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Parent Handbook 
2014
Welcome to Papay School
This handbook is designed to provide you with answers to some of the questions you may have as a parent. We want it to be a useful document. We are always looking to improve, so please let us know if you think of things which might be useful to include in the next edition of the handbook. 

CONTENTS

1.
USEFUL INFORMATION


2.
VISION, VALUES AND AIMS






3. 
PAPAY SCHOOL: INTRODUCTION




4.
SCHOOL TIMETABLE







5.
PRE SCHOOL TIMETABLE






6.
ORGANISATION OF CLASSES






7.
INSURANCE








8.
TRANSPORT








9.
EARLY CLOSURES







10.
PLAYTIME ARRANGEMENTS







11.
EXCURSIONS








12.
SAFETY











13.
MEDICINES, MEDICAL AND DENTAL TREATMENT

14.
ADMISSIONS





15.
ATTENDANCE

16.
TRANSFER TO SECONDARY

17.
CLOTHING

18.
BEHAVIOUR AND DISCIPLINE

19.
PARENT TEACHER CONTACT

20.
PARENTS’ COUNCIL

21.
COMPLAINTS PROCEDURE

22.
SCHOOL MEALS

23.
CURRICULUM

24.
LEARNING THROUGH PLAY
25.
HOMEWORK

26.
SCHOOL FUNDS

27.
FINANCE
28. 

DATA COLLECTION AND TRANSFER 

1. USEFUL INFORMATION

ADDRESS
Papa Westray Community School


Papa Westray


Orkney


KW17 2BU

TELEPHONE &
(01857) 644 226

FAX

(01857) 644 263

HEADTEACHER
Mrs Kate Evans
Principle Teacher 
Mrs Verity Branscombe
AUXILIARY/CLERICAL
Mrs Marina Cursiter 
ASSISTANT

EARLY YEARS WORKER

COOK
Mrs Jane Rendall

JANITOR
Mrs Anne Hourston
644 238

CLEANER
Ms Amanda Hourston
SCHOOL TRANSPORT
Papay Community Co-op  
644 321

EDUCATION DEPT:
Council Offices Kirkwall   (01856 87) 3535

SCHOOL HEALTH SERVICE
01856 885 400

DENTAL CLINIC
01856 875 415

SECRETARY to


COMMUNITY ASSOCIATION
Amanda Hourston
PARENT COUNCIL CLERK
Lynda Sharpe
2. VISION, VALUES and AIMS
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Including everyone

VISION, VALUES AND AIMS
Our school is a place where we become:

Confident individuals

We can find out who we are and who we can be.

Successful learners

We can explore our world and find out about our environment, our community, new ideas and technologies.

Responsible citizens

We can explore what makes the world a good place to be alive in and how we can help make it a fairer place.

Effective contributors

We can find new ways to express ourselves and communicate with others. We can try out ways of working together to bring about changes.
These are our wishes for our children

We want our children to 

· Enjoy school and have fun learning

· Accept challenge and strive for high standards

· Have respect for themselves, others and their planet

· Enjoy using their unique talents – as individuals and as part of a team

These are the kind of experiences we shall offer them

We shall provide our children with opportunities to

· Develop their persistence to learn and improve 

· Feel secure and be able to take measured risks 

· Take on responsibility and review the results of their efforts 

· Celebrate their role in the successes of the learning community 
3. PAPAY SCHOOL: INTRODUCTION
Papay School is a peedie (small) school on one of the northernmost islands of Orkney, off the North coast of Scotland. Children attend our school between the ages of 4 and 12, with nursery children between the ages of 3 and 4. There are about 30 houses on our island and our families make a living through farming, fishing and craft work as well as running the island shop, post office and all the things that keep island life going. 

We get quite a lot of summer visitors who come to enjoy our beautiful island, to see the bird life and to visit our historic sights – the Knap of Howar is the earliest standing house in Northern Europe and St Boniface Kirk is one of the oldest Christian sites in the North of Scotland. 

