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~ Applegrove Primary School ~

NOT PERMITTED

We also make a clear statement of what is not permitted. These are clothes which are more
suited to leisure wear, or which suggest a lack of identity with the school. The following
clothes come into these categories:

e Any kind or colour of denim jacket/jeans or equivalent

e Football scarves or logos, or T-shirts with slogans likely to cause offence or create
unhealthy rivalry

Clothing bearing logos other than Applegrove’s

Track/jogging suits or similar sports gear

Rings with raised settings and earrings other than small studs

Hair styles which involve coloured dye (there are fundraising days when this would
be allowed) or are likely to cause distraction to teaching and learning

CLOTHING GRANTS

You can apply for a clothing grant for your child if you are receiving the following benefits:-
= Income Support

= Income Based Jobseeker’s Allowance

= Any income related element of Employment and Support Allowance

= Child Tax Credit who do not receive a Working Tax Credit, and who have an annual
income, as assessed by Inland Revenue, is below £15,860

= Child Tax Credits and Working Tax Credit with an income below the threshold for
receipt of maximum Working Tax Credit, currently set by the UK Government at £6,420

= Guaranteed Pension Credit

= Support under Part V1 of the Immigration and Asylum Act 1999

= Pupils aged 16-18 are eligible for free school meals/clothing in their own right if they are
in receipt of one of the above benefits.

Application forms are available from the school, or from the Payments Section of the
Council's Finance and ICT Services (Tel: 01343 563144).



~ Applegrove Primary School ~

SCHOOL BUILDINGS AND GROUNDS

Applegrove was built in the 1950s and stands in the picturesque setting between Orchard
Road and Sanquhar Road. We are lucky to have an extensive tarred play area and a large
sports field.

There are separate play areas for Primary 1, Primary 2/3, Primary 4/5 and Primary 6/7.
There is no public access across the playing field.

The school is built in a 'U' shape. There is a single storey wing which includes an infant
library and computer suite, and a two-storey wing which includes a library and general
purpose rooms. We are fortunate to have an attractive

Assembly Hall with stage which

doubles as a Dining Hall and Drama

Area. We are particularly pleased to

have a separate PE Hall.

At no time are children allowed to
use the service area entrance even

if accompanied by an adult. This
driveway is for delivery vehicles,
school transport and council vehicles.

SCHOOL SECURITY

During the school day all external doors are locked. Access for parents and visitors is by the
Main Door only using an intercom system. All parents or visitors are asked to sign in at
Reception where a badge will be issued. Parents and visitors are asked to wear these badges
whilst in the building and return them and sign out before leaving the building. All Moray
Authority staff wear 1D badges, (bearing name, post and photograph).

We appreciate the support we receive from parents in operating these procedures which are
for the protection of pupils and staff.

To further these procedures we ask that any parent who wishes to contact a member of staff
should telephone, in advance, to arrange an appointment and inform office staff of the nature
of the enquiry, where this is appropriate. This will ensure that staff are available and
prepared for your visit.



~ Applegrove Primary School ~

ENTERING AND LEAVING SCHOOL

The only children permitted to leave the school grounds during the day are those going home
for lunch, and those with dental, medical or other appointments. For such appointments
children must be collected from the reception by the parent or responsible nominated adult.

On hearing the bells the children are expected to line up quietly, ready to enter the building
safely. On wet days, pupils will be allowed into school at 8.50am.

FIRE DRILL

All staff and pupils are familiar with fire drill procedures. Fire drills are held at least once
every school term.

INFANT INTAKE

The Moray Council Education & Social Care Committee admits entrants to Primary One
only at the beginning of the autumn term in mid-August. All children who will be four years
old on, or before, the last day of February of the current educational year are eligible for
admission. If you have any doubts about sending your child to school at the age of four and
a half, the law requires that a child starts school on the first admission date after his/her fifth
birthday. It may well benefit your child to wait until the following year's enrolment date.
School staff will be happy to advise you on this matter.

The Moray Council asks parents to register at the school within the catchment area in which
they reside. Parents wishing to make a placing request for another school are asked to
indicate their intention on the registration form.

Any parents wishing to make such a request must complete a Placing Request Form
(available from the school and Education & Social Care) and submit the form to the Moray
Council Education & Social Care.

