sylvester’s is a place we can 

… 

Be our best selves 

Learn for life 

Thrive 

 

 

 
 



COMMUNITY LINKS  
 

The school is a very important part of any community and as such, it is important that 

it have links with as many agencies as is practicable in the area.  
  

Being a Catholic School, we work in close partnership with our local church, St. 

Sylvester's.    

The children participate in school Masses and are encouraged to attend the monthly  

Family Parish Mass on a Sunday in St Sylvester’s Church.  We have two Parish 

Priests - Fr Colin, who is the school Chaplain and Fr. Chris, The Dominican Sisters 

have a supportive role in preparation for the Sacraments.    
  

In St. Sylvester's we have well-established contacts with our nearest playgroup "St. 

Sylvester's Nursery” and with other playgroups.  Before these children come to 

school, a teacher from the Early Stages visits these playgroups so that the children 

get to know her.  The children are gradually introduced into their new learning 

environment through a series of carefully planned events and activities that help 

them to feel very much part of our school community.  
  

We have a long running association with Moray College and as a school; we provide 

placements for students undertaking HNC and HND in Child Care.  
  

In the course of the year, the children have many opportunities for outdoor learning and 

make use of a number of resources in Elgin and the local area.  Police, Fire Brigade 

and Safety Officers visit the school and give talks to the children.  

 
  

Students from Elgin Academy and Elgin High School come to St. Sylvester's for work 

experience and we hope that their time spent with us may encourage them to think 

of teaching as a possible career.  
  

Each year staff and children agree which charities the school will support.  We are very 

proud of the initiatives children take in collecting for charities within the school.  Parents 

will be informed through the school newsletter of any collections, which are being held.    
    

  

  

Pupil led assembly  

advising pupils to  

wear bright colours  

during winter.   



SCHOOL UNIFORM  
At St. Sylvester’s we are proud to be part of our school community and we have an 

agreed school uniform we are proud to wear.  We recognise that through wearing our 

uniform we are ready to work and learn.  We believe that our uniform gives everyone a 

sense of belonging – it is an important symbol that we are a community and each one 

of us has an important part to play in making it great.  We encourage all parents/carers 

to ensure that children come to school each day wearing school uniform.  
 

The official school uniform is:  
 

Girls: Grey skirt/pinafore/grey trousers, white polo shirt or blouse, school sweatshirt 

with school crest.  

Boys: Grey trousers, white shirt, school sweatshirt with school crest.  

Ties maybe required for formal occasions.  The school sweatshirt, tie and house T-shirt 

can be bought/ordered at both Dallas Designs Limited and Moray Reach Out. The tie 

is royal blue with gold stripes and the sweatshirt is royal blue with school crest.  We 

also keep a small stock in the school office as well as good quality second hand 

sweatshirts and cardigans. 

Some households may be entitled to clothing grants.  Please refer to Appendix A for 

access to information and application forms.  

P.E. Kit Self-coloured T-shirt, black shorts and gym shoes are essential (slip-on for 

infants). In the interests of safety, long hair should be tied back and No jewellery is to 

be worn on PE Days.  If earrings cannot be removed then earrings should be taped 

over.  

Shoes Indoor shoes must be worn in class by all pupils. This is to ensure that pupils 

have dry feet and furnishings are looked after.  

Outdoor learning   is an important part of our curriculum and we ask that children 

come suitably dressed each day for the weather. Waterproofs and wellies are good to 

have in school.  

  

What happens if my child misplaces their uniform?    

We ask that parents mark all items of uniform including shoes with their child’s name.  This 

makes it easier to return any lost items.  If you are aware that your child has lost something 

please come in and check our lost property rack. 

                                      

 



SCHOOL LUNCHES  

Moray Council offer an online service (iPay Impact) for parents to pay for school 

meals online. Using a debit or credit card.  Parents will need to register with 

MyAccount to access iPay Impact.  You will also be able to see what meal choice 

your child has made.  Parents of P1-P5 and FSM children will still be able to use the 

system to view what meal your child has picked.  

School meals are served daily in our school canteen and the menu for the week is 

posted on the entrance wall.  A meal costs £2.30.  If you choose to pay by cheque or 

cash this should be paid to the school kitchen first thing in the morning.  Cheques 

should be made payable to "The Moray Council" and cheques or cash should be 

placed in a sealed envelope and clearly marked.  All schools in Moray provide a wide 

range of healthy food on their menus.  These meet the Scottish Nutrient Standards for 

School Lunches, and offer choice and variety.  If you prefer your child to take a 

packed lunch to school then provision is made for packed lunches to be eaten in the 

canteen.    

If you think your household income may mean your child is eligible for free school 

lunches then refer to Appendix A to access information and a claim form from The 

Moray Council.  

 

Water Bottles  

In the interests of health and wellbeing, pupils have access to drinking water 

throughout the school day.  There is a water fountain available beside the pupil 

entrance/exit, which supplies drinking water and can be used to top up water bottles.  

Please bring a named water bottle to school.  

 

Medicines in School   

A copy of the "Supporting Pupils with Medical Needs in Schools including The  

Administration of Medicines" guidance document is available in school.  In line with 

policy agreed by the Senior Clinical Medical Officer, schools will only administer 

medicines with the written approval of a medical practitioner.  Painkillers such as 

aspirin and paracetamol fall into this category and will therefore not be administered 

on pupil request.  

  

  



  

School Term Dates  
School Term Dates are available on the internet at The Moray Council at school term 

and holiday dates.  

 

In-service closure: Monday 15 August 2022  
 

Autumn  Starts  Tuesday 16 August 2022 

Term  Ends  Friday 07 October 2022  

      

Autumn  Starts  Monday 10 October 2022 

Holiday  Ends  Friday 21 October 2022  

      

Winter 
Term  

Starts  Monday 24 October 2022 

In-service closure: Monday 14 November 2022 

In-service closure: Tuesday 14 November 2022 

Ends  Thursday 22 December 2022 

      

Christmas  Starts  Friday 25 December 2022 

Holiday  Ends  Friday 06 January 2023  

      

Spring 
Term  

Starts  Monday 9 January 2023 
Mid Term holiday:   
Thursday 9, Friday 10 & Monday 13 February 2023 

Ends  Friday 31 March 2023 

      

 
Spring  
Holiday  

Starts  Monday 3 April 2023  

 Good Friday Holiday: Friday 7 April 2023 

Ends  Friday 14 April 2023 

      

Summer  
Term  
  

Starts  Monday 17 April 2023 

May day holiday: Monday 01 May 2023 

 
In-service closure: Thursday 11 May 2023   
In-service closure: Friday 17 May 2023  

Ends  Friday 30 June 2023  
 



 

In-service closure: Monday 14 August 2023  
 

Autumn  Starts  Tuesday 15 August 2023 

Term  Ends  Friday 06 October 2023  

      

Autumn  Starts  Monday 9 October 2023 

Holiday  Ends  Friday 20 October 2023  

      

Winter 
Term  

Starts  Monday 23 October 2023  
In-service closure: Monday 13 November 2023  
In-service closure: Tuesday 14 November 2023  

Ends  Friday 22 December 2023  

      

Christmas  Starts  Monday 25 December 2023  

Holiday  Ends  Friday 05 January 2024  

      

Spring 
Term  

Starts  Monday 8 January 2024 
 Mid Term holiday:   
Friday 9 & Monday 12 February 2024  

Ends  Thursday 28 March 2024  

      

Spring  Starts  Friday 29 March 2024 -  

Holiday  Ends  Friday 12 April 2024  

      

Summer  
Term  
  

Starts  Monday 15 April 2024  
May day holiday: Monday 06 May  
2024  
In-service closure: Thursday 16 May  
2024   
In-service closure: Friday 17 May  
2024  
Local Holiday: To be agreed  
  

Ends  Friday 28 June 2024  

  

 

 

 



ADMISSION, ENROLMENT AND TRANSFERRING  

 

At St. Sylvester’s Primary we recognise that the transition from nursery into primary one 

is an important step in a child’s school life. We are fully committed to making this a most 

positive experience for both parent and child. We aim to build upon each child’s pre-

school experience and make starting school a time of excitement and anticipation. We 

have an effective transition programme which is regularly reviewed and updated. Our 

new primary one pupils are gradually introduced into their new learning environment 

through a series of carefully planned events and activities that help them to feel very 

much part of our school community. Parents are invited into school for information 

meetings and there is the opportunity to meet up informally with other parents. To 

provide additional support we have a well-established Buddy System with our senior 

pupils allocated a younger pupil to look after in the first few weeks of school.  

 

The 1981 Education (Scotland) Act gives parents rights in choosing the schools at 

which they would like their child to be educated. Information can be obtained from the 

head teacher. Each year during the month of January parents are requested to enrol 

their child for education at their local primary. All children who will be five years of age 

on, or before the last day of February of the following year are eligible for admission 

to school. A notice is placed in the local newspapers advising parents of enrolment 

dates. At the time of registering parents can request to have their child educated in 

another school of their choice. They will then be asked to complete a Placing Request 

form. Placing requests are sent to the Director of Education, Communities & 

Organisational Development and a decision will be made by 30th April. Once we have 

all the information about the children who will be joining primary one we will invite 

parents and children into the school to meet staff and other children in their class. 

Parents are asked to bring a copy of their child’s birth certificate with them at the time 

of registration. Parents of R.C. children should also bring a copy of their Baptismal 

certificate. We are always happy to welcome new pupils and their families. Anyone 

considering placing their child at St Sylvester’s should telephone, or call into the 

school office to request an appointment to visit the school. You will be given the 

opportunity to look around the school and visit classes and meet staff. It is helpful if 

children who are transferring from other schools bring records and previous work with 

them. This helps the new class teacher place them in correct groups and ensures 

continuity in learning. We advise that children should be allowed to settle over a 

period of time, unless there are any major concerns and then request that a meeting 

is arranged to discuss how the transfer has gone.  

  

  

  

 

  

  



 

MOVING ONTO SECONDARY EDUCATION  
  

As children come to the end of their primary school education preparations begin to 

take place for transfer to secondary school.  As a school we view this time as very 

important in being able to offer the skills and support the children will need for their 

transfer.    

  

Our zoned secondary schools take great care to ensure that the entire transition from 

primary to secondary runs smoothly and happily for the children.  There are a series of 

information meetings for parents and pupils held during the latter part of Primary 7. 

There are also induction days at each school so that pupils become familiar with the 

school, its layout and some of their new teachers. It is also an opportunity for pupils to 

meet children from other schools who will be starting their first year at secondary school 

with them.  There are enhanced transition opportunities scheduled for pupils who have 

additional needs who need to be supported.  

