
[image: image1.png]


COMHAIRLE NAN EILEAN SIAR


WESTERN ISLES COUNCIL

2012
TONG  PRIMARY  SCHOOL

[image: image5.png]



SCHOOL HANDBOOK

DECEMBER 2008
TongSchool

Tong

Isle of Lewis

HS2 OHJ

Telephone:  01851 822873

Website Address: www.tongprimaryschool.co.uk
E-mail Address : tongschool@gnes.net
Contents Page
Contents Page …………………………………………………………….……………………..……
2

Welcome from the Head Teacher ……………………………………………………..……..……..
3-5 
Section 1– Practical Information about the school ………………………………..……….....
6-12
· Contact Details ………………………………….……………………………..
6

· About the School ………………………………………………….……..……
6

· Organisation of the School Day ……………………………………………..
6

· Meet the Pupils of Tong Primary School
…………………………………..
7

· Agreed Term Dates for Session 2013/2014 ….…………………………….
8

· Attendance and Absence …………………………………………………….
8

· School Uniform ………………………………………………………………..
9

· Footwear & Clothing Grants ……………………………………………….…
9

· School Meals ………………………………………………………………..…
9 

· Travel To and From School ……………………….……………………….… 
9

· Communication with Home …………………………………………………..
10

· Unexpected Closures …………………………………………………………
10

· Mobile Phones …………………………………………………………………
11


· Complaints, Comments and Suggestions Procedure ……………………..
11

· Medical & Health Information ………………………………………………..
12

· School Policies ………………………………………………………………..
13
Section 2 – Parental Involvement in the School ……………………………….……………...
14-20
· Parents Welcome …………………………………………………………….

14

· Parental Involvement …………………………………………………………
15

· Formal Parent Representation ………………………………………………
15

· Pupil Council ………………………………………………………………….. 
16

· School Ethos …………………………………………………………………..
17

· Wider Achievements ………………………………………………………….
17

· Links with the Local & Wider Community …………………………………..
18

· Pupil Conduct ………………………………………………………………….
19

· The Vision, Values and Aims of Tong School ……………………………..
20

· Dealing with Bullying ………………………………………………………….
20
Section 3 – The School Curriculum ……………………………………..…………………….…
21-26
· Curriculum for Excellence ……………………………………………………
21

· Planning Learning Experience and Positive Outcomes ………………….

23

· Homework ……………………………………………………………………..
24

· Sensitive Aspects of Learning …………………………………………..…...
24

· Religious & Moral Education & Religious Observance ……………..…….
24


· Active Schools …………………………………………………………………
25


· Assessment ……………………………………………………………………
25

· Recording Attainment and Reporting to Parents ……………………….....
26
Section 4 – Support for Pupils ……………………………………………………………………
27-31
· Additional Support Needs ……………………………………………………
27

· Pastoral Support Arrangements …………………………………………….
28

· Canteen & Playground Supervision ………………………………………..

29

· Child Protection Procedures ………………………………………………..

29

· Transitions ………………………………………………………………….…

29

· Transfer from Nursery to Primary …………………………………………..

30

· Primary School Admissions …………………………………………………

30

· Placing Requests ……………………………………………………………..
31

· Primary to Secondary Transfer …………………………………………..…

31
Section 5 – School Involvement …………………………………………………………………

32-36
· Standard & Quality Report ………………………………………………….

32

· School Improvement Plan …………………………………………………..

33

· Transferring Educational Data about Pupils ………………………………

33

· Activities, Groups & Clubs …………………………………………………..

36
Appendix

· Appendix 1 – School Roll and Staffing …………………………………

37

· Appendix 2 – Policy on Discipline and Anti-Bullying ………………..

38

· Appendix 3 – Policy on the use of Mobile Phones by Pupils ……….
40

· Appendix 4 – Internet Access Policy ……………………………………

41

· Appendix 5 – Tong School Web Site …………………………………….
42

· Appendix 6 – Pupil Comments ……………..……………………………. 
43-46

COMHAIRLE NAN EILEAN SIAR
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Welcome from the Head Teacher 
This handbook offers an introduction to our school and a general overview of the education your child will be getting at school.

If you have any questions, or would like any further information on any aspect of this handbook or the education of your child, please do not hesitate to contact me.

To make our handbook easy to use, we have divided the information up into five different sections.
Section One – Practical Information about the School
This section provides you with some background information on our school.  It deals with the practical aspects of your child’s attendance at our school.  It provides details on such things as:

· the school day and school year

· how to contact the school if your child is ill

· travelling to and from school

· school meals

· financial assistance with school clothing, transport and school meals

· school closures in an emergency or unexpectedly for any reason

· general supervision available for your child in the morning and at lunch time

· wet weather details

· how the school communicates with parents

· how to complain if you are not happy about something

· an overview of school policies.
Section Two – Parental Involvement in the School
This section contains information about how parents can be involved in supporting learning at home as part of a home - school partnership.

You can also find out more about the ethos of the school, what our values are and our aspirations for out pupils including how we celebrate pupil success, links we have with partner organisations and the wider local, national and international community.

Lastly, it includes information on our Parent Council, how to contact them and how parents can get involved in the life and work of the school.
Section Three – School Curriculum 
This section describes how the curriculum is planned and delivered in the school including the range of subjects and subjects your child will be learning.  It also includes information on how pupils develop skills for learning, life and work including literacy, numeracy and health and wellbeing in and out of the classroom.

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

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

This handbook also tells you how we will report on your child’s progress and what written reports may be sent out to parents.  
Section Four – Support for Pupils
This section gives information about how pupils’ additional support needs will be identified and addressed and the types of specialist services provided within our school.  This handbook also explains who to contact for more information if you think your child has additional support needs.

This section also gives information about transition – from primary school to secondary school – what the arrangements are and contact details of the secondary high school to which our pupils normally transfer.  There are also details about making a placing request to another school.
Section Five – School Improvement
This section gives you an overview of the main achievements of the school within the last twelve months and performance information relating to literacy, numeracy and health and wellbeing.  

While Comhairle nan Eilean Siar is happy to provide this information, we do have some reservations that the publication of raw statistics, without any kind of informed qualification, can be misleading to the reader.  In particular, they should not be construed as offering an indication of the quality of education provided in any of our schools.

We have also shown where you can get further information about our plans for the next three years to improve our performance and how the school will involve parents in that improvement.

We hope you find all of the information helpful and self explanatory.  If you have any queries about any of the information contained in this handbook, or indeed about any aspect of our school, please do not hesitate to contact the school.

Mrs Dorothy Kennedy

Head Teacher

Tong Primary School

Please note that the information in this school handbook is considered to be correct at the time of publication (December 2012), however, it is possible that there may be some inaccuracy by the start of the school term in August 2013.
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Agreed Term Dates for Session 2013/14
	School Status
	Affects
	Date

	TERM 1 - 2013
	
	

	Open
	Teachers
	Monday 12th August

	Open 
	Pupils 
	Thursday 15th August

	Close
	Teachers/Pupils
	Thursday 10th October

	TERM 2 - 2013
	
	

	Open
	Teachers
	Tuesday 22nd October

	Open
	Pupils
	Thursday 24th October

	Close
	Teachers/Pupils
	Thursday 28th November

	Open 
	Teachers/Pupils
	Tuesday 3rd December

	Close
	Teachers/Pupils
	Friday 20th December

	TERM 3 - 2014 
	
	

	Open
	Teachers/Pupils
	Tuesday 7th January

	Close
	Teachers/Pupils
	Wednesday 12th February

	Open
	Teachers/Pupils
	Tuesday 18th February

	Close
	Teachers/Pupils
	Friday 28th March

	TERM 4 - 2014 
	
	

	Open
	Teachers/Pupils
	Monday 14th April

	Close
	Teachers/Pupils
	Thursday 1st May

	Open
	Teachers/Pupils
	Tuesday 6th May

	Close
	Teachers/Pupils
	Friday 27th June


Attendance and Absence

School starts with morning registration electronically recorded.  Lateness is noted.  If pupils cannot attend school because of illness or other circumstances parents should telephone the school with an explanation of the absence.   If a child has not arrived at school by 9.30 am and the school has not been contacted to indicate a pupil’s absence, then the school secretary will telephone the pupil’s home to ensure the well being and safety of the child.  A Groupcall message may also be sent in the event of being unable to contact the home number.

A Reason for Absence note which is held in the school office should also be completed on the child’s return to school.

Parents must put all requests for leave of absence to the Head Teacher in writing giving full information on the exact date, time and reason for the absence.  Where possible, requests for absence should be submitted at least one week in advance of the proposed date(s).