In June your child is given an opportunity to come to school for part of the day to meet
his/her teacher and classmates. All parents are invited to attend an evening meeting in June
to discuss starting school.

Primary One pupils starting school in August begin in small groups and attend on a part-time
basis for the first week. At Applegrove, we operate a system which allows each pupil to
come to school every day, although the time he/she attends may vary. Parents are given a
timetable in advance which details the times. This system, called Phasing-In, allows the
teacher and the child to get to know each other in a small group situation.

When enrolling a pupil, parents will be issued with our Personal and Social Development
leaflet for Parents. This summary of our full policy also contains copies of our fliers on
Dangers in Society, Bullying and Setting High Standards of Behaviour in Applegrove.
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TUCK SHOP

The school runs a healthy tuck shop daily, selling a variety of fresh fruit and juice. This
enterprise is run by P6 pupils.

Our aim is to provide a healthy option for children at the lowest cost possible. Prices range
from 20p to 30p for fruit and juice. A selection of cut fruit and vegetables is available in
small trays.

MEAL ARRANGEMENTS

At Applegrove our delicious two course lunches are prepared on the premises. A choice of
three main courses and vegetables is available with soup or dessert. This dessert may be a
cooked dish but there is also a choice of fresh fruit and yoghurt.

As an alternative to a traditional meal, and for the same price, pupils may have a cold lunch
which consists of various sandwiches, savouries, a cold sweet and a carton of fruit juice.

There is a six-week Moray Council menu which parents are given on the child’s first day at
school. These menus are also displayed on the notice boards in the playgrounds.

Pupils may bring their own packed lunches.

In view of the fact that there are pupils in the school who may have severe allergic reactions
to certain foodstuff, all pupils are advised that they should not share, taste or handle snacks
or lunches from other pupils. It is also for this reason that Applegrove promotes a no-nut
environment.

Tickets for school meals much be purchased in advance from the Canteen. These are
available every morning, Monday to Friday from 8.30 am - 9.00 am.

Cheques are made payable to THE MORAY COUNCIL

The children of P1-P3 go to the dining hall at 12.15 pm and P4-P7 go from 12.40 pm where
their meals are supervised. All children are encouraged to eat a balanced meal without being
forced to eat what they do not want.

You will be informed if your child does not eat their meal.



~ Applegrove Primary School ~

RELIGIOUS AND MORAL EDUCATION

We help children reach an understanding that the world is made up of people who follow
different religions or no religion at all. Through this we teach the concept of tolerance.

Our RME programme has three main components:

= Christianity
= QOther World Religions
= Development of Beliefs and Values

Class Teachers include social, moral and religious education within ongoing class themes
and the ethos of the school is aimed towards developing appropriate social and moral
standards.

Observance

Religious assemblies are led by Promoted Staff and classes also take turns. The themes of
these assemblies vary but are usually seasonal, Biblical, associated with festivals or famous
people and involve moral considerations such as sharing, caring, giving, forgiveness and
courage.

Our School Chaplain, visits school monthly to conduct Assemblies and is a welcome visitor
to our school.

At the end of each term the school attends a service in St Leonard's Church which is always
well-supported by parents and friends.

Parents are asked to indicate on the Enrolment Form if they wish their child to be withdrawn
from Religious Education and arrangements are made should they wish to do so.

EXPRESSIVE ARTS

Art and Design
Drama
Music
Dance

Applegrove Primary School emphasises the important role of the Expressive Arts in the
education of all pupils.

These encourage the children to explore and present their own ideas. Much of the class work
in the Expressive Arts in Applegrove is delivered through the class theme.

We are pleased to have Visiting Specialists in Art and Design, Music and Physical

Education. Sometimes Specialists work on a "block system" where they teach one class for
a certain number of weeks to build up a bank of skills.
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HEALTH & WELLBEING

Our policy is a direct result of parents, pupils, teachers and support staff working together.
This covers the elements of mental, emotional, social and physical wellbeing.

Our Personal and Social Education programme develops in the children the ability to be
respectful, resourceful and resilient. Pupils at Applegrove are often complimented on their
good behaviour, courtesy and respect for others.

Children are taught to work cooperatively in groups with specific roles for each individual in
preparation for life.