  

Children are zoned for secondary school according to the area in which they live.  These 

are normally Elgin Academy, Elgin High School, Lossiemouth High School, Milne’s High 

School and occasionally Forres Academy. If you wish your child to attend a school 

outwith their zoned school please ask for leaflet “Information for Parents – School 

Placings”. – (Notes for Parents & Carers – page 5).  

  

Each secondary school has their own induction programme where parents and pupils 

are given the opportunity to visit the school, familiarise themselves with the building, 

curriculum, pupils and staff.  Guidance staff from each of the zoned schools visit St 

Sylvester’s to get to know the children, give them any information they need and answer 

pupils’ questions.  

 

SCHOOL TRANSPORT   

Free transport is provided to in-zone pupils who live 2 miles or more away from the 

school.  In zone pupils for St Sylvester's School are children whose parents wish them 

to receive a Roman Catholic Education. (see zone map).   

The contract bus taking our in-zone pupils to and from Lossiemouth can also be used 

by pupils in the Bishopmill and South Lesmurdie areas by paying a fare or free if they 

have the Free Bus Travel Card which is available to all children in Scotland from age 5 

– 22. 

Safety of children on buses is very important and parents are asked to reinforce the 

instruction the children receive in school that they MUST sit in their seats (with safety 

belts tied) until the bus stops, leave the bus in an orderly fashion and wait until the 

bus moves off before crossing the road.    

Moray Council has a Parent/Pupil School Transport Charter.  The purpose of this 

Charter is to seek support of pupils and parents in maintaining a high standard of 

responsible behaviour, whilst travelling to and from school on school transport.  



Procedure for boarding the buses leaving school:-   

Children who are not being collected by a parent/responsible adult after school, 

assemble in the school hall at the end of the school day, where they are guided to the 

appropriate transport.  

 

PARKING IN & AROUND THE SCHOOL  

The staff car park is situated at the back of the building and is for staff use only.  In 

order to keep children safe the entrance to the car park from Institution Road is strictly 

out of bounds for parents and children.  This is also used by Moray Council taxis 

transporting pupils to and from school.  

Parents dropping off or picking up children who park on bus stop, double yellow lines 

and zig zag markings will be enforced with a £30 fixed penalty.  The bus stop 

markings ensure children have a safe passage on and off the school buses.  The zig 

zag markings ensure that children can have the best vision possible to cross and 

drivers on the road can see them and adjust their speeds accordingly.  Double yellow 

lines help both pedestrian and drivers to negotiate roads and turns safely as parked 

vehicles, particularly near junctions, obstruct vision and create road positioning 

problems for drivers.  

  

  



CONTACTING THE SCHOOL  

SCHOOL OFFICE  

Our school Administrator is Mrs Sheridan More who can be contacted on 01343 

541453.  

Mrs More works at the school every day from 8.30am until 3.30pm. In addition to the 

school office phone we have an answer machine, if no one is available to take your 

call please leave a message and someone will get back to you.  You can also use e-

mail, Groupcall Xpressions app and the Parents Portal to send a message 

You may also wish to speak to the Head Teacher – Ms. Julie Burns - who is always 

willing to arrange a time to meet with parents.  

 

SCHOOL TELEPHONE INFORMATION LINE  

You can access the School Telephone Information Line at any time. When severe 

weather warnings are received the Head Teacher will keep the system updated. School 

information is also broadcast by Moray Firth Radio.  

 

 
 

 

        School Closures information can also be obtained from the following 

website,   http://www.moray.gov.uk  

 

 

This service also offers the following facilities:   

TELEPHONE INFORMATION 

LINE

  

  

  

  
Dial: 

  

0870 054 9999 

  Enter your school’s PIN number : 031500 

  

  
You will get a confirmation message: 

  

You have selected St Sylvester’s Primary 

School   

 

  

  
You will then enter a menu system: 

  
  
Press 1  

  

to hear severe weather information 

  
  

Press 2  

  

to leave a non- Urgent message 

  
  

Press 3  

  

to hear general school information 

  

http://www.moray.gov.uk/
http://www.moray.gov.uk/


STORM WARNING PROCEDURE  

The Head Teacher has total discretion to close the school if she anticipates storm 

conditions which would put children or staff at risk.  There are standing arrangements 

during the months of November to March for the transmission of snow warnings from 

Moray Firth Radio.  School closures are also posted on www.moray.gov.uk.   

If in doubt the school will err on the side of caution, and consequently it has an 

agreement with the contract bus companies that if they are concerned about 

deteriorating road conditions they will contact the school and as soon as possible the 

pupils will be on their way home.  

So that no pupils will be put at risk, the bus company has the following instructions:-  

(a) to convey pupils to their homes;   or  

(b) to leave them at their emergency contact where they can remain under shelter 

until they are called for by their parents: or  

(c) to convey them in the event of failure of (a) or (b) back to school and place them 

in the care of the Head Teacher  

  

When pupils are enrolled, parents are asked to nominate a relative or friend (preferably 

in Elgin) who can look after their children in the event of such an emergency.  

Note  

1. If bus pupils are being sent home early the school will contact the parent or the 

emergency contact if the parent is not available.  

2. In bad weather buses can be very late in the morning, or not arrive at all.  Pupils 
should wait for no more than 15 minutes after normal bus time.  If the bus has 
not arrived by that time, they should return home.  

3. If due to bad weather there are no buses in the morning there will be no transport 
in the evening.  Consequently, if pupils are brought to school by parents the 
parents will be expected to make their own arrangements for their safe return 
home.  

4. If the school is being closed because of bad weather, this information will be 

passed  to  Moray Firth Radio and a message will be available through the school 

telephone information line.    

 

 

ABSENCE  

If your child is unable to attend school, e.g. due to illness or medical appointments, 

please contact the school office in the morning to explain the reason for absence. If we 

do not receive a message to explain your child’s absence we will attempt to contact you 

via a phone call. If we are unable to contact you we will then attempt to contact the 

emergency contact number you have provided. This is in line with the Moray Council 

policy.   



FAMILY HOLIDAYS DURING TERM TIME   

Advice from the Scottish Executive is that holidays taken during the school session, 

other than in exceptional circumstances, should be considered as unauthorised 

absences. Parents need to inform the school about such holidays, and each case will 

be considered on its merits.  

  

CONCERNS AND COMPLAINTS  

St Sylvester’s has an open door policy, which means that parents are welcome in the 
school at any time, signing in at reception first. If you ever have any problems or 
concerns, we prefer you to let us know straight away. Problems are best dealt with 
promptly and you should feel free to contact us as soon as possible. You will generally 
be offered an appointment to see the teacher or Head Teacher at the end of the school 
day. Casual visits during the day are not encouraged as we regard teaching and 
learning time for the class as something which should not be disrupted. If you cannot 
manage the end of a day then prior warning will enable us to make other arrangements.   

SCHOOL SECURITY & ACCESS THROUGH MAIN DOOR  

To enter school you must use the main entrance on Abbey Street. Please push the 

buzzer for the office. You will be asked for your name and reason for entry to the building 

and once this is given a buzzer will sound indicating the door is open. St. Sylvester’s 

School, along with all other schools in Moray, has been obliged to adopt a visitor control 

system to improve the security of children and staff in the school. All visitors to the school 

(including parents) must enter the school through the main door near the school office. 

Any visitors who wish to go beyond the reception area outside the office must first sign 

in and wear a visitor’s pass. Before you leave, your time of departure should be recorded 

and your pass should be returned to the reception.  

 

   PARENTS AND CARERS  
  

St Sylvester’s RC Primary School values the important role that our parents and carers 

play in our pupils’ lives. We appreciate your support throughout the year especially at 

our various fundraisers and realise the need to involve you more in helping you 

understand learning and teaching today.   
  

Studies show that Parental Involvement is vital in a child’s education and more 

importantly, Parental Engagement is one of the most important factors in raising self-

esteem and academic achievement.   

We realise that each of our families is unique – with its own priorities, needs, talents 

and commitments and so we try to provide as many different kinds of opportunities for 

parental involvement as possible.  

  

We encourage parents to be actively involved in their child’s education and to support 

us in maintaining the high standards set by the school.     

We are committed to maintaining positive links between home and school. This positive 

partnership is very important to the health, happiness and progress of our children. 

Parents/Carers are encouraged to participate in all aspects of school life whether it is:   



  

• Open Days           •   After school clubs   

• Parent Information Evenings                 •   Termly Newsletters   

• Curriculum Leaflets                   •   Homework/Reading Diaries   

• Parent Council                                •         Curricular Meetings   

• Plays                               •   Transition Meetings   

• Sacraments           •   Transfer to secondary 

school                                                            •   School trips 

• Focus child reports                    •          Parent helpers     
     

  

   PARENTAL INVOLVEMENT OPPORTUNITIES  

Reporting, recording and profiling takes place throughout the year. Reports are 

undertaken in the following ways – Focus Child Reports, parents’ interview, open days, 

open evenings and assemblies.    

  

We use Class Dojo as a means to communicate with parents and for you to 

communicate directly with your child’s class teacher.  Class teachers also use Class 

dojo to share learning activities and other important news.  

We ask you, as parents, to take an active interest in all that your child does and support 

us in maintaining the high standards set by the school.  

  

At St. Sylvester’s we encourage parents/carers to be actively involved in the school and 

in their child’s education. The size and nature of the school allows for greater 

opportunities for parents/carers to participate in a wide range of groups and activities. 

Parents, staff and friends of the school share their interests and expertise with children 

through a variety of extra-curricular activities. Class teachers may also ask 

parents/carers to help with excursions or management of class activities.   

  

We ask that parents/carers continue to support their child at 

home and help maintain the high standards set by the school. 

Please allow time for your child to complete homework 

activities in an environment that is free from distractions. 

Discuss with your child what they are learning. We welcome 

any comments you wish to provide in your child’s reading 

record or via Class Dojo  

  

  

INFORMATION FOR PARENTS  
 

Please see Appendix A at the rear of this handbook for information on links to the Moray 

Council Internet site. 

  

Please see Appendix B for the School Improvement Plan and annual Standards and 

Quality Report. 

 

  

  



  

SCHOOL IMPROVEMENT PLAN  
  

At St. Sylvester’s we continually aim to improve the educational experiences for all our 

pupils.  For 2022/2023 we have identified and are working on the following priorities –   

  

Develop as a community of faith and learning  

Improvement in attainment, closing the attainment gap  

Pupil Welfare and support  

Full details are available in the school’s full “School Improvement Plan”   

  

 

EXTRA CURRICULAR ACTIVITIES  
 

Football  
Boys and girls at St. Sylvester's School learn to play football on a Saturday morning 

This takes place at Elgin High School and the sessions are taken by parent volunteers.  