Together with having targets for Numeracy and Literacy, Schools are now required to have targets for pupil attendance.

Under guidelines issued by the Scottish Office Education Department, schools must now register absences as authorised or unauthorised.  In the light of this I would ask you as parents, to ensure that family holidays coincide with school holidays.

School Uniform

Tong School uniform is blue and black, blue V-neck jumpers with yellow logo, navy/black skirts/trousers.  The school sells T-shirts, V-neck jumpers, sweatshirts, hooded sweatshirts, cardigans, fleece jackets and ties.  Prices of each item are available from the school office.

Footwear and Clothing Grants
All parents in receipt of Child Tax Credit or Income Support are eligible for a clothing grant from the Education Authority to ensure that their children are able to make full use of educational provision.  Parents on low incomes may also make an application for a clothing grant. Application forms for clothing grants are available from the:

Education and Children’s Services Department 
Comhairle nan Eilean Siar

Sandwick Road
Stornoway
Telephone 01851 822763
School Meals

Primary and Secondary School Menus offer healthy and tasty meal options which reflect the Scottish Government food and drink legal requirements for school lunches.  Children of parents in receipt of Income Support are entitled to free meals.
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Travel to and from School
Primary School Children living two miles or more from school and Secondary School Children living three miles or more from school are entitled to free transport.  Children who are not eligible for free transport will have to pay a contribution towards the cost of transport if they make use of it.  It will be possible for parents to:

· buy weekly books of tickets or

· purchase a termly pass or

· purchase a session pass.

Payment for the above can be made by direct debit if parents wish.  The overall price is the same regardless of which method parents choose – in other words, there is no cost penalty for choosing to pay weekly or monthly.

There is also a system of stepped discounts for families with more that one child travelling to school.

It is the parent’s responsibility to make sure their child arrives at the pick up point on time and behaves in a safe and acceptable manner while boarding, travelling in and leaving the vehicle.  Children who misbehave can lose their right to home to school transport.

Communication with Home 
Menu’s and a School & Nursery newsletter are sent home on a weekly basis.  This ensures that parents and carers are kept informed of important school information and up and coming events.  Pupils are issued with a plastic wallet at the start of the new session.  This wallet is sent home with the information and is then returned to the school office.  Parents are encouraged to check their child’s schoolbag for the communications.  The School also encourages communication by email, website and telephone.  

The School Office may from time to time, contact parents through GROUPCALL.  This is as SMS text message to a mobile phone number of the parent’s choice.

Unexpected Closures
It may be necessary, occasionally, to close the school at short notice and send the pupils home, for example, in exceptionally bad weather or if the electricity or heating faults.  If parents are not regularly at home during school hours, they should always make arrangements to have someone available to receive their children should such an emergency occur.  The school will ask each parent at the point of enrolment to provide the address and/or telephone number of a person who can be contacted in these circumstances.  Please ensure this information is kept updated and notify the school of any changes.

Parents should also feel free to contact the school if they are concerned about the safety of the children because of severe weather conditions and are free to call for them at any time.

Mobile Phones
Tong Primary School generally discourages parents and pupils from bringing mobile phones or other valuable items to the school on the grounds that they may get lost or stolen.  If a phone or other valuable item is brought to the school, parents are advised that, where possible, the items should be marked in some way to aid future identification if lost and subsequently found.

If a pupil does bring a mobile phone to school, the phone must remain switched off during the school day and may not be used on school premises, grounds or during off-site school curricular activities (such as swimming or other sports activities). The only exceptions to this will be on school trips, where the school will have discretion to allow pupils to carry and use phones if they wish (eg during planned solo activities), in emergencies or with the express approval of a member of school staff.  

If a pupil is found by a member of staff to be using a mobile phone for any purpose, without authorisation, the phone will be confiscated from the pupil and will generally only be returned to the pupil’s parent.  However, the phone may be returned directly to the pupil:


a)
on a first breach, if it is clear that the pupil did not understand the school’s policy on the 
use of mobile phones; or


b)

in a situation where there is genuine concern that the pupil requires the phone directly 

after the school day on security, health and safety or similar grounds; or


c)

on receipt of a signed authorisation from the parent, where travel or other issues make 

it difficult for the parent to attend the school to receive the phone. 
Complaints, Comments and Suggestions Procedure
We are keen that you should be completely satisfied about your child’s education and we encourage feedback from parents and pupils.  We are, therefore, interested in feedback of all kinds, whether it be compliments, suggestions or complaints.  If you have a complaint about the school, please let us know.  It is better that these things are shared openly and resolved fairly rather than being allowed to damage the relationship between the family and the school.  There will be no negative consequences arising from making a complaint and we will deal with the issue as confidentially as possible.  If we have made a mistake we will apologise quickly and clearly and try to put things right.

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

· please make any complaints initially to the Head Teacher.  This makes sure that the school knows what is going on and has an opportunity to respond and resolve the issue.

· If you are unhappy with the service or with our response then you will have the right to take the matter further.  You can put your complaint in writing or fill in a complaint form.  Completed forms should be sent to: Director of Education and Children’s Services, Comhairle nan Eilean Siar, Sandwick Road, Stornoway, Isle of Lewis, HS1 2BW.

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

Medical & Health Information
Medical Services
Parents should inform the school without fail of any relevant medical history e.g. asthma, epilepsy, diabetes etc. of which teachers should be aware.
Any pupil who feels unwell in class should inform the class teacher who will make arrangements to seek medical advice if necessary.  In some cases it may be necessary to send your child home but this will only be done  after consultation with the Head Teacher and after contact has been made with the parent/guardian/emergency contact to make arrangements, including suitable transport.

Pupils in Primary One receive a health check from medical staff in term one of the school year.  Parental consent is sought prior to this check taking place.

Childsmile – Dental Programme
The Childsmile programme operates within the school.  Children are encouraged to brush their teeth each day after lunch in class.  Flouride varnishing is offered to nursery and Primary one and two pupils.  Dental checks are also carried out annually for pupils in Primary one and Primary seven.  

Administration of Medicines

Class Teachers are not obliged to administer medicine to pupils. However, if/when it is essential for a child to have medication while in school, this will be carried out by a trained First Aider in the school office, but only when the appropriate request form has been filled in and signed by parent / guardian.  Forms are available in the school office.
No medication will be given without a written request from parents/guardians and the consent of the Head Teacher. It is the responsibility of parents/guardians to deliver and collect medication in person and also to replace medication when it becomes out of date.

Allied Health Professionals
In the event of pupils requiring additional support from our Allied Health Professionals such as Speech and Language Therapy, Occupational Therapy, Physiotherapy, the school will complete an Inter-Agency Referral and submit it to the Department of Education and Children’s Services where it will be directed to the appropriate service. All referrals are made in accordance with the “Getting It Right for Children and Young People Policy in the Western Isles.” This Policy can be found at: http://www.cne-siar.gov.uk/education/policiesprocedures/documents/policy/

GettingItRightForEveryChild.pdf
Other School Policies
The following CNES Policies have been endorsed by the school and form the basis of our practice with our pupils. These can be found listed on the CNES Website in the following location.
http://www.cne-siar.gov.uk/education/policiesprocedures/index.asp
· Anti-Bullying Policy

· Care and Welfare Policy

· Citizenship 

· Communication and Consultation Policy

· Dress Code Policy

· Disruption to Education on Account of Bad Weather

· Enterprise in Education

· Gaelic Policy & Implementation Guidelines

· Getting It Right (for Children and Young People in the Western Isles)

· Home Education

· Home To School Travel

· ICT

· Improving Behaviour Policy

· Inclusion

· Parental Involvement Strategy

· Promoting Positive Behaviour

· Pupil Participation Policy

· Quality Improvement Policy and Procedures

· Race Equality

· Religious Observance

· Support for Bereavement

· Transition Planning

In addition to this the School has the following policies available:-

· Assessment is for Learning

· Homework Policy

· Internet Access Policy

· Learning and Teaching

· School Security
SECTION TWO – PARENTAL INVOLVEMENT IN THE SCHOOL

Parents Welcome

Our school welcomes parental involvement as research has shown that when parents are involved children do better in school.

The school encourages parents to be involved in their children’s education by encouraging active involvement in school activities through attendance at parents’ evenings, curriculum evenings, open days and school events such as concerts etc. Parents are given formal Parent-Teacher appointments twice a year - usually in November and May. Parent-Teacher appointments allow class teachers to meet with parents to discuss their child's progress and all parents are encouraged to attend at these times.