All children are given the opportunity to stand as a class rep for the following committees:

School Council

Health

Eco

JRSO (Junior Road Safety Officers)

At Applegrove we promote positive attitudes towards the benefits of physical activity. As
well as our Visiting Specialist for PE, class teachers and outside agencies provide a wealth of
experiences and opportunities to encourage children to try a variety of sports and activities.
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BEHAVIOUR

At Applegrove we aim to provide a happy and secure environment where simple common-
sense and the encouragement of positive attitudes ensure the safety and well being of our
children. Our standards of behaviour are straightforward and children will soon realise that
the idea of treating others as they would wish to be treated helps to create a pleasant working
atmosphere where praise and success go hand in hand. If this fine balance swings into the
negative, and lack of effort is apparent, staff must adopt appropriate strategies.

Teachers keep an ongoing record of unacceptable behaviour. Pupils who do not settle to
work in class will be sent to "Time Out" under the supervision of promoted staff. Parents
will be contacted should any pupil be sent to "Time Out”. It may not be appropriate to
contact parents for every small incident but parents will be contacted immediately a pattern
of unacceptable behaviour and/or poor work habits become apparent.

Staff at Applegrove greatly value the support and understanding of parents in creating a
partnership which will successfully sustain the high standard of behaviour which is
necessary for effective learning.

GOLDEN TIME

A major aspect of our approach is based on providing a positive atmosphere with class
incentives for good behaviour.

Golden Time is when teachers offer a variety of activities for children top opt into for a
block of six weeks. P1 — 3 and P4 — 7 have separate times weekly, each lasting 45 minutes.
The activities are enjoyable, structured and child-centred. They range from cross country,
tennis and hockey to construction, craft and baking. They allow children to meet and work
with teachers other than their own and to share experiences with children across year groups.

All children start each week with 45 minutes. They lose time for inappropriate behaviour and
improvement and effort earns back the time.

BULLYING

No form of bullying is allowed at Applegrove. We consider bullying to be continuing to do
something to another child that it is known they don’t like. This can be in the form of:

Hitting and kicking

Name calling

Threatening

Excluding from games and stopping other children from playing with them

We encourage children that if they are being bullied they must tell an adult in school on the
day that it happens so it can be dealt with before the other child goes home.
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SANCTIONS

Where unacceptable behaviour persists, further steps will be taken. Parents will be informed
and fully involved in these procedures.

= Advice and support will be sought from our Additional Support Needs teachers

= A "home/school diary" reporting system may be put in place

= "Time-out" from class under supervision of promoted staff may be arranged

= Indoor supervision at break times may be necessary

= Regular meetings between school staff and parents will be arranged

= The Educational Psychologist and any other appropriate agencies may be contacted

= Exclusion from school may be necessary (in accordance with the Education & Social
Care policy)

You should also 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.

AFTER SCHOOL CLUBS

A range of after school activities for pupils from P4-P7 can run depending on the teachers
deployed to Applegrove each year. Partner agencies and Active Schools Coordinators also
organise activities. Some of these have included:

P6/7 Netball P4 Story Club

P4 — 7 Football P4 — 7 Badminton
P6/7 Gardening Club

ASSESSMENT

At Applegrove, teachers promote a wide range of assessment strategies. These include
teacher assessment and pupils comment on each others’ work as well as their own.

Our aim is to identify the strengths and areas for development of each child in order to
improve their attainment. Effective assessment can ensure that teaching is closely matched to
the needs of the children to maximise their learning.

Throughout the school our children complete learning logs to help them understand their
own learning and to help them set their own targets.
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REPORTING

An Appointment Evening before the October holidays provides an opportunity to meet your
child's new class teacher once he/she has had time to get to know your child. Pupils are
invited to be present at these appointments. Prior to these appointments your child will bring
home a Personal and Social profile to share with you and to form the basis for your
discussion at the appointment.

Reports are issued in March prior to our second Appointment Evening, held in the last week
before the Easter holidays.

Throughout the year, parents may be invited to the school to discuss their child's progress
should the need arise. Parents are encouraged to contact the school at any time during the
year should there be a matter of concern so an appointment can be arranged with the class
teacher.

DATA PROTECTION

Information on pupils, parents and guardians is stored on a computer system and may be
used for teaching, registration, assessment and other administrative duties. The information
gathered complies with the principles of the Data Protection Act 1998 and may only be
disclosed in accordance with the Codes of Practice. The Data Protection Act 1998 ensures
that information is collected fairly and lawfully, is accurate, adequate, up to date and not
held for longer than necessary.

