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“Teaching is an important and responsible profession, whose members can have a profound and lasting influence on the development and life chances of the children and young people with whom they work. The economic and social wellbeing of the country, and the success of every other occupation, relies in no small part on the knowledge, skill, judgement, energy and commitment of teachers.”

General Teaching Council 
“Teaching and Learning Together”

Introduction

A warm welcome to Bankton Primary School! 

We hope your time here will be a happy, rewarding time of learning for both you and for your pupils.

This handbook has been compiled to provide you with the necessary information about school procedures. The School Handbook is available to all staff and is an essential point of reference for day to day organisation of the school.
Staff should also refer to other school policies which are available in the Staff Shared Folder on the school server.

This handbook incorporates advice from The Safer Code of Professional Conduct and the General Teaching Council’s Code of Conduct.

If any of this information is unclear, or if we have missed out anything that you feel you need to know, please do not hesitate to ask any member of the Senior Management Team or current member of staff; we are all here to help each other. 

Please do not feel any question is too trivial. What you tell or ask us will enable us to improve this Staff Handbook for future colleagues. Your perspective as a new member of staff is vital in this process.

This handbook is organised into two sections:

· Ethos and Values
· Organisation – Pupils

Organisation - Staff
Section 1 – Ethos and Values

Bankton is a non-denominational school serving the communities of Dedridge and Adambrae in Livingston South. The school provides for both nursery and primary children from 3 -12 years old and is an integral part of The James Young Cluster of schools.

SCHOOL VISION STATEMENT

“Our vision is for Bankton Primary School to be the heartbeat of the Dedridge Community, providing rich and exciting learning experiences for all. To be recognised as a school which values wider achievement, and has high expectations and aspirations”
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OUR SCHOOL AIMS

· We aim to provide learning experiences which are challenging, motivating and have high expectations for all

· We aim to deliver a broad, balanced range of experiences in a variety of different learning contexts, both in the classroom and in the wider outdoor environment

· We aim to help all pupils to progress in their skills development and build on their prior knowledge and understanding

· We aim to provide learning opportunities which allow all pupils to develop their full capacity for different types of thinking and learning

· We aim to support each child’s particular skills and talents by providing opportunities for personalisation and choice in learning

· We aim to help our children develop the transferable skills they will need to take their place in tomorrow’s world.

· We aim to deliver a curriculum which is relevant to our children’s lives, today and in the future

· Above all, we aim to value our children and to develop them as the successful learners, confident individuals, effective contributors and responsible citizens of Scotland’s future
CORE VALUES OF THE TEACHING PROFESSION
Given the importance of teaching to children and young people, parents, employers and to wider society, it is vital that the profession continues to develop excellent teaching practice and teachers adhere to high standards of professional conduct.

All staff are accountable to the children and community they serve and have a responsibility to carry out their professional duties mindful of the high regard and important position we hold in our community and society. 
The staff of Bankton Primary school will foster a culture of the highest professional standards. This Hand Book sets out the standards expected and the duty upon staff to abide by the principles of professional practice including confidentiality, courtesy, collegiality, respect and integrity.
[image: image4.wmf]
PRINCIPLES OF PROFESSIONAL PRACTICE

All staff (as appropriate to the role and/or job description of the individual) 
must:

· place the well-being and learning of pupils at the centre of

their professional practice.

· have high expectations for all pupils, be committed to

addressing underachievement, and work to help pupils

progress regardless of their background and personal

circumstances.

· treat pupils fairly and with respect, take their knowledge,

views, opinions and feelings seriously, and value diversity

and individuality.

· model the characteristics they are trying to inspire in

pupils, including enthusiasm for learning, a spirit of enquiry,

honesty, tolerance, social responsibility, patience, and a

genuine concern for other people.

· respond sensitively to the differences in the home

backgrounds and circumstances of pupils, recognising the

key role that parents and carers play in pupils’ education.

· seek to work in partnership with parents and carers,

respecting their views and promoting understanding and cooperation

· to support the young person’s learning and wellbeing

in and out of school.