In addition to these scheduled evenings, parents are welcome to telephone the Head Teacher to arrange a suitable time to visit the school to discuss any matter which is causing them concern.

Parents are encouraged to discuss their child’s report with them as children benefit from and are supported by the ongoing dialogue about their progress, both from school and from home. Such dialogue encourages children as they seek to take the next steps in their learning.

In addition, the parents of those pupils with Support for Learning Action Plans, Individualised Educational Plans or Co-ordinated Support Plans are given the opportunity to meet much more regularly with teaching and Support for Learning staff in order to review progress, share information and work in partnership with the school. School staff value very much the good relationships that are fostered with parents.  

Parents are encouraged to discuss with the Head Teacher and teaching staff any concerns they have regarding their child’s schooling. The school has an active and committed Parent Council which works enthusiastically and successfully to organise fund raising events and assists the school in its organisation of events throughout the school year, taking into account events which are ongoing within the local community, The Parent Council welcomes parent members to its meetings and encourages parents of all new pupils to the school to get involved.

The school staff also welcomes contact with parents of prospective pupils.

The school seeks to be open with its parents about learning and teaching activities and staff members are always happy to meet with parents at a mutually convenient time outside of more formal arrangements to discuss their children’s education with them.

Further information relating to the Comhairle’s Parental Involvement Strategy can be found here:
http://www.cne-siar.gov.uk/education/policiesprocedures/documents/policy/Parental%20Involvement%20Strategy.pdf
Education Scotland’s Parentzone website also provides parents with further information as to how they may support their children and become more involved in their education.

The website can be viewed at: http://www.educationscotland.gov.uk/parentzone/index.asp
Parental Involvement
In Tong School we greatly value partnership  with parents and staff.  We see the importance of ensuring that parents know how we teach and why we teach what we do.  We encourage parents to participate in extra-curricular activities e.g.  cycling proficiency, after-school clubs, swimming, sports, concerts and Mod.  Many parents and members of the community have expertise and knowledge which the teaching staff do not have.  We try and capitalise on this by inviting them to come into the class and talk to the children, thus enriching the children’s education.  

Parents are encouraged to take an active role in supporting their children in their learning at home.  Tasks are given which the pupils can work on, on their own, but parents are encouraged to oversee their work and contribute to the targets that maybe set by the class teachers.  

Information, support and advice is given to parents to help them support their child’s learning via newsletters, diaries, letters from the class teacher and organised meetings.  

Questionnaires are issued to parents to complete giving their opinions of the school and its work.  Parents are encouraged to share their views on the school, what it does well, and areas for improvement.

Parents are invited to be active participants in the life of the school through the Parent Council.   
Formal Parent Representation
The role of the Parent Council is to:

· Support the school in its work with parents

· Represent the views of all parents

· Encourage links between the school, parents, pupils, pre school groups and the wider community

· Report back to the Parent Forum (all parents are members of the Parent Forum).

Parents/Carers are encouraged to volunteer or put themselves forward to be chosen as representatives of the Parent Council.  The Parent Council meets 1/2 times per school term.  All meetings are open and parents are welcome to attend.

Parent Council Members 
	Position
	Name
	Address
	Telephone
	e-mail

	Chairman    (ST, Eco)
	Ian M MacLeod
	Muirneag, 16B Hillhead, Tong
	Home: 705669
Mob: 07887722269
	muirneagtong@btinternet.com

	Vice Chair    (FR, NL)
	Julie Graham
	34 Milkinghill Park, Tong
	Home: 706976
	juliegraham05@hotmail.co.uk

	Secretary      (FR)
	Erica Murray
	Upper Coll
	Home: 820910
	erica.murray@tiscali.co.uk

	Treasurer     (ST, NL)
	Doneen Morrison
	Octagon House, 60a Aird Tong
	Home: 705017
	neenod@hotmail.com

	Community Member  (Eco)
	Donald MacDonald
	Cumorah, 14 Tong
	Home: 705594
	tongschool@gnes.net

	Member     (ST, FR, Sec 2)
	Marion Finlayson
	Springside House, Aird Tong
	Home: 706567
	marion@finlayson24.fsnet.co.uk

	Member     (U)
	Linda MacKinnon
	Glamis, 10 Tong
	Home: 701038
	davidandlinda.mackinnon@virgin.net

	Member     (ST, NL)
	Peter MacDonald
	Beaula, Milkinghill, Tong
	Home: 701465
	petermacdonald1@yahoo.co.uk

	Member     (Eco)
	Anne MacPhail
	1 Tong Park
	Home: 706990
	anne1tong@googlemail.com

	Member     (FR)
	Annismarie MacFarlane
	Treetops, Aird Tong
	Mob: 07765377321
	miamacf@hotmail.co.uk

	Member     (FR)
	Jessie Murray
	Fasgadh, 40 North Tolsta
	Home: 890 204
	murd40@gmail.com

	Member     (ST, NL)
	Roddy Ferguson
	Dunrossil, Milkinghill, Tong
	Home: 701214
	roddyf1@hotmail.com

	Member     (FR)
	Emma Murray
	‘Pleasant View’, 19 Tong Allotments
	Mob: 07791974227
	emmamurray283@gmail.com

	Member
	Sarah Bayfield
	24 Milkinghill, Tong
	Home: 706255
	sarahbayfield@btinternet.com

	Member
	Kate Nel
	8 Upper Coll, Back,
	Home: 820019
	nel.katie@yahoo.co.uk 

	Member (FR) (U)
	Suzi Morrison
	10 Upper Barvas
	Home: 840406
	suzi@hebrides.net 

	Teacher Representative (FR)
	Ina Ferguson
	Tong Primary School
	 822873
	Iferguson1a@gnes.net 


Parent Member Committees/Responsibilities:
ST = Strategy     
   FR = Fundraising

U = Uniforms

      NL = Newsletter     

 Eco = Eco-Schools
Pupil Council 
Pupil Council comprises of two pupils per class.  They meet to discuss and share ideas about issues and improvements which require to be made in the school.  

A Class Council also exists.  This gives each pupil in every class within the school a voice.  Class Councils input into the Pupil Council. Pupil Council share the outcomes of their meetings with all the pupils at the weekly assembly.

A suggestion and worry box is placed in a prominent place within the school corridor for all children to have access to.  Suggestions are looked at and decisions are then made in relation to these suggestions and action taken.  

School Ethos 

The Ethos within the school is one of mutual respect between pupils, staff and all parents and visitors.  The school is a welcoming environment for all.  

Tong School is at the heart of the Tong Community.  It has strong links with the local and wider community.  The School regularly use the service provided by the Tong Recreation Association.  Pupils invite and welcome the Caraidean Group to a variety of school events and are most appreciative of the support shown by this group within the community.  Tong Primary School contributes on a monthly basis to the Loch a Tuath News magazine and report on the ongoing work and achievements within the school.  Links with the wider community which enhance children’s learning include visits by Post Office personnel, Police, SSPCA, SEPA, Cllr. Crichton and others.

The School has links with the “God is Good” Primary School in Uganda and regularly contributes to the school.  

Charities and groups which the School have supported include Dwelling Places, Save the Children, Blythswood, Bethesda Charity, Children in Need and The Leanne Fund. 

Tong Primary School is an eco-school with a real commitment to sustainability.  The school has two polytunnels in which a variety of fruit, vegetables and flowers are grown on an annual basis.  Pupils assist Mr MacDonald with the planting and maintenance work throughout the growing season.  A wind turbine contributes to the generation of electricity for both the polytunnel and the school.  This session the school intends to apply for its fourth eco-school flag and if successful will not require to re-apply for this status.  This status is one which will be permanent.    

The local church works well with the school and we receive regular visits from the Reverend C I MacLeod in delivering assembly talks.  Visits are also made to the Tong Mission House in December for the Christmas Festival and at the end of the School year.  In line with CnES and national policy and to meet the Spiritual needs of the school community, religious assemblies conducted by the minister are purely for religious observance and are not a forum for normal school business.    Parents who do not wish their children to attend religious assemblies should notify the school in writing.  Separate assemblies are held for normal school business.  

Wider Achievements

Pupils have achieved success in many areas.  An achievement wall within the school highlights some of these.  Successes on an individual basis, group basis and as a school are displayed on the wall for all to see.  The school has succeeded in a number of sporting events.  Pupils have excelled in athletics, football and cross-country competitions.  Pupils regularly participate in the Lewis and Harris Sports Festival Competitions and achieve highly.