.  

 

Active Schools  
Active Schools run various clubs and sports events in blocks throughout the year.    

  

Residential Visits  
A residential visit to Alltnacriche is organised every year for Primary 7 pupils. The cost 

of this is met by parents.  This is a very worthwhile educational experience for the 

children.   

  

 

  

  

  

  

  

 



BEHAVIOUR  

 

Restorative Practice  
Children are asked to make good choices for themselves and towards others. Parents 

and carers can be informed of behaviour via Class Dojo or verbally from the Head 

Teacher. When poor choices are made concerning the behaviour of pupils, we address 

the matter using restorative approaches. By using such approaches, we build and 

sustain a climate of:  

• responsibility for own actions and the impact they have on others   

• respect of other peoples’ views and feelings   

• empathy with the feelings of others   

• fairness   

• commitment to equitable processes   

• involvement of all in decisions about their own lives   

• returning issues of conflict to the participants   

• willingness to create opportunities for reflective change in pupils and staff   

  

By using restorative approaches we encourage members of the school community to 

effectively resolve and learn from conflict in a way which maintains relationships, or 

terminates them in a positive way. The approach involves including the wrongdoer in 

finding a solution to the problem. Instead of asking 'Who's to blame and how are we 

going to punish them?' focus is put on reasons, causes, responsibilities and feelings. 

Those involved are asked questions such as 'Who has been affected and how?' and 

'How can we put it right and learn from this experience?’  

For persistent misbehaviour parents may be communicated to by the Head Teacher 

and invited in for a solution oriented meeting to discuss a way forward. The Head 

Teacher is available to support parents with any concerns they may have and 

together the partnership will promote a positive outcome for the pupil.   

  

Please note that any incidents involving violence, dangerous weapons, drugs or 

alcohol are reported immediately to Education & Social Care and the Police may also 

be involved.    

  

We believe that by working in partnership with parents we can all achieve our 

expectations of promoting a hard-working, happy, Christian environment in which our 

children can grow and learn.  

  

Anti-bullying Policy and Approach  
Our Relationships Policy continues to be developed and updated. It remains based on 

three non-negotiable rights – the right to learn, the right to respect and the right to safety 

for all in our school, positive incentives and consequences.   

There is also an Anti-Bullying Policy which is in line with authority policy and includes 

regular delivery of curricular work in personal, social and emotional development. The 

school’s AntiBullying Policy encourages pupils to always speak with an adult and 

parental support for this policy is essential. Opportunities are provided throughout the 

school week for pupils to have talk Time with an adult if they so wish.    

  



Our three rights provide the basis for all behaviour and each class create their own 

class charter worked out with all pupils in line with our Rights Respecting School 

initiative.   

  

Staff are encouraged to use a restorative approach when dealing with behaviour 

issues, promoting positive and harmonious relationships and resolving conflict. The 

best interests and safety of the child and/or other children in the school are always 

considered.  Should a pupil’s behaviour continue to cause concern, parents will be 

invited to discuss the matter with school staff.  

  

 

CURRICULUM FOR EXCELLENCE  
  

Curriculum for Excellence (often shortened to CfE) is the curriculum in Scotland which 

applies to all children and young people aged 3-18, wherever they are learning. It aims 

to raise achievement for all, enabling young people to develop the skills, knowledge 

and understanding they need to succeed in learning, life and work. It aims to raise 

standards, prepare our children for a future they do not yet know and equip them for 

jobs of tomorrow in a fast changing world.  All children and young people have an 

entitlement to provision of an excellent education so that they develop skills for learning, 

life and work.  

  

Curriculum for Excellence is not a 'one size fits all' curriculum. It provides greater 

personalisation and choice so that learning is more challenging, enjoyable and 

relevant to each child’s needs, strengths and interests.  Curriculum for Excellence 

enables professionals to teach subjects creatively, to work together across the school 

and with other schools, to share best practice and explore learning together. Glow, 

Scotland’s unique, world- leading, online network will support learners and teachers in 

this and there are plans already in place for parents across the country to have access 

to Glow in due time.   

  

A factfile about the ‘Curriculum for Excellence’ for parents/carers which provides a more 

comprehensive overview of CfE (and an explanation of the terms used) is available 

from the office.  You can also access further information about the curriculum and 

supporting your child on:    

http://www.LTScotland.org.uk/Parentzone 

http://www.educationscotland.gov.uk/parentzone/cfe/index.asp  

http://www.educationscotland.gov.uk/parentzone/resources/index.asp  

    

Curriculum for Excellence develops skills for learning, life and work to help young 

people go on to further study, secure work and navigate life.  It brings real life into the 

classroom, making learning relevant and helps young people apply lessons to their life 

beyond the classroom.  It links knowledge in one subject area to another, helping 

children understand the world and make connections. It develops skills so that children 

can think for themselves, make sound judgements, challenge, enquire and find 

solutions.  

 
  



CURRICULUM LEVELS   
 

These describe the progression in learning and development of children and young 

people from age 3-18 years.  In brief, these are:  

 

• Early Level - pre-school through to end of Primary 1.  

• First Level - through to the end of Primary 4.  

• Second Level - through to the end of Primary 7.  

• Third and Fourth Levels - Secondary 1 - 3.  

• Senior Phase - Secondary 4 - 6.  

  

As a very general guide, children are expected to be at Second Level, and beginning 

to learn and develop at Third Level, as they make the transition from Primary into 

Secondary Education.   

Children and young people progress through these levels at their own pace; and 

naturally some do so more quickly, or a little later than expected, dependant on 

individual circumstances and needs.  

  

Experiences and Outcomes (Es and Os)  

Each learning experience will provide the opportunity for children to learn a number of 

outcomes throughout a range of curriculum areas. We use detailed planning to deliver 

interdisciplinary learning opportunities using interesting topics e.g. Vikings, World War 

2, Fairyland, etc. Not only do children learn more about the topic, but they are 

continuously developing their literacy, numeracy and team working skills.    

The ability to transfer knowledge and skills over a wide range of learning experiences 

from the different curriculum areas is desired.   

  

Key areas of Education  

Literacy across learning,    

Numeracy across learning and                  

Health and Wellbeing across learning   

Experience - describes the learning activity taking place.  

Outcome - describes what the learning will achieve e.g. Knowledge, understanding, 

skills, awareness and attitudes.  

  

Curriculum for Excellence is all about bringing real life into the classroom and taking 

lessons beyond it. Learning and teaching will still focus on subjects and knowledge in 

addition to developing skills and understanding.  The following website page has more 

information on other subjects and knowledge covered by the curriculum:  

http://www.educationscotland.gov.uk/parentzone/cfe/subjectsandknowledge/index.asp  
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The Seven Principles -                The Eight Curriculum Areas –  

all learning must take account of these 

principles:  

• Challenge and Enjoyment  
• Breadth  
• Progression  
• Depth  
• Personalisation and Choice  
• Coherence  
• Relevance  
  

This is to ensure children's 
development is useful and meaningful  

containing a range of subjects:  

• Expressive Arts  
Art, Drama, Music and Dance  

• Health & Wellbeing  
Personal, social and emotional health. Also P.E.  

• Literacy and English  
Communicating with others. Reading,  

Writing and Modern Languages  

• Numeracy and  Mathematics Number work, 
Problem Solving  

• Religious and Moral Education  Religions, 
values and beliefs.   

• Sciences  
Understanding our planet  

• Social Studies  
Scotland and the World; past, present and future.  

• Technologies  
Food, Design and Computing.  

  

LANGUAGE  

The skills required for communication are fundamental to the curriculum and to the 

needs of our society. The best teaching and learning results from the integration of the 

four elements of the language curriculum.   

1. Listening - Children need to be taught to listen well, especially to the opinions 

of others if they are to fit in socially. We help children to increase their 

concentration span.   
 

2. Reading - The ability to read is one of the basic requirements of an education 

for life. There is a high emphasis placed on developing good reading and 

comprehension skills   
  

3. Writing - The conventions of written language – punctuation, spelling, 

handwriting – are best taught from the children’s own work so that the mistakes 

they make become the teaching points. It is also important for children to 

produce written work that is relevant, effective, functional and imaginative. This 

will come through theme work in the class and will be from first hand, imagined 

or created experiences.  

  



4. Talking - We aim to encourage good articulation skills so that the children 

have the ability and confidence to express appropriately their ideas, opinions, 

questions and answers in any situation or company.  

  

MODERN LANGUAGES IN THE PRIMARY SCHOOL  
We offer French to senior pupils and the option and programme are determined on an 

ASG basis.   

MATHEMATICS  

BIG Maths is a teaching approach that makes progress in maths easy and fun. BIG 

Maths has been extremely successful both nationally and internationally with thousands 

of children learning through daily BIG Maths ‘CLIC’ sessions and the weekly ‘Beat That!’ 

challenges.  

Big Maths firstly answers the question, ‘How do we get children properly numerate as 

they journey through school?’ It provides us with an accurate and simple, but highly 

effective, framework that guarantees numeracy progress. This framework is known as 

CLIC (Counting, Learn Its, It’s Nothing New and Calculation) and is characterised by 

accurate steps of progression (known as Progress Drives) that make new learning easy 

and obvious to children by cashing in on the timeless natural laws of Maths.  

BIG Maths is therefore a rigorous, systematic and structured approach that provides 

children with a fun and lively experience as they learn through jingles, songs, games 

and the BIG Maths characters.  

Big Maths helps children to understand the links between core numeracy (the basic 

principles that underpin  all maths) and outer numeracy which is the application of these 

core principles.  

RELIGIOUS EDUCATION  

Central to the ethos of the school is our Religious & Moral Education Programme.  We 

are committed to supporting our pupils as whole people and as a result, wish to 

encourage their development in spiritual, moral and cultural terms.  Creating such a 

school ethos has an impact on every area of the curriculum, pupils, parents, staff and 

whole school community.  To support this we strive to follow the Charter for Catholic 

Schools in Scotland (Appendix 3).  “This is our Faith” is the syllabus for religious 

education in Catholic schools.  This guidance helps us ensure that our young people 

can develop their knowledge and understanding of Catholic faith; nurture respect for 

other Christian traditions and world faiths; experience opportunities for spiritual growth 

and commit to beliefs, values and actions in a positive response to God’s invitation to 

faith.  