· reflect on their own practice, develop their skills, knowledge and expertise, and adapt appropriately to learn with and from colleagues
CONFIDENTIALITY, INTEGRITY AND SECURITY
We expect staff to have an awareness and high regard for the confidential, sensitive and important nature of their role and will be mindful of this at all times including formal and informal discussions with parents, other members of staff, children and the wider school community. 
Particular attention should be paid in public areas of the school such as corridors, the playground and the Staffroom.

A “needs to know” approach should be adopted to safeguard this principle and to ensure no child or group of children is unfairly stereotyped or unnecessarily spotlighted. Where possible no names should be explicitly mentioned whether for positive, negative or information purposes in public areas, unless it is on a needs to know basis for all present to hear.

Staff should avoid being ‘drawn’ into discussions which relate to school matters or matters regarding an individual child, group of children or their families. If there are any concerns in this matter please refer them to the Headteacher.

Details relating to children are confidential and should only be shared with staff, as part of their professional role or with the parents/guardians of the child in question.

N.B. Confidential records including those in hard copy, on a laptop or on a memory stick MUST be kept in a safe place at all times and should not be left in open places in school at home or left in cars.
CELEBRATION and PROMOTION of POSITIVE BEHAVIOUR

Bankton Primary School has its own Positive Behaviour Policy, with termly challenges and rewards. This is led by the Positive Behaviour Co-ordinator, who holds regular assemblies to motivate and inspire pupils to work as a team to improve their behaviour. From January to June pupils work hard to earn one of the special treats on offer on Fun Day. Fun Day is held in June each year to reward those who have behaved well.
All staff in school are involved in rewarding pupils for their positive behaviour. 
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Everyone in Bankton Primary School deserves to feel valued, have equal access to quality learning and teaching experiences and to be treated with respect.
Pupils who are consistently treated courteously and with respect by staff will show mutual respect in return.

Staff should also make every effort to separate ‘bad behaviour’ from ‘special needs’.

When dealing with a child’s behaviour within the classroom teachers should consider the following questions:

· Is the pupil working at the correct level with appropriate pace and challenge?

· Does the pupil have appropriate support materials to complete the task?

· Is the seating appropriate for this pupil?

· Have I used positive behaviour strategies to build up a positive relationship with this child?

If, for any reason, pupils are disrupting learning and teaching in the classroom, the following stepped intervention procedures should be applied. 
Stepped Intervention Procedures

Step 1:  Teacher non-verbal warning reminder  using a yellow card.

Step 2:  Teacher non-verbal warning reminder  using a red card

Step3:   Child is given a timer and a tray of activities to take to the designated


  behaviour support classroom.

N.B. At this stage, the teacher should fill in the behaviour log with details of    the behaviour and work the pupil is expected to complete.    

Step 4:  Child returns to class for a fresh start.

Step 5:
If there is no improvement leading to a second red card, the child should be          sent to the Principal Teacher. At this stage, the child wil lose a break. This will be recorded by the  P.T.

Step 6:  After several incidents in the Class Behaviour Log, pupil is sent to the DHT. This is recorded in the log and a letter sent home. 

Step 7: After 2 visits to the DHT the HT will contact  the parents to discuss the way 

forward.
Behaviour Logs will be monitored on a monthly basis. If a class has NO incidents for the term the class will be rewarded with a ‘treat’ afternoon.
WORK LIFE BALANCE STATEMENT
The Senior Management Team has responsibility for the wellbeing

of  all staff. However, everyone must take responsibility for their own work / life balance and be aware of issues of time management which help or detract from this balance. Any member of staff of staff experiencing difficulties with work / life balance should seek advice on how to resolve this from a member of the management team.
As a staff team, we all have a collective responsibility for morale and support of each other, personally and professionally.
Work life balance depends on better communication within the workplace, clearer job remits and workplace support to meet physical and emotional well being for all.

In order for our staff to be motivated and at their most effective we need to encourage a healthy work / life balance.
We aim to provide opportunities throughout the year for staff to socialise and meet together in a variety of settings to foster team building and collegiality.
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Finally……..