Links with the Local and Wider Community












Pupil Conduct 
A partnership between the school and parents is required in order to ensure the best possible standard of pupil conduct.  

Pupils are expected to set themselves high standards in appearance and behaviour.  School rules are relatively simple and few in number to allow for the smooth running of the school.  The general aim is to produce an atmosphere of friendly co-operation, encouraging respect and consideration for other persons and other property.

All schools must have rules if pupils are to learn and join in activities, effectively and safely.  School rules are primarily for the safety and well-being of pupils, staff and school property.  Pupils are expected at all times to exercise common sense and show respect for the safety and comfort of others.  

Unfortunately, there are times when some of these rules are broken and the school system of discipline has a gradually increasing scale of sanctions ranging from verbal admonition, loss of privileges, detention and parental involvement leading to exclusion from school in a few exceptional cases.  Restorative Practice is used in the school and has been proven to be a very effective means of discipline. This practice allows children to take time to reflect on what they have done by writing about it, identifying  what action they should have taken and how they intend to act in future. This form is then sent home to parents to sign. We would hope to give parents 'early warning' of any problems and we anticipate active cooperation from parents where necessary so that their child and all others in the school will benefit from the education provided.
Tong Primary School Rules are linked to the safety and well-being of the children and generally apply to noise/movement within the school in wet/dry weather, to road safety and to areas where cycling and games are not allowed.
The Golden Rules – These are displayed in each classroom as a behaviour code.
     Do ….



     Do not …
	Do be gentle
	Do not hurt anybody

	Do be kind and helpful
	Do not hurt people’s feelings

	Do work hard
	Do not waste your own or other people’s time

	Do look after property
	Do not waste or damage things

	Do listen to people
	Do not interupt

	Do be honest
	Do not cover up the truth

	Do to others as you would like them to do to you


The Vision, Values and Aims of Tong Primary School
The Vision of our school
In Tong Primary we endorse the vision of our authority in providing an education for our pupils which is Aiming for advancement. Our school motto which links with this is BE ALL YOU CAN BE . It is the responsibility of each member of the school community to ensure that each pupil is encouraged to achieve their full potential and that they are given the best opportunities to do so. 

The Values of our school
In Tong Primary we endorse the values which are inscribed on the Scottish Parliament’s mace; wisdom, justice, compassion and integrity. 

The Aims of our school
At Tong Primary School we aim to:-

· Provide a curriculum fit for the 21st Century

· Enable all young people to become successful learners, confident individuals, responsible citizens and effective contributors.

· Ensure that all children are safe, nurtured, healthy, achieving, active, included, respected and responsible

· Achieve optimum standards of attainment.

· Foster an atmosphere of diligence, tolerance and co-operation within the classroom and the wider school community.

· Maintain community involvement in the life of the school.

· Provide a stimulating learning and teaching environment within the school building and the school grounds.

· Make the best possible use of the resources and accommodation provided.

· Ensure that the school is led and managed effectively.

Dealing with Bullying
We endeavor to create an anti-bullying ethos in the school through school assembly, RME class discussion, circle-time and through instilling caring values in our inter-actions with one another.

Parents should inform the School immediately if they become aware of any incidents of bullying. The child should be encouraged to discuss any worries or problems of this nature with the class teacher/Head Teacher as soon as possible.  

Parents should keep a written record of any incidents including the date, the child(ren) involved, and what happened.  This will help the school to deal with the situation and agree the best way to support the child inside and outside the school.  
The School endorses the Comhairle’s Policy relating to Anti-bullying which can be found here: http://www.cne-siar.gov.uk/education/policiesprocedures/documents/policy/Anti-Bullying%20Policy%20-%20Updated%202007.pdf 
SECTION THREE – THE SCHOOL CURRICULUM

Curriculum for Excellence
Curriculum for Excellence aims to achieve a transformation in education in Scotland by providing a coherent, more flexible and enriched curriculum from 3 to 18.  

Scotland's curriculum for 3-18 is designed to provide young people with the knowledge, skills and attributes they need for learning, life and work in the 21st century.

The 3-18 curriculum builds on the solid foundations laid in children’s earliest years and aims to ensure that all children and young people in Scotland develop the attributes, knowledge and skills they will need to flourish in life, learning and work.
The knowledge, skills and attributes learners will develop will allow them to demonstrate four key capacities:
· Successful learners

· Confident individuals

· Responsible citizens

· Effective contributors
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The attributes and capabilities can be used by establishments as a guide to check whether the curriculum for any individual child or young person sufficiently reflects the purposes of the curriculum.
Developing the 4 Capacities 
The experiences and outcomes are a set of statements which describe the expectations for learning and progression for each of the eight curriculum areas. The title “Experiences and Outcomes” recognises the importance of the quality and nature of the learning experience in developing attributes and capabilities and in achieving active engagement, motivation and depth of learning. An outcome represents what is to be achieved. 

The experiences and outcomes for each curriculum area build in all the attributes and capabilities and so develop the 4 capacities. 

Levels of Achievement 
How the levels look in nurseries, primary and secondary schools 

These levels provide scope for challenge for pupils and depth of study. Pupils can progress through them at a pace that suits their progress. It is clear that fast tracking, if appropriate to individual pupils, is catered for within this framework. 

Recognition for the wider achievement of pupils is a key feature of the new curriculum. This new element will cater for recognition of wider achievements, beyond attainment in examinations. 

	Level
	Stage

	Early
	The pre-school years and P1, or later for some.

	First
	To the end of P4, but earlier or later for some.

	Second
	To the end of P7, but earlier or later for some.

	Third and Fourth
	S1 to S3, but earlier for some. The fourth level broadly equates to Scottish Credit and Qualifications Framework level 4.

The fourth level experiences and outcomes are intended to provide possibilities for choice and young people's programmes will not include all of the fourth level outcomes.

	Senior phase
	S4 to S6, and college or other means of study.


Broad General 
All children and young people in Scotland have an entitlement to a curriculum which will support them in developing their values and beliefs and enable them to: 

· achieve the highest possible levels of literacy and numeracy and cognitive skills 

· develop skills for learning, skills for life and skills for work 

· develop knowledge and understanding of society, the world and Scotland's place in it 

· experience challenge and success so that they can develop well-informed views and act responsibly. 

They should be encouraged to adopt an active and healthy lifestyle and be equipped with the skills needed for planning their future lives and careers. 

The period of education from pre-school to the end of S3 has the particular purpose of providing each young person in Scotland with this broad general education. 

Those involved in planning the curriculum, including partners, should be conscious of the positive role which experiences and learning connected with culture, art, music and drama can have in providing a basis for developing the four capacities and for providing innovative approaches to learning across other areas of the curriculum. 
A broad general education will include all of the experiences and outcomes across all curriculum areas up to and including the third level. These should be experienced by all pupils, as far as this is consistent with their learning needs and prior achievements.
· Curriculum areas and subjects 
The curriculum areas are the organisers for setting out the experiences and outcomes. Each area contributes to the four capacities.
· Interdisciplinary learning 
How the curriculum should include space for learning beyond subject boundaries.
· Ethos and life of the school 
The starting point for learning is a positive ethos and climate of respect and trust based upon shared values across the school community.
· Opportunities for personal achievement 
Pupils need opportunities for achievements both in the classroom and beyond, giving them a sense of satisfaction and building motivation, resilience and confidence.

Added to this, because children learn through all of their experiences - in the family and community, pre-school centre, nursery and school - the curriculum aims to recognise and complement the contributions that these experiences can make. 
Planning Learning Experiences and Positive Outcomes
The title 'experiences and outcomes' recognises the importance of the quality and nature of the learning experience in developing attributes and capabilities and in achieving active engagement, motivation and depth of learning. An outcome represents what is to be achieved.

The experiences and outcomes are used both to assess progress in learning and to plan next steps.

The experiences and outcomes are a set of statements which describe the expectations for learning and progression for each of the eight curriculum areas:

· Mathematics

· Language

· Health & Wellbeing (including Physical Education

· Expressive Arts – Dance, Drama, Music and Art & Design

· Social Studies

· Sciences

· Religious and Moral Education

· Technologies

The title ‘experiences and outcomes’ recognises the importance of the quality and nature of the learning experience in developing attributes and capabilities and in achieving active engagement, motivation and depth of learning. An outcome represents what is to be achieved.
More information on Curriculum for Excellence can be found on the following websites:

Education Scotland Website
www.educationscotland.gov.uk/thecurriculum/index.asp
Education Scotland Parentzone
www.educationscotland.gov.uk/parentzone/
SQA Website
www.sqa.org.uk/sqa/34714.html
Homework
Pupils are expected to spend some time on homework in the evening.  The purpose of homework is to help pupils consolidate their class work, whether it be revision, completion of further examples or extension reading.