ADDITIONAL SUPPORT NEEDS (ASN)

We recognise that additional support may be needed for a variety of reasons; sometimes long
term and sometimes to catch up a child who has been absent or has been affected by a
bereavement. Some pupils require additional support to allow them to move on at a faster
pace than the rest of the class because of a particular ability.

When it is felt that any pupil has specific learning difficulties ASN teachers may be asked to
make a more detailed assessment. Part of this procedure involves parental contact. If it is
agreed by the school and the parents a referral may be made to the Educational Psychologist.
Following assessment, an individual programme may be devised by the class teacher, ASN
teacher and the Educational Psychologist in consultation with parents.

SPECIAL EDUCATIONAL NEEDS

Applegrove has a Special Educational Needs Base. Children who need to access its facilities
may also be given the opportunity to go riding or swimming, attend a gymnastics club, be
involved in therapy groups or speech and language sessions.

The integration of children with special educational needs adds to the strength of Applegrove
for all children, who benefit from a policy of inclusion. Although needs are varied the
benefits of integration can be seen across the school in a variety of situations. Auxiliary
support is provided for some children to enable them to take an active part in the social and
educational life of the school.
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FORRES ASSOCIATED SUPPORT GROUP

Applegrove Primary School is a member of the Forres Associated Support Group (ASG), a
local schools network which includes Forres Academy, Alves, Anderson's, Dallas, Dyke,
Kinloss, Logie and Pilmuir Primary schools.

The purpose of this is to ensure that all our children achieve their full potential and are thus
able to make a valuable contribution to their local community and the wider world. Our
collaborative approach supports and enhances the provision made by individual
establishments and makes best use of our extensive expertise and scarce resources.

LIAISON WITH SECONDARY SCHOOL

Children from Applegrove transfer to Forres Academy at the end of P7. Pupils visit the
Academy for two days in June and regular meetings and sharing of information between
staff from both schools ensure the transition is as smooth as possible. Enhanced transition
procedures can be put in place to meet individual needs.

PARENTAL INVOLVEMENT

We recognise the prime importance of parents in the education of their children and make
every effort to provide a wide range of contact for parents, for example: appointments on
request; parent evenings twice a year; sharing children's work; parents accompanying
educational visits or extra-curricular activities and attending class assemblies.

CLASS ASSEMBLIES

Each class hosts an assembly during the academic year, to share what they have been
learning.

The parents of the pupils hosting the assembly are invited to attend. After the assembly,
coffee and biscuits are provided and parents are welcome to visit their child's class.

PARENT COUNCIL

The Applegrove Parent Council meets on your behalf each term to discuss wider school
issues. Minutes of these meetings are displayed on the notice boards in the playgrounds.

PARENT TEACHER ASSOCIATION

The PTA Committee which is elected annually organises social and fund-raising events
throughout the year. This is a valuable resource for the school as the PTA frequently
subsides the cost of trips and theatre performances so we can widen the experiences of all
children.
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TRANSPORT

Free school transport is provided under the terms of existing legislation and council policy.
This means that all primary and secondary pupils who live more than two miles from their
school will be provided with free transport if that is their local catchment area school. Door-
to-door transport is not guaranteed. In certain instances, children may be required to walk up
to two miles as appropriate.

Bicycles

ROSPA recommends that any child cycling to school unaccompanied by an adult has passed
the National Cycling Proficiency Test. A child has to be nine years of age to participate in
training for the test. Cycle Proficiency training is provided each year so long as there are
enough parent helpers. This programme starts in P3 with cycle safe level 1. Cycle
Proficiency training is now called cycle safe level 2.

Any child may cycle to school provided that:

= Parents or guardians forward a letter to the school accepting full responsibility for the
child's safety on the journeys to and from school.

= Parents are responsible for the condition of their child's bicycle.

= On entering the school grounds by a pedestrian entrance, pupils must walk beside
their bicycles to ensure the safety of others in the playground.

= Bicycles are taken to school at their owner's risk.

= Bicycles placed in the bike shed are secured by a chain.

HEALTH CARE

At Applegrove we feel that if parents have a child who needs special medical care or is "at
risk" at any time, it is only fair to the child that the teacher should be informed. Any
information will be treated in confidence.