We want Bankton to be a happy place of learning where everyone feels valued as an important part of the school ‘TEAM’ as
TOGETHER EVERYONE ACHIEVES MORE!
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Section 2A: Organisation - Pupils
School Times:
The structure of the school day is as follows:

Pupils throughout the school have the same start and finish times. Lunch times are staggered to provide positive supervision and maximise play space. Older pupils with a longer concentration span have a longer afternoon session. 

	P.1 – P.2
	P.3 – P.4
	P.5 – P.7

	8.45 – 10.30am


	8.45 – 10.30am
	8.45 – 10.30am

	10.45 – 12.30


	10.45 – 12.15
	10.45 – 12.00

	12.30 – 1.15


	12.15 – 1.00
	12.00 – 12.45

	1.15 – 3.05


	1.00– 3.05
	12.45 – 3.05


On Fridays, all pupils finish at 12.30pm.

Staff should agree a rota with their stage partner for bringing pupils in promptly from lines.

At the end of each day all staff must take their pupils to the gate and wait with them until they have been picked up by an adult. Any child who has not been picked up should be brought to the Reception Area and their parents contacted.
STAFF ABSENCE

If you are unable to attend school, please contact the Headteacher/Deputy Head or the school office by phone before 8.00am if possible. 

You should indicate how long you expect to be absent and for what reason. If your doctor signs you off as unfit for work, the note must be forwarded immediately to the school office. 

Upon return after illness WLC require you to complete a self-certification form. These are available in the office. A back to work interview will be completed by SMT at the end of your first day back at work.
Staff should be in school in good time to begin their school day. If you realise you are going to be late, e.g. because of bad traffic or car problems, please try to phone in so that we can make the necessary supervision arrangements.

REGISTRATION

All staff are reminded that the attendance register is a legal document and must be completed by the teacher at the beginning of each session. The register should be completed clearly to enable the office to insert the data electronically. The register must be sent to the office immediately after morning registration. Codes should be entered according to WLC advice / guidelines.

Office staff will act quickly to send a Group Call message to parents of pupils who have not registered. Lates (i.e. those who arrive after the register has been taken) should be marked with L. Persistent lateness should be brought to the attention of the Headteacher. Children who are late must enter via the main entrance where their attendance can be verified and their lunch ordered for the day.
LUNCHES and SNACKS
In line with other West Lothian schools, we are a health promoting school and encourage pupils at all times to bring healthy snacks to school.

At lunch time, we operate a rainbow dining system, where pupils can choose from a cold tray, vegetarian option or a hot meal. Menus are sent home at the start of every session and teachers should make pupils aware of the choices at the beginning of every day. Lunch money is collected by kitchen staff and should be kept safe until lunch time. Packed lunches should be stored on trolleys in each cloakroom area.

Teachers should advise pupils of the lunch rota at the start of each week.                
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PLAYGROUND ORGANISATION

Staff should ensure that pupils are appropriately dressed before going out into the playground.

P.1 and P.2 play in the infant playground. P.3 – P.7 play in the main playground.

There is a rota in operation for use of the football pitch and for use of playground equipment.

Playground buddies have responsibility for this equipment.

Pupils are supervised before school and during breaks by Pupil Support Staff. On wet days, pupils will be supervised in the Great Hall by SMT.
WET PLAY

During wet playtimes children may use ‘wet play’ games and activities as indicated by class teachers and pupil support workers. 

Pupils will be supervised by pupil support workers and members of the Senior Management Team. P.7 buddies will help support staff with supervision at P.1 – P.3.
Scissors and craft materials should not be used during wet breaks. Pupils should be encouraged to donate comics and books to add to the bank of wet break resources.
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CHILD PROTECTION
The Headteacher and the Deputy Head are the designated personnel for child protection. If you have any concern about a child you should bring it to the immediate attention of your line manager (Principal Teacher) or one of the designated personnel for child protection.

Having taken advice you may be required to complete a concerns form. You will be given advice on how to complete this form. These are located in the Child Protection folder in the management office. The form should be passed on to one of the designated staff.
Once you have passed on your concerns and you are satisfied that this has been picked up by one of the DPCP in the school your responsibility has been fulfilled but please note and be aware that you may not be included or informed in the next stage of the process.

Not all child protection information results in a referral, small pieces of information may not be significant on their own, but can help to contribute to a ‘jigsaw’ of abuse.