Homework also helps to develop self discipline and encourages independent learning.  It also enables the parents to become familiar with, and be actively involved, in the content of the curriculum.

At the infant stage the class teacher will write in the child’s homework diary the work for that evening.  By middle and upper primary stage the children are expected to note down for themselves, when told the homework for that evening.  The work for the week should be signed by a parent when they are satisfied that the work has been done to the child’s best ability.
Sensitive Aspects of Learning

As part of the pupil’s health and wellbeing curriculum there are instances where pupils will be learning about matters of a more sensitive nature, for example puberty.  In these circumstances it will be age related and parents will be informed prior to the particular lessons and will be offered the opportunity to withdraw their child.  

Religious & Moral Education & Religious Observance
Parents who wish to execute their right to withdraw their child from RME or Religious Observance should put their request in writing to the Head Teacher.

Active Schools
Active Schools work with schools and communities to help make sure children start active and stay active.  The fundamental aim is to offer children and young people the opportunities and motivation to adopt active, healthy lifestyles, now and into adulthood.  Our Active Schools Co-ordinator is Miss Claire Scott and she works with the school to develop an action plan of work they can support through the school year.  Here are some examples of the activities which took place in the last year:

· Skipping

· Young Leaders

· Mini Motiv8
Assessment 
Assessment is the means of obtaining information which allows teachers, pupils and parents to determine what a pupil is actually achieving in relation to expectations of achievement and drawing conclusions from that comparison.  Teachers report on pupils' progress and attainment across the whole curriculum, using their professional judgement and the evidence available to them from continuous assessment throughout the year.  

Pupils are given the opportunity to discuss their progress and assess their performance.  At Primary 6 and 7, pupils record their achievements in an e-portfolio.  
The National Assessment Resource (NAR)

The National Assessment Resource is an online resource which is available to teachers and has been designed to support assessment approaches within the curriculum for excellence framework.  It can be used by teachers to assist them in making decisions about a child’s progress and achievement.  

Assessment is for Learning  
Within classes, teachers use a number of strategies within the assessment is for learning model to provide better feedback for pupils.  This in turn leads to improved performance and achievement.  Assessment is for learning recognises that children learn best when;

· They understand what they are trying to learn and what is expected of them

· They are given feedback about the quality of their work and what they can do to make it better

· They are given advice about how to make improvements in their work

· They are fully involved in deciding what their next steps in learning require to be and who can give them help if they need it
Recording Attainment and Reporting to Parents
In recording attainment and reporting to parents, teachers will identify pupil progress within each of these broad categories using the descriptors Developing, Consolidating and Secure (e.g. a pupil who has just started Second Level would be described as Sd, while someone who has attained Third Level and has shown they can apply their learning would be Ts). 
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Cognitive Ability Tests (CATs)
Cognitive Ability Tests are carried out with pupils at P5, P7 and S2.  These tests give an overall educational profile of the pupil and help teachers to set realistic targets for pupils.  All parents are informed of their child’s cognitive ability test score via pupil reports and the scores are explained to parents at parent-teacher appointments.  

Standardised Assessments
The local education authority undertakes a variety of standardised assessments with pupils across a range of stages.  These assessments provide teaching staff with useful information which can better inform the delivery of learning and teaching activities for pupils.  Other assessments are used to provide a baseline in order to be able to assess progress over time and can also allow comparisons to be made with other standardised materials.  The results of any standardised assessments that are carried out with pupils by teachers will be discussed with parents at parent-teacher appointments.

SECTION FOUR – SUPPORT FOR PUPILS

We aim as far as is possible to educate pupils who have additional support needs alongside their peer group.  When necessary, extra help is provided.  This help is delivered in a flexible manner and the pupils can be seen individually, in a group or class.

Additional Support Needs
The Additional Support Needs of the Children are identified through a process of Staged Assessment and Intervention.  The process of Staged Assessment and Intervention provides a structured system for identification, assessment, planning, review and record keeping for individual children who receive additional support of any kind.  The Getting it Right Approach for Children and Young People (GIRFEC) in the Western Isles puts in place a network to promote wellbeing so that children and young people get the right help at the right time.

All Looked After Children and Young People are considered to have additional support needs.  This is the case unless the school establishes they do not have additional support needs.  The Local Authority must consider whether each looked after child requires a Co-ordinated Support Plan (CSP).  The CSP is used to ensure a co-ordinated approach to providing support for children.  The CSP will summarise assessments carried out for the child, explain the nature of the child’s difficulties and outline the difficulties the Authority will take to support the pupil’s needs.  An assessment service is also provided by the teacher of children with visual and hearing impairment.  The Speech Therapist also visits the schools to help any pupils who require support.

In addition, an Educational Psychologist advises on the varied behavioural and learning difficulties which all pupils can experience.  He or she can work directly with pupils and families if required.

Under the Equality Act 2010, the Education Authority is not allowed to discriminate against disabled pupils.

Mediation is provided by Resolve in the Western Isles.  It is a non judgemental voluntary process which seems to resolve misunderstandings in the early stages to prevent them escalating.  Parents also have the right to have an advocate present at Mediation and this is available through Advocacy Western Isles.

Parents should also be aware of the following organisations which provide advice and further information.

· Children in Scotland: Working for Children and their Families, trading as Enquire – a charitable body registered in Scotland under registration number SC003527.

· Scottish Independent Advocacy Alliance, a charitable body registered in Scotland under registration number SCO33576

· Scottish Child Law Centre, a charitable body registered in Scotland under registration number SCO12741

Further information locally can be obtained from the School or Area Principal Teacher of Learning Support.
Pastoral Support Arrangements

In Tong Primary School, all pupils are fully supportive as they grow and develop into successful learners, confident individuals, effective contributors and responsible citizens.  All pupils must be safe, healthy, achieving, nurtured, active, respected, responsible and included.  

Pupils may experience difficulties whether temporary or longer lasting in which they require more focused support and help.  The GIRFEC approach which is a national initiative and has been adapted by the Western Isles describes the approach which is required to ensure that all young people have the best start in life.  This includes the school working in partnership with other service providers using a staged assessment and intervention model.  
What Getting it Right for Every Child (GIRFEC) means 
For children, young people and their families: 
· They will feel confident about the help they are getting 

· They understand what is happening and why 

· They have been listened to carefully and their wishes have been heard and understood 

· They are appropriately involved in discussions and decisions that affect them 

· They can rely on appropriate help being available as soon as possible 

· They will have experienced a more streamlined and co-ordinated response from practitioners 

For practitioners: 
· Putting the child or young person at the centre and developing a shared understanding within and across agencies 

· Using common tools, language and processes, considering the child or young person as a whole, and promoting closer working where necessary with other practitioners 

For Managers in children’s and adult services: 
· Providing leadership and strategic support to implement the changes in culture, systems and practice required within and across agencies to implement Getting it Right for Every Child 
· Planning for the transition as staff in agencies move from the current working processes to the new child-centred processes 

More information is available on the Scottish Government website: http://www.scotland.gov.uk/Topics/People/Young-People/gettingitright
Canteen and Playground Supervision
The canteen is supervised by Mr MacDonald who is also our Playground Supervisor.  In addition to Mr MacDonald, Auxiliary Staff also support him in ensuring that children are safe, healthy, achieving, nurtured, active, respected, responsible and included during playtimes.  
Child Protection Procedures
Children have a right not to be abused or neglected, and to be protected from abuse and neglect.   Child protection is a public concern and is the responsibility of all who work with children. 

Agencies involved in working with children have a duty to promote policies and practices which are inclusive and child-centred, the basic values and principles of which are laid down in the UN Convention on the Rights of the Child (UNCRC). 

The Comhairle has a designated officer for Child Protection who works to assist the Police, Health, Social Work and Education Departments in implementing effective procedures and practices to keep children safe and well. 

Education & Children’s Services aims to protect children in its educational establishments by implementing legislation, providing clear guidelines, raising awareness, and improving competence and confidence for staff in dealing with child protection issues through the provision of enhanced training for all.  The Head Teacher is the Child Protection Officer for Tong School.

The Scottish Executive has outlined that Education staff should be aware of their legal duty to safeguard and promote the welfare of children. Where appropriate, staff should also be aware of any particular support needs arising from children who are looked after, the subject of a supervision requirement, or child protection procedures, or children with additional support needs. In addition, staff should understand protocols for collaborative working, information sharing and confidentiality.