Parents or Guardians of Primary One pupils will have an opportunity to meet with the
School Nurse. The School dentist also pays an annual visit and children requiring treatment
are advised to make an appointment, either with their own Dentist or with the school service
which operates from Forres Academy.

Pupils with speech difficulties may be referred to the Speech and Language Therapy Service
with the approval of parents. Educational Psychologists may be consulted by the school if
this is appropriate, but this is never done without the approval of parents.

ILLNESS IN SCHOOL

In Applegrove all sick children are taken to our Secretary who will telephone parents at
home or the number given as an emergency contact. Parents are then offered the choice of
collecting their child themselves or paying the cost of a taxi home.

Please avoid distress to your child by not sending him/her to school if he/she is unwell.
21
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MEDICINES IN SCHOOL

Whilst school staff have a general duty regarding health and safety it is NHS Grampian who
have the legal responsibility regarding medical treatment of pupils. Generally however in
Moray schools, there will be staff who, with appropriate training, will be able to administer
essential medication.

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.

A copy of the "Supporting Pupils with Medical Needs in Schools including The
Administration of Medicines"” guidance document is available at the school.

ACCIDENTS IN SCHOOL

If a child is unfortunate enough to have an accident in, or around school, the following steps
are taken:

e When the injury is minor, first aid is given in the school and the child returns to class.
e All head, wrist and ankle injuries are recorded and the parents are informed.

e When the accident is serious and it is felt that professional aid is required the child
would then be taken by a member of staff to Leanchoil Hospital, minor injuries
clinic.

e While this is happening we will try to contact the parents by telephone, to allow them
to be present with their child as soon as possible. It is most important that we can
contact parents at home or at work, and where this is not possible that some other
adult, who is known to the child, may be contacted.

e If parents have managed to be present, they would normally take their own child
home after treatment. If not, the child would be returned to school and kept as
comfortable as possible until the parents could be contacted.

Remember that children involved in a nasty accident usually suffer some degree of shock
and need the comfort of parental presence.

NOTE: IT ISEXTREMELY IMPORTANT THAT YOU KEEP
YOUR EMERGENCY CONTACT UP TO DATE
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PROPERTY

Children are responsible for the safety of all items brought to school, e.g. bags, personal
property, jotters, etc. Toys should not be brought to school unless requested by the teacher.
All the above items and all items of clothing should be labelled with the owner's name.

All monies brought to school must be in a purse or sealed in an envelope bearing the child's
name, class, amount enclosed and purpose for which it has been brought. The school office
sells school envelopes that you might find useful for this purpose.

In the event of loss or intentional damage of school property e.g. books and jotters, children
may be called upon to pay for their replacement.

Children must not bring to school any articles which could cause injury for example knives;
glass containers; matches; tippex or toy weapons.

ATTENDANCE

We request that parents/carers contact school before 9.00 am when they know a child will be
absent on that day. A message can also be left by using the Infoline and PIN Number listed
on page 1.

Although we want our pupils to achieve, it should be noted, however, that we will not
provide school work to be completed during additional holidays taken by parents. If a child
is absent, the teacher will have to teach the work on their return and work may be sent home
then, as appropriate.

SPECIAL ARRANGEMENTS FOR EARLY CLOSURE

Head Teachers have total discretion as to the closure of schools when they anticipate storm
conditions which would put children at risk.

To avoid any misunderstanding the school policy on early closure has been kept very simple.

In the event of severe weather, school will remain open until normal closing times if the
school day has already started although parents will be contacted to take children home and
Moray Firth Radio will be notified. Where possible a decision will be made before 8.00am
as to whether the school will open or not. If the school will not open Moray Firth Radio will
be informed and a message will be placed on the school Infoline noted on page 1. Please do
not phone the school to ask if we will be open as this blocks our outside lines and makes it
impossible to find out if staff will be able to make their way in.

Parents should also feel free to keep their children at home, both first thing in the morning,
or at lunchtime, if the weather demands it.

Please ensure that the school knows what to do with your child in the event of a heating
failure, or any other such emergency, when the entire school would have to be sent home
early. It is essential that your child is also familiar with the procedure in such an emergency.
A message giving details of arrangements will be available on the school Infoline.
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