To reach us you would travel by boat from Kirkwall (2 ½ hours) or Westray (30 minutes), or you could fly in the 8-seater plane from Kirkwall (20 minutes). On our island there is a small airport and two piers – the old pier and the new pier. The ferry comes to the new pier and it is loaded and unloaded by a crane. 

Children come to our school starting with nursery when they are 3 or 4 years old. Then they start in Primary 1 when they are 4 or 5 years old. Then they go through Primary 2, Primary 3, etc until they finish in Primary 7, aged 11 or 12 years old. After that they go on to secondary school in Westray. To get to school in Westray they travel by boat, but if the weather is bad they sometimes have to come in to Papay School instead. 

In Westray they go from Secondary 1 to Secondary 4, and then transfer to Kirkwall for Secondary 5 and 6. (They could transfer to Kirkwall earlier if they wanted.) When they go to Kirkwall they have to stay at the hostel in Kirkwall from Monday to Friday.

In our school we have one main classroom and one smaller classroom leading off it. There is also an office, a library area, toilets and quite a lot of store rooms. We have a hall for drama, games and activities which families can use when the school is closed, through membership of the Community Association. We also have a school kitchen where our cook makes tasty school lunches.  Outside we have a playground, a garden and a greenhouse where we grow flowers and vegetables. We are developing a shed area for nursery and school use so that we can do more outside activities. There is also a play-park and a football field. 
We have links with quite a lot of other schools in the UK through using ICT and mail. We also travel to Kirkwall to work with the other small island schools or join in with sports etc. 

4. SCHOOL TIMETABLE
Monday - Friday
Children arrive between 8.45 and 9:00 a.m.

School starts at 9:00 a.m.
A morning break of 15 minutes is taken every day. The timing of this is flexible to fit in with activities but is usually 10:30 -10:45 a.m.

Lunch break is 12:30 -1:15 p.m (Monday – Thursday) and 12:30 – 1:00 p.m. (Friday).

Monday – Thursday
School finishes 3.15p.m.
Friday
School finishes at 2.00 p.m.
Younger children will routinely be involved in active and activity based learning for part of every day, and where appropriate, an afternoon break may be taken to fit in with our learning activities and the weather!
5. PRE-SCHOOL TIMETABLE – at present there are no pre-school children
Monday to Thursday 
9.30am – 12.00noon 


Thursday
1.00pm – 3.30pm
(Please see Nursery Handbook for further information about pre-school)
6. ORGANISATION OF CLASSES.

As our school is so small, we have only one class for Primary 1-7. This is known as a multi composite class. Within this class setting, children will follow programmes of activities that include opportunities for group and individual work. We routinely differentiate the work to suit the wide age range and make use of a wide variety of learning/teaching approaches. We work flexibly alongside the nursery which means that where it is appropriate to the learning activities, nursery children may join in with classroom activities and at times during the day, P1/2 children may join in with nursery activities. This provides plenty of opportunity for developing social skills as well as providing greater variety of experience.   

7. INSURANCE

Public liability insurance is held in respect of all school children.

8. TRANSPORT
Free school transport is provided in line with OIC policy. In the Autumn and Summer terms, pupils up to the age of 8 are given school transport if they live more than two miles away. Pupils aged 8 or over must live at least three miles away to qualify. During the Winter and Spring terms no pupil is required to walk more than a mile and a half. Parents may, of course, take their children by car or allow them to go by bicycle. We ask that when cycling, children wear a cycle helmet and have passed their Cycle Proficiency Test. We offer training on an annual basis for children in P5-7 who have not yet passed their Cycling Proficiency Test. 
If you wish to make any alteration in your child’s method of transport, please make sure that both the driver and the school are informed in advance.

Please make sure that your child knows and obeys the safety rules on the road and behaves properly on school transport. There is an OIC leaflet outlining the expected conduct on school transport and misbehaviour can result in withdrawing the right to school transport.
9. EARLY CLOSURES

In exceptional weather conditions the school may close early. The Education Department contacts the school transport service and consults with the Headteacher to decide if school should be cancelled for the day. If so a message is put on Radio Orkney at 7.30am: please listen to the broadcast if you are in any doubt or telephone the Head at home or school. 