The aim for all staff in schools and pre-schools must be to make sure that children can access the help they need when they need it, and to assist in achieving the best possible outcomes for children who need help, support and protection. Any action in response to a child or young person’s need for help and support, or action to protect them, must be properly co-ordinated and undertaken in accordance with these guidelines and the procedures detailed in Safe and Well. 

It is not the role of schools to investigate child protection concerns, but to report them and provide appropriate support for the children / young people involved. Staff in educational establishments should clearly understand the steps that must be taken when there are concerns for children’s safety and wellbeing. Any member of staff who has any concern about the protection of any child or young person should bring this to the attention of the school’s Child Protection Co-ordinator/Social Work/Police as a matter of priority.

The Western Isles Child Protection Committee have produced Child Protection Procedures and Guidelines for use in all schools within the authority.  More information relating to this can be found on the CnES website at:
www.cne-siar.gov.uk/childprotectioncommittee/index.asp
Transitions

Tong Nursery
Pre School Education enrolment usually takes place in February on a date notified to parents by local press advertisement.  Children aged 2½ can be enrolled at the group if there is sufficient space and provided their birthday falls before the 28th of February of the current academic year.  If demand for places outweighs supply, priority will be given to children eligible for their pre school funded place.  Children securing a funded place are entitled to 475 hours over 38 weeks and a maximum of 12½ hours pre school education will be provided in any one week.  Children who enrol in the nursery will be invited in to meet the staff and spend time there before they commence their full time placement.

More information can be obtained from the Nursery Manager; Mrs Dorothy Kennedy.

Transfer from Nursery to Primary
In Tong Primary, the Nursery and Primary One class work very closely together on a variety of projects on a weekly basis.  This ensures a smooth transition into Primary One and a greater knowledge of the nursery pupils by the Primary One teacher.  

Before leaving nursery, a profile and transition record for each child will be prepared by nursery staff to hand over to hand over to Primary School staff to ensure a smooth transition and continuity of education for the child transferring to Primary.  

Primary School Admissions
Children who will be four years of age by 28th February 2013 are eligible for infant enrolment in August 2013.  Enrolment takes place at the beginning of February, on a date specified by press advertisement.

In our school, pupils can be taught through the Medium of English.  At the time of enrolment, parents should bring their child’s Birth Certificate and should inform the school of any medical problems or special needs which their child may have.  New entrants are invited into the school in June prior to entry into school in August.  

Other children, whose families have just moved into our catchment area, should be accompanied by a parent or guardian on their first day of reporting to school if they have not already been in contact with the school.

Placing Requests
As a parent, you have the right to make a Placing Request to be educated in a school other than the local school.  

Parents who wish to apply for a place at a school other than the local Primary School for new enrolments should request a Placing Request Form and should submit this to the Head of Education and Resources, Education and Children’s Services Department, Sandwick Road, Stornoway, HS1 2BW.  

Forms are available from the Comhairle’s website or from your local school.  If a Placing Request is successful, parents will be responsible for the safety and transportation costs of their child to and from their chosen school.

Primary to Secondary Transfer
A visit to the Secondary School is organised before the summer holidays and children from other catchment schools will have the opportunity to meet and get to know each other and their teachers.
When pupils complete P7 they will normally transfer to:


The Nicolson Institute


Springfield Road


Stornoway


Tel: 01851 707000
SECTION FIVE – SCHOOL IMPROVEMENT

Standard & Quality Report

Each year the school publishes a Standards and Quality Report which highlights the school’s major achievements in the previous year.

Some of the main achievements over the last twelve months include:

· Inter-disciplinary learning provided pupils with opportunities to contribute to the overall planning process

· Pupils are able to peer assess more confidently

· Pupils are involved in planning for Topic Work (also space on teachers’ plans to indicate Pupil Initiated Planning)

· Pupils are actively involved in their own learning through self-evaluation

· A whole school participation in World Maths Day, World Science Day and World Literacy Day this year motivated pupils to focus in on these areas of learning and compete against children around the globe.

· A child led learning evening for Parents was a successful feature.   

· Pupil target setting within the report to parents helped children to focus in more closely on their learning.  

· Pupils’ wider achievements outwith school are recorded and celebrated. There is an attractive corridor display to share stories of success.

· The Nursery children and Primary One and Two class meet up weekly and this is of benefit to both groups.

· The pupils in P1-3 have been given the opportunity to participate in a lunch time Mini Motiv8 Fitness Club.

School Improvement Plan
The School Improvement Plan details the improvement agenda for the school on an annual basis.  All projects which are included in the improvement plan are shared with the Parent Council.  The Head Teacher also updates the Parent Council on progress with specific projects throughout the session.

The table below outlines the three year plan with respect to the School’s Improvement Agenda.  

	THE THREE YEAR PLAN

	2011/2012
	2012/2013
	2013/2014

	Curriculum for Excellence

Moderating standards across the Learning Community – Numeracy and Mathematics
	Curriculum for Excellence

Moderating standards across the Learning Community – Social Studies
	Curriculum for Excellence

Moderating standards across the Learning Community – curricular area to be agreed

	Playground Area Development 
	Implementing and Monitoring of Revised Reporting

Format
	Partnership working in Outdoor Education

	Transition Arrangements Pre-nursery into Nursery
	Assessment – Numeracy and Mathematics
	Assessment – Social Studies


Transferring Educational Data about Pupils

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

Why do we need your data?
In order to make the best decisions about how to improve our education service, Scottish Government, education authorities and other partners such as the SQA and Careers Scotland need accurate, up-to-date data about our pupils.   We are keen to help all our pupils do well in all aspects of school life and achieve better examination results.  Accurate and up-to-date data allows us to:
· 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 which influence pupil attainment and 
achievement, 

· share good practice,

· target resources better.

Data Policy

The ScotXed programme aims to support schools and Local Authorities by supporting the collection, processing and dissemination of statistical information required for planning, management and monitoring of Scottish education services.  

A subset of this information is passed to Scottish Government for research and National Statistics publications.  Education data within Scottish Government is managed effectively by secure systems and is exploited as a valuable corporate resource, subject to confidentiality restraints.  As part of its data policy, Scottish Government will not publish or make publicly available any information that allows individual pupils to be identified, nor will data be used by Scottish Government to take any actions in respect of individuals.  Data is held securely and no information on individual pupils can or would be published by Scottish Government.  

The individual data collected by Scottish Government is used for statistical and research purposes only.  We hope that the explanations contained on the ScotXed website will help you understand the importance of providing the information.

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 (www.scotxed.net).

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

Concerns

If you have any concerns about the ScotXed data collections you can email the Senior Statistician, Peter Whitehouse, at Peter.Whitehouse@scotland.gsi.gov.uk or write to The ScotXed Support Office, Area 1B, Victoria Quay, Leith, EH6 6QQ. Alternative versions of this page are available, on request from the ScotXed Support Office, in other languages, audio tape, Braille and large print.

Want more information?
Further details about ScotXed are available on the ScotXed website,  www.scotxed.net, which contains a section on ‘frequently asked questions’ at https://www.scotxed.net/jahia/Jahia/lang/en/pid/220
Activities, Groups, Clubs
· Tong School offers a lunchtime Mini Motiv8 club for pupils in Primary 1-3 throughout the winter months from 12.45 pm – 1.15 pm.

· A Scripture Union Club operates after school on a Wednesday for pupils in Primary 4-7 from 3.30 pm – 5 pm

· A Running & Athletics Club operates after school on a Wednesday for pupils in Primary 3-7 from 3.30 pm – 4.30 pm.

· Pupils are informed of any Sporting Activities organised by the Lewis & Harris Sports Festival or Active Schools Co-ordinators.

· The local church informs the school when the Bible Buddies clubs are planned to take place.

· Through the weekly newsletter, pupils and parents are kept informed of any additional groups, clubs or activities planned to take place.
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APPENDIX 1

SCHOOL ROLL AND STAFFING 

SCHOOL ROLL

	P1
	P2
	P3
	P4
	P5
	P6
	P7
	TOTAL

	10
	16
	6
	7
	13
	11
	8
	71


TEACHING STAFF
RESIDENT TEACHING STAFF

HEAD TEACHER:  MRS D KENNEDY

	NAME
	POST/SUBJECT(S)

	Mrs D Kennedy
	Head Teacher & P6/7 Class Teacher

	Mrs J Engebretsen (Temp)
	Part-time P6/7 Class Teacher

	Ms J Flett
	P4/5 Class Teacher

	Mrs M MacLeod
	P2/3 Class Teacher

	Miss I Ferguson
	P1/2 Class Teacher


NON-RESIDENT TEACHING STAFF
	NAME
	SUBJECT(S)

	Mr D MacLeod
	P.E.