The education of the child begins in the home and you the parents are your child's first 

teachers.  The importance of supporting your child’s spiritual development with God 

cannot be underestimated.  Your children need you to set a good example in the 

development of your faith through family prayer and regular attendance at Church.  

Parents of Roman Catholic children are asked to attend meetings, working with our 

Parish, Priest and the Dominican Sisters to prepare for the Sacraments of 

Reconciliation, Eucharist and Confirmation.  Parents are involved in the programme 



through discussion and prayer.  Near the time for the reception of these sacraments 

one meeting is devoted to the practical arrangements for these very special days.  

RELIGIOUS OBSERVANCE  

Pupils take part in religious observance through community prayer in class on a daily 

basis and during weekly Assemblies which are sometimes led by visiting Chaplains.  

There are further opportunities through class and whole school Masses.  There is a 

statutory provision for parents to withdraw children from participation in religious 

observance.   However, where parents choose a denominational school for their 

children’s education, they choose to opt in to the school’s ethos and practice which is 

imbued with religious faith and religious observance.  In denominational schools, it is 

therefore more difficult to extricate pupils from all the experiences which are 

influenced by the school’s faith character. See Appendix B.  

  

RELATIONSHIPS & MORAL EDUCATION  
 

In St. Sylvester's School Relationships & Moral Education are delivered through the 

RCRE and Health and Wellbeing from primary 1 to primary 7.   The Catholic 

Education Commission has published ‘God’s Loving Plan’ and resources continue 

to be developed and are available for parents to view on an annual basis.    

  

EXPRESSIVE ARTS  

• Art and Design   

• Drama  

• Music  

• Dance  

Through the expressive arts we allow children to explore, express and create 

aesthetically in ways that are satisfying to the individual.  We encourage children to 

achieve high standards by displaying work around the school and by holding public 

performances, which allow the children to demonstrate their skills, abilities and 

talents.  

TECHNOLOGIES  

Learning in the technologies enables children and young people to be informed, 

skilled, thoughtful, adaptable and enterprising citizens.  The technologies framework 

has been organised to offer opportunities for personalisation and choice using 

diverse contexts for learning.  These are:  

• Technological development in society  

• ICT to enhance learning  

• Business  

• Computing science  

• Food and textiles  

• Craft, design, engineering and graphics  
  



HEALTH AND WELLBEING  

Learning in health and wellbeing ensures that children and young people develop the 

knowledge and understanding, skills, capabilities and attributes which they need for 

mental, emotional, social and physical wellbeing now and in the future.  Learning through 

health and wellbeing enables children and young people to:  

• Make informed decisions in order to improve their mental, emotional, social and 

physical wellbeing  

• experience challenge and enjoyment  

• experience positive aspects of healthy living and activity for themselves  

• apply their mental, emotional, social and physical skills to pursue a healthy 

lifestyle  

• make a successful move to the next stage of education or work  

• establish a pattern of health and wellbeing which will be sustained into adult life, 

and which will help to promote the next generation of healthy children.   
  

VARIED LEARNING METHODS  
 

There are a variety of ways in which learning opportunities may be presented to children.  

The CfE represents a different approach to learning in schools intended to help learners 

develop skills, knowledge and understanding in more depth.   
  

Examples of how children will learn differently are:   
  

Using technologies   
Find, research, communicate, create and present.  
 

Active Learning   
Being actively engaged in the learning task, whether mentally or physically 

 

Cooperative Learning  
Encouraging thinking and talking together to discuss ideas and solve problems  
                                                    

Interdisciplinary Learning  
Using links between different areas of learning to develop reinforce and deepen                

understanding  
 

Outdoor Learning  
Making use of the outdoor environment and surrounding community.  

  
  

PERSONALISATION, CHOICE AND ACHIEVEMENT   
 

Planning of learning contexts and methods may be personalised according to an 

individual's learning and development priorities. Thus, there may be different expectations 

of learning achieved for different children.   

It is not only the academic achievements of children that are recognised.  We celebrate a 

range of achievements reached by children in and out of the school community e.g. 

Progress in personal development, participation in events, extra-curricular and personal 

interest activities.    



  

SKILLS  
The CfE emphasises the development of skills for learning, life and work. These are wide 

ranging and include:  
  

Higher order skills 
Thinking about complex issues, problem solving, analysis and evaluation and creativity.  
 

Critical thinking skills 
Making judgements and decisions, communicating, co-operating with others, self-

organisation.        
                                   

Important themes are Enterprise, Global Citizenship and Sustainable Development.  

Pupils can also become involved in the school’s ‘Pupil Council’ and ‘Eco Committee’. In 

addition there are numerous voluntary extra-curricular activities which children can take 

part in.  
  

ASSESSMENT AND REPORTING  
  

ASSESSMENT  
  

Our policy is one of continuous assessment.  This record helps to ensure that a child's 

progress is carefully monitored thus ensuring that difficulties are diagnosed and support 

given to overcome these.  

There are three main types of assessment, which are used at St. Sylvester’s.  
  

1. Baseline Assessment tracks and predicts a pupil’s potential and occasionally 

highlights anomalies, which are addressed by the teacher.  Your child will be 

assessed in Primary 1, 3 and 6 to ensure their learning is ‘on track’.  

2. Formative Assessment – monitors where the pupils are in their learning and 

identifies what they still need to learn.  Formative Assessment is ongoing.  

3. Summative Assessment – Confirms the progress a pupil has made.  National 

Assessment Resources can be used to support the assessment process.  A set 

of assessment criteria would be identified that a child would match to achieve a 

level.  
  

Sometimes learning support staff may carry out assessments with individual pupils in order 

to identify the most suitable learning and teaching approaches for that child.  
  

Assessment is the cornerstone of good teaching practice and it is important that 

information about children’s progress is collected systematically and used for appropriate 

action. To this end we conduct start of year class assessments of the child’s stage of 

development in reading, spelling, writing and maths in every class. Regular tracking of all 

children’s progress takes place.    
  

Children in P1, P4, P7 and S3 complete online standardised assessments in literacy and 

numeracy as part of everyday learning and teaching. The assessments help to identify 

children’s progress, providing diagnostic information to support teachers' professional 

judgement.  The assessments are as inclusive as possible to accommodate the needs of 
children and young people who require additional support. There is no pass or fail and 

children and young people do not have to revise or prepare for these assessments.  



  

Assessment is crucial to tracking progress and planning next steps to enable quality 

learning to take place. Learners are greatly involved in this process so that they can take 

ownership of learning progression.  
  

• Self-assessment - what has been successful and what needs improvement  

• Peer assessment - help others appreciate what is good about their work and what                            

needs developing.  

• Personal learning planning - pupils, teachers and parents will work together to               

develop planning for the child’s next steps in learning.  
               
                 

SUPPORT FOR LEARNING / ADDITIONAL NEEDS  

Support Arrangements for All Pupils  

Providing personal support for learners 3-18 is the responsibility of all staff.  In the early 

learning and childcare and primary setting the senior nursery nurse or class teacher is the 

key adult who knows every child or young person in their care well, taking an avid interest 

in their welfare and progress.   

Identifying and Addressing Additional Support Needs  

The Moray Staged Intervention Framework is used to identify and meet pupils' needs and 

to manage and review provision.   This follows the Getting it right for every child (GIRFEC) 

practice model.   GIRFEC is a national framework to help all children and young people 

grow, develop and reach their full potential.   Its focus is to improve outcomes for children 

and their families based on a shared understanding of their wellbeing.    

Every child in school will have a Named Person.  In primary school this will usually be the 

head teacher. The Named Person will usually be the first point of contact for parents if they 

have any concerns about their child at school.  The Named Person will work with parents 

to provide support to meet a child’s needs or resolve concerns.  If there is a need to involve 

more than one agency to work together to provide support then a Lead Professional will 

be appointed to coordinate that support.   

Where support is being provided by a single agency then a Planning meeting may be held 

and a Universal Child’s Plan opened.  Where two or more agencies are involved in 

supporting a child’s needs, then a Universal Child’s Plan will definitely be opened.  The 

Plan will include an assessment of the child’s needs using the My World Triangle 

assessment tool and a note of the agreed outcomes based on that assessment.  Parents 

are an integral part of this meeting and the Plan includes an opportunity to have their views 

recorded within it.  Plans will be reviewed at appropriate intervals, again with parents as 

full partners in these meetings.    

Assessment and planning for the needs of children identified for intervention will be done 

through consultation with SFL teacher, Class teacher, parents and pupil to identify their 

strengths, barriers to learning and what action or support is required to meet their additional 

needs. Some children will have an LPS (Learning Profile and Strategies) devised in 

collaboration with them.  This forms part of the Individual Education Plan which is shared 

with parents/carers and will be monitored and updated on a regular basis.  

Support for learning takes place in every class and is the responsibility of all staff in the 

school. All of our pupils are encouraged to work to the highest level of their ability and extra 

help is available for children who may require it to help them achieve their potential.   



Our SfL teacher takes on the five roles of support for learning including Consultancy, 

Cooperative teaching with class teachers, Identification and Assessment, Partnership with 

Specialist Services, Contributing to Professional Development. The work of the Support 

for Learning teacher is co-ordinated by the Head Teacher, is regularly reviewed and is 

based upon pupil need.   

  

Central to this is the assessment of need using the staged intervention model and the 

involvement of parents. We also maintain very valuable partnerships within education and 

with agencies beyond to support pupils who have additional needs of any kind. To help 

support the specific needs of any pupil who may require extra help the school is able to 

call upon the services of Educational Psychology, Home School Link Worker, Speech and 

Language, Occupational Therapy, Health and other agencies. Before such a step is taken, 

parents are always contacted and the reason for such a referral is fully explained and 

parental co-operation sought.  

The Education (Additional Support for Learning) (Scotland) Act 2009 came into force on 

14 November 2010. More information can be found on The Moray Council’s website 

regarding this and the council’s provision for additional support needs in Moray. There are 

also internet links to other potentially useful organisations via The Moray Council’s website. 

Please refer to Appendix A for how to access this.  

Information on GIRFEC (“Getting it Right for Every Child”) is available 

at: http://www.scotland.gov.uk/Topics/People/Young-

People/gettingitright   

Enquire – the Scottish advice service for additional support for learning  
  

Enquire offers independent, confidential advice and information on additional support for 

learning through:  
  

Telephone Helpline: 0845 123 2303  
  

Email Enquiry service: info@enquire.org.uk   
  

Advice and information is also available at www.enquire.org.uk  
  

Enquire provides a range of clear and easy-to-read guides and factsheets including The 

parents’ guide to additional support for learning.  
    