Sometimes closure is necessary after school is in session. If the children are to be sent home early, each home will be contacted in order to ensure that no child is sent out to an empty house.

10. PLAYTIME ARRANGEMENTS

If the weather is fine the children are encouraged to be outside. During unfavourable conditions the children stay in school. We try to ensure that the children have an opportunity for active play, even in bad weather, as we feel this is an important aspect of their day. If you wish your child to stay inside for any special reason please send a note to school.

The pupils decided a few years ago that no sweets or chocolates should be consumed at break times. This rule made by the children still stands. Chewing gum is banned. If the children would like to bring a play piece, fruit is the order of the day. Fruit is available at break, at a cost of 60p per week. 
11. EXCURSIONS

During the school year there are sometimes visits/excursions both within and outwith Orkney. These form an integral part of our curriculum and have many benefits to the children. The authority guidelines are followed with regard to pupil safety as this is of paramount importance.

12. SAFETY

Children are not allowed outside the school grounds during the school day unless they are supervised or have special permission. Within the school and the school grounds great emphasis is placed on safety.

FIRE DRILLS are held once a term and all the fire fighting equipment is regularly serviced.
13. MEDICINES, MEDICAL AND DENTAL TREATMENT

Teachers are not permitted to prescribe any medicines but will cooperate by administering any medicine prescribed by a doctor. OIC guidelines will be followed should the need for arise for staff to administer medicine, which will require parents to fill in a form at the time stating the medicine, dosage etc.; alternatively, some parents may prefer to call into school themselves to administer the dose.
Dental inspection takes place annually and parents are informed by letter of the results. Parents are also encouraged to make arrangements themselves for a more detailed inspection, etc. We take part in a tooth-brushing scheme whereby children are given a toothbrush and toothpaste and encouraged to brush their teeth regularly as part of the school day.
Please make sure the school is informed of any medical condition such as allergy, asthma or epilepsy. Hearing and eye-sight are tested at intervals throughout the child’s primary schooling. Vaccinations etc are offered according to current guidelines and parents will always receive advance notice of this.
Qualified members of staff carry out minor first aid treatment. In cases of emergency we contact the island nurse or doctor.
14. ADMISSIONS
Pupils may be enrolled (through the school) at the beginning of the session in the August preceding their fifth birthday, if the birthday occurs before the end of the February following enrolment. In other words, the child must be five before the end of the February of their first year at school. If your child is not five on the entry date (usually 3rd or 4th week in August) you may decide to delay sending your child to school until the year after. If you are considering this option you may like to discuss it with the Head Teacher.
During their first term in school (August to October) new entrants stay for mornings only for the first two weeks then full time.
Pre-school provision will be available if necessary: please contact the school for more details. 

15. ATTENDANCE

If a child is absent, a letter or phone call to the school is expected because a record is kept of all authorised and unauthorised absences. When parents have to take their children on holiday at a time other than during the school holidays, it helps if the school is informed in advance, so that some steps can be taken to minimise disruption to education. Absences due to family holiday are automatically recorded as ‘unauthorised’ in line with OIC policy.
16. TRANSFER TO SECONDARY

Children at Papay transfer to Pierowall Junior High School after their seventh year here. Links are forged with Pierowall throughout the children’s schooling and we aim to create particular links, both formally and informally, between P7 pupils at Papay and Westray. During the final term of Primary 7 pupils will have the opportunity to attend transition days at the High School. Secondary children travel by boat to Westray each day. Bad weather can result in the children having to stay over in Westray, or in Papay when they then attend the Papay school, with work being provided by Westray.
17. CLOTHING

There is no official school uniform, but there is a sweatshirt with a logo that can be purchased for the children to wear.  Children must not wear wellington boots in school so in bad weather they should have a change of shoes available for indoor use.  Children should be dressed appropriately for winter weather so that on fine cold days they can enjoy outdoor play and keep warm.  For P.E. children need T-shirt, shorts and plimsolls; these should be kept in a PE bag, in school all week and taken home at weekends for washing.  We have aprons which are worn for art / craft lessons but you may also wish your child to keep an apron/old shirt in school for such activities. 
18. BEHAVIOUR AND DISCIPLINE

School rules, agreed by the children, are largely a matter of common sense based on the need for safety, politeness, respect for people and property the overall aim being to help children behave responsibly and appropriately.
Minor behavioral problems are dealt with at the time by either a verbal rebuke or a punishment to fit the crime e.g. for dropping litter a child may be asked to pick up all the litter in the playground. If firmer action is necessary privileges may be withdrawn.