	Mr I Smith
	Art

	Mrs E Rank & Mrs C Fish
	Music

	Mrs D Smithyman
	Learning Support Teacher

	Miss R MacGregor
	Keyboard 

	Mr L Macleod
	Guitar

	Ms A Murray
	Chanter


NON-TEACHING STAFF
	Mrs S Morrison
	School Assistant

	Mrs S Lloyd
	Auxiliary

	Mrs D Graham
	Auxiliary

	Mrs M MacIver
	Auxiliary

	Miss D Smith 
	Auxiliary 

	Mrs C Walker
	Cleaner

	Miss A Maciver
	Cook

	Mrs F Kennedy
	Kitchen Assistant

	Mr D MacDonald
	Playground Supervisor

	Mr D MacDonald
	Crossing Patrol Attendant


APPENDIX 2
POLICY ON DISCIPLINE AND ANTI-BULLYING
In Tong School, the staff take a positive attitude towards behavior, encouraging pupils to develop responsible, social attitudes, good manners, honesty, self-control and consideration for others.

We teach our pupils to abide by the school rules because they are important to the health and safety of themselves and others.

We give positive recognition to pupils who are behaving responsibly.  In the upper school, pupils are encouraged to take tasks of responsibility within the day to day organisation of the school.

A Pupil Council consisting of pupils in from Primary 1 up to Primary 7 also exists in the school.

We expect our pupils’ behavior to be a credit to their families, the school and the community, both in the precincts of the school and while travelling to and from the school.

When any pupil fails to follow the school rules or where misbehavior occurs, each incident is considered by the class teacher or the head teacher.  Pupils may receive a verbal reprimand and/or, a relevant punishment exercise, detention or loss of privileges as a result of misbehavior.

Where persistent misbehavior occurs, discussion between parents and head teacher or class teacher takes place with the aim of ensuring that the school and parents are working together to find a solution.

We encourage our pupils to approach the head teacher and/or class teacher with any worries or problems encountered in the school environment and to report any incidents of a bullying nature.  We also encourage them to tell an adult, parent, friend or even another pupil who may bring the problem to the attention of someone who may be able to help.

We urge parents to inform the school if their child is being upset by the behavior of other pupils in the school so that the matter may be discussed and the apparent problem resolved.

We endeavor to create an anti-bullying ethos in the school through the school assembly, RME class discussion and through instilling caring values in our interactions with one another.  An aspect of the on-going “circle-time” throughout the school, ensures that pupils are given the opportunity of ‘talking things through’.

Children are made aware that forms of bullying may be:

Physical bullying - 
pushing, kicking, hitting, punching and any form of violence.

Verbal bullying -
name calling, sarcasm, spreading rumors, persistent teasing, 
threats.

Emotional bullying - 
excluding (not speaking to), tormenting eg hiding books, 
unpleasant gestures, ridicule, humiliation.

Racist, cultural bullying - 
gestures, comments, graffiti.

Sexual bullying - 
unwanted physical contact, suggestive written or verbal comments.

Staff are made aware of possible signs to look out for, although it is important to realise that there may be reasons other than bullying for these signs.

Possible signs:

· fear of being around the school at breaks and lunchtime.

· fear of travelling to and from school, either on foot or by bus

· poor attendance, truancy.

· loss of books, jotters, school bags.

· underachievement.

· unexplained bruises, scratches, torn clothes.

· becoming withdrawn anxious – showing signs of being unhappy for no apparent reasons.

Teachers will be vigilant, acknowledge any signs of distress which may indicate bullying, isolation, unexpected deterioration in work, insecurity, poor unexplained attendance and even health problems.

Teachers will take the children’s complaints seriously, record alleged incidents, inform the parents/guardians of the parties involved, discuss the matter with all parties involved and monitor the situation until the matter is resolved.
APPENDIX 3
POLICY ON THE USE OF MOBILE PHONES BY PUPILS IN TONG PRIMARY SCHOOL

Tong Primary School generally discourages parents and pupils from bringing mobile phones or other valuable items to the school on the grounds that they may get lost or stolen.  If a phone or other valuable item is brought to the school, parents are advised that, where possible, the items should be marked in some way to aid future identification if lost and subsequently found.

If a pupil does bring a mobile phone to school, the phone must remain switched off during the school day and may not be used on school premises, grounds or during off-site school curricular activities (such as swimming or other sports activities). The only exceptions to this will be on school trips, where the school will have discretion to allow pupils to carry and use phones if they wish (eg during planned solo activities), in emergencies or with the express approval of a member of school staff.  

If a pupil is found by a member of staff to be using a mobile phone for any purpose, without authorisation, the phone will be confiscated from the pupil and will generally only be returned to the pupil’s parent.  However, the phone may be returned directly to the pupil:

a)
on a first breach, if it is clear that the pupil did not understand the school’s policy on the use of mobile phones; or

b)

in a situation where there is genuine concern that the pupil requires the phone directly after the school day on security, health and safety or similar grounds; or

c)

on receipt of a signed authorisation from the parent, where travel or other issues make it difficult for the parent to attend the school to receive the phone. 
APPENDIX 4
INTERNET ACCESS POLICY                                                 

This policy outlines our purpose in providing e-mail facilities and access to the internet at Tong School and explains how Tong School is seeking to avoid the potential problems that unrestricted internet access could give rise to.
INTERNET ACCESS IN SCHOOL
Providing access to the internet in school will raise educational standards and support the professional work of staff.

Teachers and pupils will have access to web sites world-wide (including museums and art galleries) offering educational resources, news and current events.  There will be opportunities for discussion with experts in many fields and to communicate and exchange information with students and others world-wide.

In addition, staff will have the opportunity to access educational materials and good curriculum practices; to communicate with the advisory and support services, professional associations and colleagues; exchange curriculum and administration data with the LEA and SEED; receive up-to-date information and participate in government initiatives such as NGfL and the Scottish Virtual Teacher Centre.

In the longer term the internet may also be used to enhance the school’s management information and business administration systems.

Staff, including supply staff, will not be expected to take charge of an internet activity without training.  Staff should be given opportunities to discuss the issues and develop good teaching strategies.  All staff (including teachers, supply staff and classroom assistants) and any other adults involved in supervising children accessing the internet, will be provided with the School Internet Access Policy, and will have its importance explained to them.

Parents’ attention will be drawn to the Policy by letter in the first instance and, thereafter, in our school prospectus.  Our school Internet Access Policy will be available for parents and others to read on demand.

APPENDIX 5
TONG SCHOOL WEB SITE

Our school web site is intended to:

· provide accurate, up-to-date information about our school;

· enable pupils to publish work to a high standard, for a very wide audience including parents, staff, members of the local community and others;

· celebrate good work;

· provide pupils with the opportunity to publish their work on the internet;

· promote the school.

All classes may provide work for publication on the school web site.  Class teachers will be responsible for ensuring that the content of the pupils’ work is accurate and the quality of presentation is maintained.  All material must be the author’s own work, crediting other work included and stating clearly that author’s identity and/or status.  Mr David Graham has kindly offered to up-load pages to the school web site, ensuring that the links work and are up-to-date, and that the site meets the requirements of the site host.

The point of contact on the web site will be the school address, telephone number and e-mail address.  We do not publish pupils’ full names or photographs that identify individuals on our web pages.  Home information or individual e-mail identities will not be published.  Staff will be identified by their title and surname unless they request otherwise.  Permission will be sought from other individuals before they are referred to by name on any pages we publish on our web site.