Getting it Right for Every Child (GIRFEC) 
  

The Getting it Right for Every Child (GIRFEC) approach aims to improve outcomes for children and 

their families based on a shared understanding of wellbeing. Most children receive the support they 

need from their own families and their community, in partnership with universal services such as 

health and education. Where extra support is needed, GIRFEC aims to make that support easy to 

access with the child or young person at the centre. It looks at a child or young person’s overall 

wellbeing to establish how safe, healthy, achieving, nurtured, active, respected, responsible and 

included wellbeing indicators they are, to ensure that each and every child gets the right support, at 

the right time, from the right people. 

As part of the national GIRFEC approach children and young people from birth to 18, or beyond if 

still in school, and their parents will have access to a single point of contact to help them get the 

support they need. In primary schools this will usually be provided by the Headteacher (Ms Julie 

Burns) or Depute Headteacher.  The Headteacher or Depute Headteacher will be the single point 

http://www.scotland.gov.uk/Topics/People/Young-People/gettingitright
http://www.scotland.gov.uk/Topics/People/Young-People/gettingitright
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http://www.enquire.org.uk/
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of contact for children and young people, their parents/carers and the professionals who work with 

the child or young person.  Should you have anything you would like to discuss regarding your child’s 

wellbeing, please do not hesitate to contact your child’s Headteacher or Depute Headteacher either 

by phone, email or alternatively a letter marked for the attention of your child’s Headteacher or 

Depute Headteacher. 

  

Policies  
 

Data Protection Act 2018  
Information on pupils and parents/carers is stored securely on a computer system. The 

information gathered is subject to the terms of the Data Protection Act 2018.  
  

The information may be used for teaching, registration, assessment and other 

administrative duties. The information is shared with Moray Council for administrative and 

statistical purposes. Extracts of the information are shared with a range of partners such 

as Skills Development Scotland, the Scottish Qualifications Authority, and the NHS (for 

the dental and child health immunisation programmes). Information is also shared with 

The Scottish Government for statistical and research purposes, although individual 

children are not identified.  

The Data Protection Act ensures that information is collected fairly and lawfully, is 

accurate, adequate, up to date, not held for longer than necessary, and may only be 

disclosed in accordance with the Codes of Practice.  

 More information is available on the Moray Council Internet site at:  

http://www.moray.gov.uk/moray_standard/page_75569.html  
 

Standard Privacy Notice  

St Sylvester’s has a legal responsibility to deliver an effective educational programme to 

its pupils. In order to do this, we need to collect personal data about our pupils/children 

and their families so that we can help them learn, and keep them safe. The type of 

personal data we will collect include:-  
  

Data about our pupils/children and their families -   
  
This will include the name, address and contact details of the pupil/child and relevant 

family members.  It will also include information about relevant medical conditions, any 

additional supports which are needed, and their family situation.  We need this 

information to ensure we know our pupils/children and their families, and to ensure we 

are able to educate them appropriately, and keep them safe  
  

We will also collect personal data relating to personal characteristics, such as ethnic group 

to enable statistics to be reported. We need this information so the Council can ensure it 

is delivering education appropriately to all its citizens  
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Data about when and where they go after they leave us - 
  

This will include information about their next setting/school, career paths or intended 

destinations. We need this information to ensure we support our pupils/children in all their 

transitions and do all that we can to help their future be a success  
  

There will be times where we also receive information about them from other organisations, 

such as a pupil’s previous school, the previous local authority where that school setting 

was based, NHS Grampian, Police Scotland, Social Work, Additional Support Services, 

and sometimes other organisations or groups connected to a pupil’s education. We use 

this data similarly to the above: to support our pupils’ learning, monitor and report on their 

progress, provide appropriate pastoral care; and assess the quality of our services.  
  

When we collect and use personal data within school setting, and for the reasons detailed 

above, we will normally be acting in accordance with our public task. Occasionally we are 

also required to process personal data because the law requires us to do so, or because 

it is necessary to protect someone’s life.  
  

We will also take photographs in school setting and display them on our walls, and in 

newsletters and other communications. We do this in order to celebrate and share what 

we have done, including individual achievements and successes. We consider this use of 

images to be part of our public task as it helps us build an effective community which 

supports learning. We will not, however, publish these photographs on social media or in 

newspapers without permission. Consent for this use will be sought when a pupil joins St 

Sylvester’s Primary and will be kept on record while they are with us. Consent can be 

withdrawn at any time, please just let us know.   
  

Sometimes we need to share pupil information with other organisations. We are required, 

by law, to pass certain information about our pupils to the Scottish Government and the 

Council. This data is for statistical purposes, and will normally be anonymised. It is 

normally required to enable the Council, and the Government, to understand how 

education is being delivered and to help them plan for future provision.   
  

If a pupil moves schools settings, we have a legal obligation to pass on information to their 

new school/education authority about their education at St Sylvester’s Primary.  
  

When we record and use personal data, we will only collect and use what we need. We 

will keep it securely, and it will only be accessed by those that need to. We will not keep 

personal data for longer than is necessary and follow the Council’s Record Retention 

Schedule and archival procedures when records are identified to be of historical value and 

require to be retained in the Moray Council Archives.  For more information on how the 

Council uses personal data, and to know more about your information rights including who 

to contact if you have a concern, see the 

 

 

Moray Council's Information Management webpages. 
  

 

Sharing personal data to support Wellbeing   
  

In addition to the above, St Sylvester’s Primary has a legal duty to promote, support and 

safeguard the wellbeing of children in our care.   
  

http://www.moray.gov.uk/moray_standard/page_41220.html
http://www.moray.gov.uk/moray_standard/page_41220.html


Wellbeing concerns can cover a range of issues depending on the needs of the child.   
  

Staff are trained to identify when children and families can be supported and records are 

kept when it is thought that a child could benefit from help available in the school setting, 

community or another professional. You can expect that we will tell you if we are concerned 

about your child’s wellbeing, and talk to you about what supports might help in the 

circumstances. Supports are optional and you will not be required to take them up.  
  

If it would be helpful to share information with someone else, we will discuss this with you 

and seek your consent before we share it so that you know what is happening and why. 

The only time we will not seek consent to share information with another organisation is if 

we believe that a child may be at risk of harm. In these situations, we have a duty to protect 

children, which means we do not need consent. On these occasions, we will normally tell 

you that information is being shared, with whom, and why – unless we believe that doing 

so may put the child at risk of harm.  
  

We will not give information about our pupils to anyone without your consent unless the 

law and our policies allow us to do so.  
  
  

    

  



 

APPENDIX A  

Useful Numbers 
 
 

Active Schools  01343 563890:  Active.schools@moray.gov.uk www.moray.gov.uk/moray_standard/page_52055.html 

Additional Support for 
Learning 

01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_42567.html 
  

Adverse Weather 
Procedures 
(school information 
line) 

0870 054 9999 (school 
information line) 
Calls to this number will be charged 
at a 2p per minute service charge 
plus your call providers access 
charge 

Local school or 01343 
563374 

School email or 
education@moray.gov.uk 

http://schoolclosures.moray.gov.uk/  
www.moray.gov.uk/moray_standard/page_53021.html 
 
 

After School Clubs 01343 563374 childcare.info@moray.gov.uk www.moray.gov.uk/moray_services/page_44889.html 

Armed Forces Families 
Information 

01980 618244 enquiries@ceas.uk.com (Children’s 
Education Advisory Service) 

www.moray.gov.uk/moray_standard/page_100164.html 

Attendance and 
Absence 

01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_55580.html 

Bullying 01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_52988.html 

Childcare 01343 563374 childcare.info@moray.gov.uk www.scottishfamilies.gov.uk/ 

Children and Families 
Social Work 

01343 554370 or out of 
hours emergency 03457 
565656 

childrensaccessteam@moray.gov.uk www.moray.gov.uk/moray_standard/page_47606.html 
 

Child Protection 01343 554370 or out of 
hours emergency 03457 
565656 or  
101 (Police Scotland) 

childrensaccessteam@moray.gov.uk www.moray.gov.uk/moray_standard/page_55497.html 
 

 
 

 

Clothing Grants 01343 563456 revenues@moray.gov.uk www.moray.gov.uk/moray_standard/page_55486.html 

Moray Council, Education, Communities & Organisational Development 
Council Office, High Street, Elgin IV30 1BX 

        Telephone: 01343 563374    Email: education@moray.gov.uk 
           Website: www.moray.gov.uk             Hours: 8.45am - 5.00pm Monday to Friday 

http://www.moray.gov.uk/moray_standard/page_52055.html
http://www.moray.gov.uk/moray_standard/page_42567.html
http://schoolclosures.moray.gov.uk/
http://www.moray.gov.uk/moray_standard/page_53021.html
http://www.moray.gov.uk/moray_services/page_44889.html
http://www.moray.gov.uk/moray_standard/page_100164.html
http://www.moray.gov.uk/moray_standard/page_55580.html
http://www.moray.gov.uk/moray_standard/page_52988.html
http://www.scottishfamilies.gov.uk/
http://www.moray.gov.uk/moray_standard/page_47606.html
http://www.moray.gov.uk/moray_standard/page_55497.html
http://www.moray.gov.uk/moray_standard/page_55486.html
mailto:education@moray.gov.uk


Curriculum for 
Excellence 

01343 563374 education@moray.gov.uk http://www.moray.gov.uk/moray_standard/page_76320.ht
ml 

Data Protection 01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_75569.html 

Deferred Entry to 
Primary School 

01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_52991.html 
 

Disability Discrimination 01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_43019.html 

Early Entry to Primary 
School 

01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_56925.html 
 

Early Learning & 
Childcare  
(pre-school) 

01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_42682.html 
 

Education Maintenance 
Allowance 

01343 563338 EMAMoray@moray.gov.uk www.moray.gov.uk/moray_standard/page_40540.html 
 

Exclusion from School 01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_53001.html 

Free School Meals 01343 563456 revenues@moray.gov.uk www.moray.gov.uk/moray_standard/page_55486.html 

Grants and Bursaries 01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_43903.html 

Home Education 01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_53000.html 

Instrumental Instruction 01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_53005.html 

Placing Requests 01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_49601.html 

Racial Equality 01343 563374 education@moray.gov.uk http://www.moray.gov.uk/moray_standard/page_43019.ht
ml 

School Meals 01343 557086 schoolmeals@moray.gov.uk www.moray.gov.uk/moray_standard/page_55540.html 
 