For more serious or persistent behaviour problems parents may be asked to come and discuss the problem. Occasionally we may need to seek the advice of the psychological services. This cannot be done without consulting parents first.
19. PARENT TEACHER CONTACT
Parents are welcome into the school at any time to see how the school is run and to understand the kind of experiences the children have in school. We also have parents’ afternoons when we invite you to join us to look together with the children at some aspect of school life. This sometimes involves seeing something the children have been working on, or it may be a family workshop session. 
If something comes up that is causing you or your child to be concerned, please tell us. This can be by phoning, sending a note or arranging to call in, to talk things over. We would far rather know and be able to work with you if you feel something is not going well. 

Similarly, if we feel there is an issue of concern about your child that you should know about, we will contact you sooner rather than later to discuss this and work together on solutions. 

More formal parents’ meetings are held during the year to discuss your child’s progress. At the end of the school year you will receive a written report on the progress of your child. 
We have a school notice board which is updated on a regular bases to keep you informed of the various school activities, We send information letters via your child by putting them in their homework folder, when necessary.

20. PARENTS’ COUNCIL
The Parent Council provides another channel of communication. It is made up of all parent members and two co-opted members. The Headteacher and local Councillor take part in Parent Council meetings in an advisory capacity. Parent council meetings take place on a termly basis and more often if there are particular issues arising. The OIC Education Department representative is Graham Bevan and the clerk is Lynda Sharp.

21. COMPLAINTS PROCEDURE

Complaints relating to any matter should be made directly to the Headteacher. A second channel will be through the chairperson of the Parent Council. If these approaches fail then contact should be made with the Director of Education.

22. SCHOOL MEALS
A book of 10 dinner tickets can be purchased on a Monday; this will last for two weeks. The current price is £20.00 for 10 meals. If you are on a low income, your child/children may be entitled to free school meals. If so, please contact the Education Office where your enquiry will be dealt with confidentially.

23. CURRICULUM

The school follows the Scottish Government guidelines for the Curriculum for Excellence. The curriculum is currently at a point of change because the new Scottish Curriculum for Excellence is being introduced. In-service training and professional meetings help to keep the school abreast of the best of current teaching techniques. 
Broadly the subjects taught are:-
Languages
Mathematics
Modern Languages
Social Studies

Technologies
Sciences
Religious and Moral Education

Expressive Arts
Health and Well Being
Much of the teaching is done in a very active and practical way to encourage the children to be independent learners. Where appropriate we use a topic based approach so that children develop and use their skills and knowledge in a variety of contexts. Children work as a class, in groups or individually depending on the activity.

24. LEARNING THROUGH PLAY
Many of the learning experiences of young children come through their own play, whether the materials are made for the purpose, or simply those things found at hand. The imagination is nurtured by stories, construction, dressing up, painting, modeling and play with sand and water. Playing with others gives children the opportunity to share and co-operate. All of this is vital to the development of early language development and mathematical ideas.
25. HOMEWORK
In addition to encouraging children to read at home, we set two kinds of homework: short, tasks such as spelling or maths designed to support children in developing the ability to create good routines and work independently at home; and more open-ended tasks such as research, collecting or finding out tasks designed to support home-school linking. The amount and type of homework depends on your child’s age: In P1/2 it is usually sharing / reading books and maths, in P3-5 this continues with some spelling and maths too, and in P6/7 it will include learning spellings, completing written tasks, doing some maths or researching a topic of interest, etc. 