School website address: http://www.tongschool.org.uk
Appendix 6

Pupil comments from Primary 1/2 class:

School is great. I like school. I like doing Maths. I like writing on white boards. You might feel shy. Mrs Kennedy is great. The children are kind. I like the teachers. By Ruby, P1

School is great. Mrs Kennedy is nice. I will play with you. By Katie, P1

School is joyful. I like doing sums. I like doing numbers. I like doing whiteboards. By Liam, P1

School is fun. By Christopher, P1

School is great. By Cole, P1

School is great. By Owen, P1

School is super. Mrs Kennedy is super nice. By Samya, P1

School is good. The canteen is great. By Leon, P1

School is big. I like school. By Scott P1

School is great. By Ajay, P1

Tong School - I come to Tong School. I am in Primary two. You will feel happy in school. I enjoy cutting out, you have to be careful with scissors. I will help you if you fall. You will like to be in Tong School. The children are good. The playhouse is fun it has an upstairs. The boat is fun it has a table. We are kind. We love learning. By Samuel, P2

Tong School - I come to Tong School. I am in Primary Two. You will feel delighted in school. I enjoy doing my spelling workbook. My favourite jobs are Maths and Drama. The children are thankful. I love school. I like the boat. I love the teachers. I am thankful. We are kind. We love learning. By Rhia, P2

Pupil Comments from Primary 6/7 Class:
Tong Primary School is an amazing school. It has three eco - school flags. All the teachers are really nice and helpful.  We get gym twice every week Mr Macleod is our gym teacher once every two weeks but when he isn’t here Mrs Kennedy is here to do gym with us. Mrs Kennedy is also our teacher for two and a half days. When Mrs Kennedy isn’t here she is in the office because she is the Head Teacher. Mr Macleod is really good at picking out fun games and teaching us to be able to do different types of gymnastics and he teaches us new games. It is the highlight of my week. On Mondays we have art from quarter to twelve to half past one. Then we have lunch. After lunch we go back in for art for half an hour with Mr Smith. He is really good at art 

The teachers in Tong School are called Miss Ferguson who works in p1/2, Mrs A Macleod who works in P2/3. She is very kind. Ms Flett is the P4/5 teacher. Mrs Kennedy is our head teacher and part time in P6/7. She is kind and does lots of fun activities. Mrs Engebretsen is our teacher when Mrs Kennedy isn’t here. She is also very kind and does fun activities. 

Tong School is very good. It is very fun and welcoming.

From Murdo P6

Hi my name is Joanna. I live in town. I am 10 and in Primary 6.  Tong school is an eco-school. We have 3 eco flags!!! Mr MacDonald is our Gardener. We have gardeners from Primary 1 to 5 and there’s also Donna, Redigan and I in Primary 6/7. 

In Primary one they have a lovely teacher called Miss Ferguson. I can remember when I was in Primary 1/2 with Miss Ferguson. We had a dog teddy called Honey and we made a cardboard kennel for her. There are 15 Primary children in Primary 1.

Then there’s Primary 2/3 with Mrs Macleod . When I was in Primary 2/3 I had a different Mrs Macleod, but Mrs Macleod in Primary 2/3 is so nice. We have her for French and it's really fun. In Primary 2/3 there are 20 Children.

Now in Primary 4/5 they have Ms Flet. I never had Ms Flet in Primary 4/5 I had Mrs Macleod but, the children in Primary 4/5 have told me she’s very nice and fun. In Primary 4/5 there is 20 children. 

In Primary 6/7 we have Mrs Kennedy and Mrs Engerbretsen. Mrs Kennedy is our Head teacher and also our teacher. Mrs Engerbretsen we had sometimes in Primary 4/5. I think both of them are awesome teachers! In Primary 6/7 there are 19 children. 

At Play times if it's nice weather we go and play in the playground. We have skipping ropes and hula hoops. At lunch break we have gardening duty sometimes when the gardeners come and help tidy up the garden.

In the canteen Mr MacDonald says the names of the people who are having a school dinner. Primary 1 to 3 go to lunch at 12:15pm and at 12:30pm Primary 4 to 7 go out to play till 12:40 then, Primary 1 to 3 break ends at 1:15 and 4 to 7 end at 1:30.

Our art teacher is Mr Smith. We do all sorts of things with him. He is really funny and I love art.

Our music teachers are Mrs Fish and Mrs Rank. We play the recorder and sing really fun songs.

We all play an instrument. There is Keyboard, guitar and chanter. If you play the chanter you can also still play either keyboard or guitar. I play guitar and I love it. I have a guitar of my own.

In gym we have Mr Macleod every 2 weeks. We have been doing gymnastics and play dodge ball and hockey and capture the flag. We have gym twice a week. When we don’t have Mr Macleod we have our own teachers.

The nursery is joined onto the school. There is a corridor to the nursery but it’s in a big port-a-cabin. I didn't go to that nursery with the same teachers but they are all lovely and it’s a really nice nursery!!! 

By Joanna Moore 
Tong Primary School
Tong School is a small school in the middle of the village of Tong. It has a nursery attached to it which twenty children attend. The school has five full time teachers who show kindness to all the pupils. Mrs Kennedy is the Head Teacher and she also teaches half a week in the P6/7 classroom.

Miss Ferguson teaches P1/2, next there is Mrs Macleod who teaches P2/3. Then there is Miss Flett who teaches P4/5 and Mrs Kennedy and Mrs Engebresen teach P6/7. They both teach for two and a half days. Mr Macdonald is our school's lollipop man and canteen and playground supervisor. We have two canteen ladies, Anna and Fiona, who cook lovely meals for everyone.

On Mondays we have art with Mr Smith, we have P.E every two weeks on a Tuesday with Mr Macleod and on the other Tuesdays and Wednesdays we have class gym. Every two weeks on Thursday we have music with Miss Fish and every second Friday we have music with Mrs Rank. 

There are 75 pupils in the school, there is 15 in P1/2, 20 in P2/3, 21 in P4/5 and 19 in P6/7.

In our playground we have lots of fun things to do. At the front of the school we have a boat which all the young classes love to play in, a playhouse, a snakes and ladders, an alphabet snake, a clock, a hop scotch and a sandpit which we take out in the summer. At the back we have a football pitch which the older ones like to play on. 

At the gates of the school we have two flag poles which have our school flag and our eco schools flag. The school has three eco flags. We made a model of the school last year and everyone enjoyed helping. We also have a wind turbine, a garden and a poly- tunnel. The school has a green team who help Mr Macdonald in the garden. We use the vegetables and fruit from the garden for the canteen.

The school goes on many fun trips like to Coll beach or to the Castle Grounds. Every two years the P6/7 class go on a trip to Fairburn. We do lots of fun activities there and everyone who goes really likes it.

The school enters lots of competitions like uni-hoc, football and rugby. We also enter a team of four primary sixes each year for the Euro Quiz.

There are after school clubs like Scripture Union and the Athletics Club. Lots of children attend these clubs and enjoy going. For P6, there is a Cycling Proficiency in the Summer. It helps them learn about being safe when you're cycling on the roads.

Tong School is a very good school and I hope you got a bit of information from my writing.
By Sian Ferguson P7

Name of Head Teacher:	Mrs Dorothy Kennedy		





Name of School:  		Tong Primary School





Address:			Tong Allotments, Tong, Isle of Lewis, HS2 0HJ	





Telephone Number: 	01851 822873





Website: 			� HYPERLINK "http://www.tongprimaryschool.co.uk/"��www.tongprimaryschool.co.uk� 





Email Address:		 � HYPERLINK "mailto:tongschool@gnes.net"��tongschool@gnes.net� 





Parent Council Email Address/Website:  � HYPERLINK "mailto:muirneagtong@btinternet.com"��muirneagtong@btinternet.com� 











Stages of Education provided for: Nursery to Primary 7


					





Present Roll: 88 pupils 





Gaelic Medium Education: No











Start Time:  		9.00 am 





Morning Break:  	10.30 am – 10.50 am





Lunch Time:		P1-3 12.15 pm – 1.15 pm


			P4-7 12.30 pm – 1.30 pm





Finish Time: 	3.20 pm





PE Days for Pupils are: Tuesday and Wednesday





Assembly Days for Pupils are: Friday afternoon








Meals are cooked on the premises and served in the school canteen.  At present the school meal is priced at £1.85.  Menus are prepared one week in advance and distributed to parents to allow them to make the meal choice for their child(ren).  The menu is also displayed on the school notice board.  Facilities for eating packed lunches are provided in the school canteen.





Parents should let the school know in advance if their child has any special dietary requirements.





Payment for school meals should be sent in to the School Office by Monday morning in the payment envelope provided by the School together with the completed menu.





Children are encouraged to bring a water bottle each day from which they can drink in the class and at lunch.  Children have access to a chilled water cooler to refill their water bottle.  As a health promoting school we discourage children from bringing fizzy drinks into school.   
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Demonstration from 


PC Cameron Ross & 


‘Ollie the Collie’ 





Annual Blythswood


Shoe Box Appeal 





Sgt. Crawford McLellan from the local Territorial Army
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Visit from Local SSPCA Inspector Mr Calum Watt
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Primary 1 – 3 on an Educational Village Walk
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Primary 1/2 Class





Primary 2/3 Class





Primary 4/5 Class





Primary 6/7 Class