School Term and 
Holiday Dates 

01343 563374 education@moray.gov.uk www.moray.gov.uk/moray_standard/page_55829.html 

Transport (For Pupils) 0300 123 4565 transport@moray.gov.uk www.moray.gov.uk/moray_standard/page_1680.html 
 
  

http://www.moray.gov.uk/moray_standard/page_76320.html
http://www.moray.gov.uk/moray_standard/page_76320.html
http://www.moray.gov.uk/moray_standard/page_75569.html
http://www.moray.gov.uk/moray_standard/page_52991.html
http://www.moray.gov.uk/moray_standard/page_43019.html
http://www.moray.gov.uk/moray_standard/page_56925.html
http://www.moray.gov.uk/moray_standard/page_42682.html
http://www.moray.gov.uk/moray_standard/page_40540.html
http://www.moray.gov.uk/moray_standard/page_53001.html
http://www.moray.gov.uk/moray_standard/page_55486.html
http://www.moray.gov.uk/moray_standard/page_43903.html
http://www.moray.gov.uk/moray_standard/page_53000.html
http://www.moray.gov.uk/moray_standard/page_53005.html
http://www.moray.gov.uk/moray_standard/page_49601.html
http://www.moray.gov.uk/moray_standard/page_43019.html
http://www.moray.gov.uk/moray_standard/page_43019.html
http://www.moray.gov.uk/moray_standard/page_55540.html
http://www.moray.gov.uk/moray_standard/page_55829.html
http://www.moray.gov.uk/moray_standard/page_1680.html


APPENDIX B 

MORAY COUNCIL:  Education Department 

SCHOOL IMPROVEMENT PLAN 2021-22 
 

SCHOOL: St. Sylvester’s RC Primary QIO/QIM LINK: Rachel Wilson 

 

Priority 1 
Establishing the Vision, Values and Aims of the school and adopt a structured approach to self –evaluation 

Developing the RERC curriculum and worship related practices. (Year 2) 

 

Key links to  
Moray Education 
Priority Area(s): 

 ☐ Raising Attainment and Achievement  Self-evaluation for Self-improvement 

 ☐ Learning, Teaching and Assessment ☐ Supporting All Learners 

 ☐  Curriculum  Leadership at all Levels 
 

NIF Priorities: NIF Drivers: Children’s Services Plan: HGIOS?4 QIs: 

 Improvements in attainment, particularly in Literacy and Numeracy 

☐ Closing the attainment gap between the most and least disadvantaged children 
 Improvement in children and young people’s health and wellbeing 

☐ Improvement in employability skills and sustained, positive school leaver 
 destinations for all young people 

 School Leadership 

☐ Teacher Professionalism 

☐ Parental Engagement 

☐ Assessment of Children’s Progress 
 School Improvement 

☐ Performance Information 

 Priority 1 – Improve Wellbeing 

☐ Priority 2 – Safeguarding 

☐ Priority 3 – Poverty 

☐ Priority 4 – Corporate Parenting 
 

☐ 1.1 

☐ 1.2 
 1.3 

☐ 1.4 

☐ 1.5 

 2.1 

☐ 2.2 

☐ 2.3 

☐ 2.4 

☐ 2.5 

☐ 2.6 

☐ 2.7 

☐ 3.1 

☐ 3.2 

☐ 3.3 

Actions Outcomes for learners Timescales Responsible Measures of success 

Review the school’s current values 
and aims and clearly align thinking 
to the review of the curriculum 
and the daily work of the school. 
Alongside this embed the 
refreshed vision and support 
learners to relate the VVA to their 
learning. 

 Having been part of the review 
process all learners will have 
ownership of the school’s Vision, 
values and aims.  

 Learners will be clear about the 
ethos of the school, the purpose of 
their learning and the content of 
the curriculum. 

Agreed by 
Dec 2022 and 
then 
thoroughly 
implemented 
in year 2. 

 

HT in 
consultation 
with the 
whole 
school 
community. 

 Vision, Values and Aims will be displayed 
prominently in classrooms and public areas 
within the school. 

 In assemblies, learners will be able to talk 
about the impact on their learning 
experiences and reference the values and 
vision when they share their success. 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwi3q77G_-_gAhWBzIUKHcUGC8oQjRx6BAgBEAU&url=/url?sa%3Di%26rct%3Dj%26q%3D%26esrc%3Ds%26source%3Dimages%26cd%3D%26ved%3D%26url%3Dhttps%3A%2F%2Fwww.myjobscotland.gov.uk%2Fcouncils%2Fmoray-council%2Fjobs%26psig%3DAOvVaw0pYHbErV8leSWMtSWDxKfx%26ust%3D1552046895401871&psig=AOvVaw0pYHbErV8leSWMtSWDxKfx&ust=1552046895401871


  All learners will aspire to meet the 
visions, values and aims of the 
school and what it is trying to 
achieve. 

 All learners will understand, 
articulate and live the vision, values 
and aims of the school 

  Learners will relate their understanding of 
learning to the vision, values and aims in the 
way they discuss their learning 

 Celebration of the individual values will be 
recognised in classes, the playground and 
whole school assemblies. 

 Having participated in the formation of the 
school’s vision and values all stakeholders 
will be able to actively contribute to 
embodying and embedding them in the 
school’s daily life. 

As part of staff meetings, a focus 
will be placed on the different 
elements of quality improvement, 
which will impact on the overall 
progress of the school.  From this, 
a yearly cycle for quality 
improvement and self-evaluation 
will be derived. 
Amend and agree on an updated 
quality improvement and self-
evaluation calendar for Year 2. 

 There will be a positive impact for 
learners in that they will have a 
greater desire to make progress in 
their learning and improve their 
school as a whole. 

 A continuous, systematic process of 
quality improvement will ensure 
learners experience learning which 
is purposeful, delivered with 
appropriate pace and 
differentiation and provides 
appropriate support and challenge 
to individual learners. 

Continue in 
Year 2 

  All staff have an understanding of the role of 
self-evaluation in informing improvement. 
Evaluations clearly articulate actions that 
have been taken in response to self-
evaluation and subsequently, the positive 
impact for learners. 

 Identify strengths and areas for 
improvement. 

 Areas for maintenance are always re-visited 

 Agree on the agenda for change 

 Plan, do and review cycle 

 Evaluative Sessions/Vertical groups, Focus 
groups provide responses to identified 
challenge questions. Collated minutes. 

 A self-evaluation calendar that includes 
planned classroom observation and 
feedback, monitoring of planning, pupil 
focus groups, tracking meetings and data 
analysis will be in place 

As part of this structured, 
approach the main QIs used for 
inspection purposes, the level 5 
illustrations, the challenge 
questions and examples of good 

 Learners will become familiar with 
the importance of ‘Pupil Voice’ and 
have experience of evaluating the 
work of the school and giving their 
opinion. 

Progress in 
year 2 

HT in 
consultation 
with whole 
staff team 

 Learners will be involved in improving the 
life and work of the school 

 Improvements in attainment, achievement 
and wellbeing will be evident for all learners 



practice in HGIOS4 to evaluate the 
school’s practice will be used, in 
order to clearly establish the stage 
the school is at in its improvement 
journey.   
Learners will be supported to 
reflect on the work of the school 
using the document HGIOUR. 

 Through staff’s shared 
understanding of the strengths and 
improvement needs of the school 
learners will experience an 
appropriate curriculum delivered 
through high quality learning and 
teaching focussed on improvement 
for all. 

 Learners will be clearer in their 
learning and understanding from 
the consistency of approach and 
will in turn will aim for high 
standards and meet expectations 
across the school community 

through improved attainment data and pupil 
records from the use of wellbeing wheels 
and the Glasgow Motivation and Wellbeing 
Profile 

 Pupil voice groups will meet and records of 
their meetings will be evident in 
communication folders. 

 Learners will be making decisions to 
influence school improvements. 

 A clear and manageable School 
Improvement Plan, accurate self-evaluation 
profile and a Standards and Quality Report 
will be in place following full consultation 
with the school community.  

 Staff will feel confident in adopting 
leadership roles and will take responsibility 
for initiating and leading change. 

 Staff will work collaboratively and will be 
focussed in taking forward school priorities 
ensuring an increase in pace and focus of 
change.  

 There will be a clear structure and timetable 
for PR&D and ERDP with development needs 
clearly linked to the SIP. 

Through careful strategic planning 
and consultation with the whole 
staff team, identify and promote 
challenging actions with 
opportunities for leadership and 
leadership roles throughout the 
school 

 Through staff’s clearer vision for 
the school and its learners, learners 
will be supported to be clearer 
about all aspects of their learning 
and the curriculum.  Learners will 
articulate their understanding of 
their learning 
. 

 
 

Progress in 
year 2 

HT with 
whole staff 
team 

 

HT 

H McK 
(RRSA) 

Whole 
school team 

 

As a Denominational school re-
establish ways in which faith can 
be made meaningful in practice 
when lifted restrictions allow. 
Through robust self-evaluation and 
careful strategic planning, ensure 
that the key foundation of a faith 
school i.e. Christ at the centre is 
fundamental to all that we do as a 
school.  As part of this and due to 

 All learners will experience aspects 
of Roman Catholic Worship and 
actively take part and lead where 
appropriate within the school 
setting. 

 Through participation in faith 
activities learners will experience a 
sense of collective belonging. 

Progress in 
year 2 

Whole 
school team 

Father Colin 

 Display work in all areas of the curriculum to 
reflect Gospel Values 

 Liturgical seasons and special Church feasts 
are celebrated and visible in school displays. 

 Learners, staff and the wider community of 
St. Sylvester’s will be active participants in 
collective worship and the Mass. 



the restrictions imposed as the 
pandemic unfolds, re-establish the 
collective worship and prayer 
opportunities and practices we 
follow. 

 All learners will become reflective 
and thankful in the prayer 
opportunities they are given within 
school. 

 The collective worship and prayer 
routines will support learners’ 
wellbeing. 