In the absence of the Headteacher, please bring any concerns to the attention of the Deputy Head. If you have any concerns do not let the matter drop or assume that another agency will pick up any concerns.

Please refer regularly to the laminated sheet produced by WLC. 

ACCIDENTS
All injuries that happen on school premises or whilst on a school trip, and the treatment given, should be noted in the minor accident book. Serious incidents should be recorded on the WLC incident form. This also applies to accidents to staff.

Parents should be informed of incidents their child has been involved in (unless very

minor). 

If a child receives a blow to the head the parent must be informed immediately. This does not mean that the parent has to come to the school but the option to do so is offered.

EMERGENCY PROCEDURES – FIRE ALARM

The continuous ringing of the school alarm system is the signal to evacuate the building. The class teacher will take responsibility for leading the class out onto the playground. Each class must leave the building from the nearest exit and line up in the playground on the small tarmac area at the side of the school.

The pupil support staff should check the toilets in their area. Office staff will check the staffroom/ staff toilets and the hall. The Headteacher will check all areas throughout the school to ensure that everyone has been evacuated. Once outside the class registers will be brought to class teachers by the office staff. 

The class teachers call the register as quickly as possible, children only being required to shout “Yes” to establish that all are present. Once all children are accounted for the teacher holds up a green circle to signal that all children are present. If anyone is missing, a red circle should be held up to give a quick visual signal to staff.

Staff and children should stay on the playground and await further instruction.

There will be at least one drill per term.
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EDUCATIONAL VISITS / AFTER SCHOOL CLUBS
Staff and volunteers should take particular care when supervising pupils in the less formal atmosphere of an educational visit, particularly in a residential setting, or after-school activity. Staff and volunteers remain in a position of trust and the same standards of conduct apply. The school operates at all times within WLC guidelines regarding educational visits and residentials. The guidelines for risk assessment are available from the school office prior to arranging any outing.

Teachers will take responsibility for all medication on educational outings.

Teachers must carry EE2 forms with contact details with them at all times.

Staff taking after school clubs remain responsible for pupils until they have left the building. Pupils attending after school clubs should adhere to school rules at all times.

Staff with concerns about a pupil’s behaviour in this setting should speak to a member of the management team.
SECTION 2B – STAFF ORGANISATION 
WORKING TIME AGREEMENT

In line with ‘A Teaching Profession for the 21st Century’, the Bankton Primary School staff working time agreement takes account of class contact time, assessment and reporting, collegiate time, CPD time, whole school development time and school improvement team working.

There is also a flexible allowance to cover concerts, meetings, residentials, school fairs and other school commitments. The breakdown of the working time agreement is agreed by staff on the first day of each session.
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NON-CONTACT TIME

All full-time staff have 2.5hrs non-contact time each week. Part time / job share teachers have a proportionate entitlement, calculated in conjunction with the Business Support Manager.

The time is made up through P.E. / Music / or other curricular provision. A timetable for non-contact time is issued at the start of every session.

Staff should make every effort to use some of this time to make good practice visits to other classes / stages, reflect on professional reading and research and prepare thoroughly for professional practice.
FORWARD PLANNING and EVALUATION
Termly plans for all areas of the curriculum should be handed in to the SMT office in hard copy and uploaded to Staff Shared folders in electronic format on dates set out on the planning schedule. 

Daily plans should take the form of a weekly forecast with learning intentions and success criteria to focus teachers’ minds on resources and organisation for the following week.

Teachers should evaluate pupils work informally on a daily basis, sharing their concerns with their stage partner or other colleagues where appropriate. Robust evaluations for ALL areas of the curriculum should be submitted to the SMT at the end of each term. These should identify clear next steps for groups and individuals, informing the next term’s planning process.