Help from parents to complete homework tasks is very valuable to children, both in supporting them to create successful routines, and in encouraging them to complete tasks to the best of their ability. We welcome your input and would ask that you contact us if you are unsure or concerned about anything to do with homework.
26. SCHOOL FUNDS
The school raises money through coffee mornings, sales and concerts etc to fund excursions or buy equipment. The assistance and support of the parents and community are greatly appreciated in these fund raising attempts. 
27. FINANCE
Devolved School Management (DSM) means that we manage the majority of the schools financial budgets, including fuel, minor repairs and maintenance, supplies and services.

28. DATA COLLECTION AND TRANSFER

Transferring Educational Data About Pupils: OIC Policy
In order that the Council can comply with statutory regulations in respect of supporting children’s education, the Council will share pupil data with certain organisations.   The sharing of this data is done in accordance with the Data Protection Act 1998. The main collector of data is the Scottish Executive Education Department.  (Please see the separate insert regarding their collection.)

The Council also passes pupil data to NHSOrkney and CareersScotland to allow them to comply with their legal duties. NHSOrkney are under a duty to provide for the medical and dental supervision of pupils at school in Orkney and Careers Scotland are obliged to offer advice and guidance to such pupils about seeking or obtaining employment, training or education.

Details of the data that will be transferred to these 2 organisations is as follows:

NHS Orkney 
The pupil data that will be passed on will include name, date of birth, school and class name.  

Careers Scotland
Data for pupils in Secondary 3 and above will be transferred, including name, date of birth, gender, home address, telephone number, name of school, class, parents’ name and Scottish Candidate number.

Transferring Educational Data About Pupils

Education authorities and the Scottish Executive Education Department (SEED) have collected data about pupils on paper forms for many years.  We are now working together to transfer data electronically through the scotXed programme. 

What pupil data will be collected and transferred?

Data on each pupil is collected by local authorities and SEED.  The data collected and transferred covers areas such as date of birth, postcode, registration for free-school meals, whether a pupil is looked after by his/her local authority, special educational needs including disability, attendance, absence and exclusions from school.  Pupil names and addresses are collected by their school and education authority but they are not passed to SEED.  Your postcode is the only part of your address that is transferred.  Data is held securely and no information on individual pupils can or would be published by SEED. It is used for statistical and research purposes only.  

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

Why do we need your data?

In order to make the best decisions about how to improve our education service, SEED and education authorities need accurate, up-to-date data about our pupils.   We are keen to help all our pupils do well in all aspects of school life and achieve better exam results.  Accurate and up-to-date data allows SEED, education authorities and schools to:
· plan and deliver better policies for the benefit of all pupils, 

· plan and deliver better policies for the benefit of specific groups of pupils, 

· better understand some of the factors that influence pupil attainment and achievement, 

· target resources better. 

Your data protection rights

The collection, transfer, processing and sharing of ScotXed data is done in accordance with the Data Protection Act (1998). We also comply with the National Statistics Code of Practice requirements and other legislation related to safeguarding the confidentiality of data. The Data Protection Act gives you the right to know how we will use your data.  This message can give only a brief description of how we use data.  Fuller details of the uses of pupil data can be found on the ScotXed website.
SEED will not publish or release any information that allows an individual pupil to be identified. Data will not be used by SEED to take any actions in respect of any individual pupils.  Data will only be shared with bona fide partners, such as HMIE and the SQA.  Any sharing will be done under conditions of strict control and with the prior agreement of the Data Controller.

Concerns

If you have any concerns about the ScotXed data collections you can email the Data Controller, Pete Whitehouse, at EDData.Controller@scotland.gsi.gov.uk or write to The ScotXed Support Office, SEED, Area 1B, Victoria Quay, Leith, EH6 6QQ. Alternative versions of this page are available, on request from the ScotXed Support Office, in other languages, audio tape, braille and large print.  Please allow up to 10 days for requests to be processed.

Want more information?

Further details about ScotXed data exchanges are available on the ScotXed website,  www.scotxed.net.

The website also contains answers to commonly asked questions about ScotXed.