Evidence to support reduced bureaucracy/workload of teachers 

Collegiate work, Clear action plan for improvement. Agreed WTA 
 

 

Priority 2 
Review the curriculum as a whole and establish a clear rationale for the development of the curriculum/Learning pathways (year 2) 
 A clear rationale and statement of practice will be reviewed for the curriculum in light of the refreshed narrative  
 There will be agreed learning pathways which will be in place for all curricular areas 

 Literacy, Numeracy and HWB pathways will be embedded as discrete curricular areas and in learning across the curriculum 
 Key drivers for the curriculum will be agreed for post Covid19 recovery 
 There will be agreed ways of delivering the curriculum within key stages and across the whole school 
 

Key links to  
Moray Education 
Priority Area(s): 

 Raising Attainment and Achievement Self-evaluation for Self-improvement 
  Learning, Teaching and Assessment  Supporting All Learners 
  Curriculum  Leadership at all Levels 

 

NIF Priorities: NIF Drivers: Children’s Services Plan: HGIOS?4 QIs: 

 Improvements in attainment, particularly in Literacy and Numeracy 
 Closing the attainment gap between the most and least disadvantaged children 
 Improvement in children and young people’s health and wellbeing 

☐ Improvement in employability skills and sustained, positive school leaver 
 destinations for all young people 

 School Leadership 
Teacher Professionalism 
 Parental Engagement 
 Assessment of Children’s Progress 
 School Improvement 
Performance Information 

 Priority 1 – Improve Wellbeing 

☐ Priority 2 – Safeguarding 
 Priority 3 – Poverty 

☐ Priority 4 – Corporate Parenting 
 

 1.1 

☐ 1.2 
1.3 

☐ 1.4 

☐ 1.5 

☐ 2.1 
 2.2 
 2.3 

☐ 2.4 

☐ 2.5 
 2.6 

☐ 2.7 

 3.1 
3.2 

☐ 3.3 

Actions Outcomes for learners Timescales Responsible Measures of success 

Post covid…… 
Update COVID 19 plans in 
response to changing 

 Learners will have a positive sense of 
wellbeing and develop coping 
strategies e.g. develop resilience in 

Immediate 
When 
required 

HT in 
consultation 

 Learners follow routines and are cautious as 
they engage in opportunities to socialise in a 
safe way.  



circumstances and ensure 
adherence to latest guidance as 
the session progresses 
 
Curriculum content and delivery 
will be adapted to respond to 
changing needs. 
Start the new session with a sense 
of ‘normality’ and ensure the re-
establishment of activities & 
events yet be prepared to adapt 
content and delivery of a 
curriculum in response to changing 
needs. 

order to have a positive approach to 
learning. 

 Learners will experience social and 
cultural events and activities which 
will add to their classroom 
experiences & learning. 
 

 

Progress in 
year 2 

with whole 
staff team. 

 Staff will establish routines in line with any 
restrictions/policies to ensure their safety 
and the safety of their learners. 

 Staff’s wellbeing will be positive and 
consequently they will be supportive to 
learners 

 Learners will engage positively in refreshed 
experiences and activities. 

All staff will evaluate the school’s 
progress with the curriculum using 
HGIOs4 (Q.I 2.2). 
Through whole staff discussion a 
set of key drivers for improvement 
will be agreed taking into 
consideration the effects of 
lockdown and Covid19 restrictions.   

 Staff having a clear understanding of 
the school’s progress with the 
curriculum and agreed drivers for 
improvement will ensure improved 
outcomes in wellbeing, learning and 
achievement for learners. 

Progress in 
year 2 

HT in 
consultation 
with whole 
staff team 

 Staff will engage in professional dialogue to 
engage in evidence based analysis  using the 
“inwards, outward, forwards” approach 
(HGIOS 4) 

 Key drivers for improvement will be agreed 
and shared with all stakeholders. 

Following full consultation, the 
school community will continue to 
review the current Curriculum 
Rationale in light of the refreshed 
narrative.  This will be done in full 
consideration of the school’s 
vision, values and aims and the 
school’s unique context.   
 

 Through contribution and discussion 
all learners will understand and 
contribute to what the school is 
trying to achieve through its 
curriculum. 

 An improved design of the school 
curriculum will ensure coherence and 
progression across the levels for 
learners and establish greater 
continuity across the school 

 Learners will be better able to 
understand their wellbeing needs  
once staff are secure in their 

Progress in 
year 2 

HT in 
consultation 
with whole 
school 
community. 

 Learners able to talk about how the unique 
features of the school community inform 
the design of the curriculum. 

 Wellbeing indicators will be displayed 
prominently around the school.  Learners 
will be able to talk about how the wellbeing 
indicators are being met in their life. 

 Structures will be in place to allow learners 
to regularly evaluate using the wellbeing 
indicators. 

 Health and Wellbeing programme being 
trialled across the school (JIGSAW).  Staff 
will engage in staff development and 



understanding of the Wellbeing 
indicators.  

 Learners will use the wellbeing 
indicators as an integral feature of 
school life. 
 

dialogue sessions to share practise and 
review outcome/impact of approach to 
ensure consistency. 
 

 

Through whole staff collaboration 
and planning a curriculum 
statement of practice will be 
devised to set out how the 
curriculum will be developed 
within St. Sylvester’s RC PS.  It will 
give consideration to national and 
local documents and inform a 
review of learning and teaching. 

 Through professional learning and 
dialogue, staff will develop a 
curriculum to ensure learners 
become knowledge rich and be able 
to apply their knowledge across the 
curriculum. 

 Learners will participate in leading 
their own learning as well as 
benefitting from an improved quality 
of teaching. 

Progress in 
year 2 

HT in 
consultation 
with whole 
staff team. 

 There will be clear references to local 
documents (Our Moray Standard, Moray’s 
Strategic Priorities) and National Documents 
(CfE refreshed narrative and HGIOS 4) in the 
development of our curriculum statement of 
practice. 

 Staff, pupils and all stakeholders will 
identify, understand and be able to discuss 
the drivers for our curriculum.  
 

Clear learning pathways will be put 
in place for all areas of the 
curriculum.  Primarily, literacy, 
numeracy and health and 
wellbeing will be established as a 
priority.  In relation to the 
recovery phase these curricular 
areas will be a priority for blended 
learning approaches.  
Extend the review of the 
curriculum both within and 
beyond literacy, numeracy and 
HWB to ensure a greater balance 
across all curricular areas of 
Curriculum for Excellence. 

 Learners will feel secure and 
display resilience as they progress 
from the year with a pandemic to 
a time of “post” recovery. 

 Planning for progression for our 
learners across the four contexts 
will allow learners to build 
knowledge, understanding and 
skills over time.  

 Learners will enjoy the experience of 
progressing with reading as this 
curricular area is reviewed and 
refreshed. 

Progress in 
year 2 

HT in 
consultation 
with whole 
staff team. 

 Plans will be in place to ensure the 
opportunity to apply learning in different 
contexts across the curriculum for these 
three areas. (including the outdoors) 

 Learners will develop skills which are 
transferable and will be able to articulate  
these in discussions about their learning  

 Reading resources, programmes and 
associated pedagogy and methodology will 
be reviewed by staff. 
 

As pathways are developed, staff 
will engage in professional 
discussion to ensure there is a 
clear focus on raising attainment  

 With clear curriculum pathways in 
place, learners will know where 
they are in their learning and what 

Progress in 
year 2 

HT and 
whole staff 
team 

 

 Regular timetable staff discussion will be in 
place to ensure curricular transitions are 
seamless across the whole school. 

 



through learning across other 
areas of the curriculum. 

steps they need to take in order to 
progress. 

All staff to make effective use of 
the CfE benchmarks in all 
curriculum areas to inform their 
planning and support the 
achievement of a level discussions 
and moderation. 

 Learners will have a clear 
understanding of what is required 
to extend existing learning to 
progress in or between levels. 

 Children can discuss their learning 
and can articulate their next steps 

Progress in 
year 2 

HT and 
whole staff 
team 

 Staff professional judgements are accurate 
following moderation activities and clear 
reference to benchmarks 

 Moderation activities will be resumed both 
within the school and across the ASG and a 
shared understanding of achievement of a 
level will be in place. 
 

Evidence to support reduced bureaucracy/workload of teachers 

Collegiate work. Agreed WTA 
 

 

Priority 3 

Learning, Teaching and assessment (Year 2) 

Key links to  
Moray Education 
Priority Area(s): 

  Raising Attainment and Achievement  Self-evaluation for Self-improvement 
  Learning, Teaching and Assessment  Supporting All Learners 
  Curriculum  Leadership at all Levels 

 

NIF Priorities: NIF Drivers: Children’s Services Plan: HGIOS?4 QIs: 

 Improvements in attainment, particularly in Literacy and Numeracy 
 Closing the attainment gap between the most and least disadvantaged children 
 Improvement in children and young people’s health and wellbeing 

☐ Improvement in employability skills and sustained, positive school leaver 
 destinations for all young people 

 School Leadership 
 Teacher Professionalism 

☐ Parental Engagement 
 Assessment of Children’s Progress 
 School Improvement 
 Performance Information 

 Priority 1 – Improve Wellbeing 

☐ Priority 2 – Safeguarding 

☐ Priority 3 – Poverty 

☐ Priority 4 – Corporate Parenting 
 

 1.1 
 1.2 

☐ 1.3 

☐ 1.4 

☐ 1.5 

☐ 2.1 
 2.2 
 2.3 

☐ 2.4 

☐ 2.5 

☐ 2.6 

☐ 2.7 

☐ 3.1 
 3.2 

☐ 3.3 

Actions Outcomes for learners Timescales Responsible Measures of success 

Ensure all staff are referring to 
and using “Our Moray Standard” 
to ensure consistency in 
Learning and Teaching across the 
school. 

 Consistent approaches to 
planning, learning, teaching and 
assessment across the school will 
ensure progression for learners. 

Progress in 
year 2 

H.T 

All staff 

 Professional engagement, collegiate working 
resulting in moderation of standards ensuring a 
robust approach. 

 Self- evaluation for self- improvement methods: 
1. Learning conversations 



Progress in more depth with 
reviewing the quality of teaching 
and in particular learning 
conversations to give pupils’ 
ownership of learning.  Ensure 
class visits and forward planning 
are observed and moderated to 
ensure consistency across the 
school 

 Learners will begin to lead 
learning in areas beyond IDL. 

2. Class visits 
3. Forward plan dialogues 
4. Tracking and monitoring dialogues 
5. Teacher learning and Teacher Reviews 
6. Pupil voice groups. 

Ensure all staff are implementing 
a Rights based approach in line 
with national legislation.  Access 
awareness-raising training on 
the UNCRC 

 A Rights based approach across 
the school will have a positive 
effect on the relationships and 
behaviour within the school. 

 Learners will become more 
involved in decision-making in 
relation to the work of the 
school. 

Progress in 
year 2 

H McK 

All staff 

 Formation of a RRS committee made up of pupils 
and staff. 

 The school will gain the RRS Bronze, Rights 
Committed, award 

 The RRS school committee will have completed an 
action plan for the RRS Silver, Rights Aware, award 
and shared this with the whole school community. 