COMMUNICATION

Effective communication is vital for the smooth running of the school. Where appropriate, the Headteacher will forward important information from Scottish Executive, Learning and Teaching Scotland, HMIe, WLC by email to all staff. Other  more immediate information relevant to staff will be communicated through the Staffroom whiteboard, Memos and the Week Ahead.
A staff meeting to share information is held in the staffroom fortnightly on a Wednesday at 3.15pm
PROFESSIONAL UPDATE /STAFF REVIEW AND DEVELOPMENT

We aim to review all teaching and support staff every two years. This review process is a valuable opportunity for self-evaluation and staff ownership in setting clear next steps for personal and professional development. It also provides a forum for professional dialogue between management and staff to celebrate the good work of the school and recognise personal roles and responsibilities.
Staff will also follow the GTC guidelines for Professional Update, gathering personal evidence from co-ordinator roles, collegiate working parties, personal curricular development commitment, research and personal reading. All of this evidence will be gathered in a professional learning profile and will become a major part of the review discussion. The headteacher will work in collaboration with the GTC to endorse each teacher’s professional development once every five years.

CONTINUOUS PROFESSIONAL DEVELOPMENT
All staff should take full responsibility for their own continuous professional development. Targets identified, either through the Final Profile or through Staff Review and Development should be met through appropriate training / courses or good practice visits. 
Care should be taken to maintain and develop professional practice to ensure staff continue to meet the requirements of the Standard for Full Registration. 

There are opportunities to share positive personal development through staff meetings and feedback sessions. Records of personal CPD must be kept up to date and submitted regularly with Forward Plans for monitoring by the SMT.

CARE OF CLASSROOMS

It is the responsibility of class teachers to see that their classroom is in a suitable condition for teaching and learning. This will involve careful consideration given to organisation and care of classroom resources.
Resources appropriate to the task, should be readily available to the children. This, of course, carries the responsibility, for the children, to make sure that the resources are returned to their places of storage after use. This is a valuable aspect of their training.

It is the responsibility of the teacher to ensure a stimulating classroom environment, through attractive well labelled display of children’s work, across the curriculum, and through imaginative display of visual aids.
It is the responsibility of teachers to ensure that an acceptable level of tidiness is maintained. This will involve the children being responsible for tidying away any mess they make before leaving at the end of each day.
Please report any concerns to the Headteacher
DISPLAY
The quality of displays forms a non-verbal statement about the ethos of the school, the importance it places on a quality learning experience, the curriculum opportunities and the school’s improvement priorities. 

Displays can inform and stimulate, prompt inquiry, celebrate achievement and model high expectation. In addition to their own classrooms, teachers will be given a board within each area where staff can agree a particular focus for collegiate displays.

Displays should be changed at least termly. 
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Towards becoming a sustainable school and to promote positive ecological values staff should model the importance of caring for finite resources e.g. taking care when photocopying, recycling pieces of paper, accounting for pencils, putting curriculum resources away carefully so that they can be found quickly by other staff.

Staff should also encourage children to take responsibility for resources, to put them away tidily and to understand that resources are finite, everything costs and everything has a value.
COMPLAINTS  FROM PARENTS

Any complaints from parents should be shared with a member of the SMT immediately. Where appropriate, the parent will be invited to discuss the complaint with the Head teacher more fully and the member of staff involved, may be invited to attend the meeting.
PARENT PARTNERSHIP MEETINGS

Teachers can call a meeting with parents at any time to discuss pupil progress or concerns. These meetings, although informal in nature, should be minuted on a parent partnership form, available from the school server. Parents should always be asked to sign these forms and be given a copy of the form for their records.

Parent partnership update forms are also available to keep parents informed of progress made towards agreed targets.
SOCIAL NETWORKING

Staff in school should not establish or seek to establish social contact with

pupils or parents on social networking sites such as MySpace and

Facebook.  Even if a pupil seeks to establish social contact, or if this occurs coincidentally, the member of staff should exercise her/his professional judgment in making a response and be aware that such social contact in person, by phone or on the internet could be misconstrued and may place the member of staff in a very vulnerable position.

Staff and volunteers must not give their personal details such as home/mobile

phone number; home or e-mail address to pupils or parents unless the need to do so is agreed with senior management.
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INTERNET USE and ELECTRONIC COMMUNICATION

West Lothian Council have clear and concise guidelines for all staff regarding use of the internet and electronic communication in the workplace. All staff should regularly familiarise themselves with these guidelines. 

Guidelines available from:
http: //edweb.westlothian.org.uk / policies
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