Develop a consistent approach 
to differentiation across the 
school 

 By first identifying different 
learners’ needs, understanding 
how to best engage them, and 
employing a range of agreed 
methods of differentiation, 
leaners of all abilities will have 
the best possible opportunity to 
learn. 

Progress in 
year 2 

HT and 
whole staff 
team 

 Staff engaging in professional reading, learning and 
dialogue to agree a range of methods of 
differentiation to suit the needs of our learners. 

 All pupils will make good progress against their 
own individual targets. 

 HT monitoring and peer observations will allow 
sharing of good practice and support 
improvement. 

Develop a range of assessment 
approaches to match learning 
needs. 

 Learners will have a secure 
understanding of their progress 
in learning due to a range of 
assessment 

 Leaners will participate in the 
assessment process and set 
targets for their own progress. 

Progress in 
year 2 

HT and 
whole staff 
team 

 All staff are using a range of assessment 
approaches to match learners’ needs. 

 Assessment will be an integral part of the planning 
process. 

 Learners will be involved in the assessment 
process and will be able to discuss their learning 
and their next steps. 



Develop moderation activities in 
school and across ASG to ensure 
confident and accurate 
professional judgement. 

 A shared understanding of 
standards and expectations 
across the school will ensure that 
learners are clear about their 
learning and next steps to 
progress within and to the next 
level. 

Progress in 
year 2 

HT and 
whole staff 
team 

 There will be a collegiate approach to moderation 
of planning learning, teaching and assessment 

 Timetabled moderation meetings within and 
across stages to ensure agreed standards. 

 Staff will be confident in their professional 
judgements. 

Develop a robust tracking and 
monitoring system to ensure 
high quality coverage of the 
curriculum. 
Ensure regular attainment 
meetings are in place to provide 
updated information for the 
Moray Tracker. 

  Evidence and data effectively 
used will evaluate progress and 
achievement and identify next 
steps and support the 
development of an appropriate 
curriculum resulting in improved 
outcomes for learners. 

 Parents will have relevant 
information about children’s 
learning which will in turn 
enhance learners’ self-esteem as 
learners. 

Progress in 
year 2 

HT and 
whole staff 
team 

 Staff will have a strong evidence based picture of 
all their learners and will use this to effectively 
plan next steps in learning. 

 Learners will have an overview of their progress 
and achievement over time.  This will be shared 
with parents to promote improvements in 
learning. 

 Ways of sharing with parents/carers will be agreed 
and start to be implemented. 
 

Ensure high quality feedback for 
all learners, which enables them 
to have an accurate 
understanding of their progress 
in their learning and suggest 
ways they can improve. 

 Learners will be clear on what 
they are learning (Learning 
Outcomes) and will know if they 
have been successful (Success 
Criteria).  

 Learning conversations will 
scaffold learners to take 
ownership of the direction of 
their learning. 

 Learners will be able to articulate 
to others the purpose of their 
learning and their next steps. 

Progress in 
Year 2 

HT and 
whole staff 
team 

 There will be an agreed range of methods of giving  
feedback across the stages, 

  Plenaries will clearly relate to learning outcomes 
and success criteria.   

 Children will be supported to talk about their 
learning, the successes and the next steps 

Pupils to lead their own learning 
and use knowledge and skills 
taught in class in other contexts. 
 

 Play based learning to be 
extended from Primary 1 to 
Primary 3. Learners (from P1 -3 ) 
will be partners in their learning 

Progress in 
year 2 

D.K & K.P 

 

 

 Professional engagement and collegiate working 
will ensure that there is a robust coverage of the 
curriculum in the Early to first levels. 

 Children will be able to talk about their learning. 



process; actively participating in 
the planning, shaping and 
directing of their own learning. 

 Learners will apply the 
knowledge, understanding and 
skills they have acquired in a new 
piece of learning from answering 
the IDL big question. 

 Learners will have personal 
choice in their learning 
 

 

 

 

HT and 
whole staff 
team 

 

 All staff work collegiately to plan a new cross- 
curricular theme and an IDL question. 

 Staff plan the contexts for learning, using newly 
bundled Es&Os, together with the IDL question in 
mind. 

  Cross-curricular learning  will be planned with a 
clear focus on knowledge, understanding and skills 
required to complete IDL . 

 Planning IDL will allow for personalisation and 
choice for learners – say, write, make & do 

 Feedback, reflection, celebration and sharing of 
new learning and profiling of skills progression. 

Review and develop some of the 
practices of our Community 
related Groups. 
Ensure there is structure, 
regularity and purpose to the 
activities associated with 
community related groups. 

 Learners will be able to express 
an opinion and to be included in 
decisions that involve and affect 
them. 

 Increased opportunity for 
learners to develop personal, 
social and communication skills 

 Learners will develop their 
associated presentation and 
communication skills 

Progress in 
year 2 

HT and 
whole staff 
team. 

 

Specific 
leadership 
opportunity. 

 Improved learner engagement evidence from 
observations and monitoring. 

 Improved pupil-staff and pupil-pupil relationships 
evidence from monitoring 

 Policies will be influenced by the needs and 
suggestions of pupils and will therefore be 
effective 

 Community group communication folders will be in 
place and operational. 

 Displays around the school 

 Termly assembly updates. 

Celebrate and share pupil 
success and develop a way to 
record this as a pupil profile. 

 Learners will take ownership of 
their profile and demonstrate this 
as they talk about their learning 
and share this with parents and 
teachers. 

 Learners will have a positive 
attitude to new opportunities for 
learning within and out with the 
school 

Progress in 
year 2 

HT and 
whole staff 
team. 

Specific 
leadership 
opportunity. 

 Following consultation a format for a pupil profile 
will be agreed. 

 New format will be trialled 

 Wider achievement will be tracked and monitored 
to ensure no child is in danger of missing out. 

Evidence to support reduced bureaucracy/workload of teachers 

Collegiate Work, Agreed Working Time Agreement. Timetabled collegiate planning sessions, Revised planning formats  
 



 

Priority 4 

Raising Attainment in Literacy and Numeracy (Year 2) 

Key links to  
Moray Education 
Priority Area(s): 

 Raising Attainment and Achievement  Self-evaluation for Self-improvement 
  Learning, Teaching and Assessment  Supporting All Learners 
  Curriculum  Leadership at all Levels 

 

NIF Priorities: NIF Drivers: Children’s Services Plan: HGIOS?4 QIs: 

 Improvements in attainment, particularly in Literacy and Numeracy 
 Closing the attainment gap between the most and least disadvantaged children 

☐ Improvement in children and young people’s health and wellbeing 

☐ Improvement in employability skills and sustained, positive school leaver 
 destinations for all young people 

 School Leadership 
 Teacher Professionalism 

☐ Parental Engagement 
 Assessment of Children’s Progress 
School Improvement 
 Performance Information 

☐ Priority 1 – Improve Wellbeing 

☐ Priority 2 – Safeguarding 
 Priority 3 – Poverty 

☐ Priority 4 – Corporate Parenting 
 

 1.1 
 1.2 
 1.3 

☐ 1.4 
 1.5 

☐ 2.1 
 2.2 
 2.3 

☐ 2.4 

☐ 2.5 

☐ 2.6 

☐ 2.7 

☐ 3.1 

☐3.2 

☐ 3.3 

Actions Outcomes for learners Timescales Responsible Measures of success 

Whilst the majority of pupils are 
improving their attainment in 
line with national expectations, 
further work is required to 
improve attainment across the 
school at a greater pace. 
Robust data analysis will inform 
staff of the key areas to 
undertake specific 
developments in order to 
improve attainment across the 
school. 

 Learners experience learning 
which is purposeful, delivered 
with appropriate pace and 
differentiation and provides 
appropriate support and 
challenge. 

 Learners will engage in learning 
conversations which will support 
them to clearly articulate their 
understanding of the level they 
are working towards and what 
they need to do in order to be 
successful. 

 

Progress in 
year 2 

HT and 
whole staff 
team. 

 Writing, spelling and Grammar progressions will be 
in place 

 There will be an increase in the confidence of staff in 
their judgement of attainment, using the 
Benchmarks, to ensure that they are planning quality 
assessments in line with national expectations. 

 Raised attainment in literacy and numeracy 

 Moray Tracker; Staff input data 3 x times annually, 
tracking meetings will be embedded and data 
scrutinised regularly in collegiate sessions. 
 

Create a Literacy rich 
environment providing high 
quality literacy experiences 
across all curricular areas and 
across the school.   

 Learners will find the literacy-
rich environment  inviting and as 
a result will realise the 
importance of talking and 
listening, reading, and writing in 

Progress in 
year 2 

HT and 
whole staff 
team 

 All classes will have a class library  that include a 
variety of genres and text types  

 There will be an agreed “check list” to ensure literacy 
rich teaching and learning areas 



their learning.  Children to 
engage with a range of authors 
and genres 

 
 

 Reading for pleasure will be embedded into the 
school day 

 Plans from  agreements made by children and other 
partners to design and develop a school library. 

 Formation of school book clubs. 

 A review of reading will further enhance pupil 
engagement in literacy learning. 

A complete review of reading to 
take place across the school.  
New resources, methodologies 
and pedagogies to be explored. 
 

The implementation of evidence-
based approaches to the teaching of 
reading will improve the learning 
experience and attainment for all 
learners. 

Progress in 
year 2 

HT and 
whole staff 
team. 

 Staff will engage in professional reading, learning and 
dialogue on ways to improve the learning and 
teaching of reading across the school 

 Pupils to complete reader engagement surveys at 
the start/end of each school session to determine 
pupil perceptions, mindsets and personal 
engagement in reading 

 There will be an audit of current reading materials.  
New materials to be bought if there are identified 
gaps. 

 Updating the school reading policy to include new 
approaches and establish a shared vision for reading 

Review the school’s approach to 
the Numeracy and Maths 
curriculum in order to raise 
attainment.   
  

With staff having  agreed on 
appropriate methodology and 
consistency of approach to the 
delivery of the numeracy and maths 
curriculum learners will experience 
improved attainment and  
progression across levels 

Progress in 
year 2 

  Audit school’s current approach to the Numeracy 
and maths curriculum. 

 Identify areas for improvement and change. 

 Staff will engage in professional reading, learning and 
dialogue on ways to improve the school’s approach 
to Numeracy and Mathematics 

 Ensure our curriculum is relevant capturing real-
world numeracy and mathematics contexts. 
 

Evidence to support reduced bureaucracy/workload of teachers 

Collegiate work. Agreed WTA 
 

  

  


