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JOINING THE SCHOOL
ADMISSIONS

We are always delighted to welcome children to Sacred Heart School; however there are certain procedures that need to be followed.  Parents will be sent a Common Application Form (CAF) from Southend Borough Council for admittance to schools in the local authority.   This CAF form is the only application form and MUST be completed and returned to Southend Borough Council by the date indicated on the form.  

Parents applying for a place at this Catholic school must also complete a Supplementary Information Form (SIF) and a Priest’s Form (see Appendix 1a and 1b), which can be obtained from the school in the January preceding your child’s entry to the school.  The date for the return of these forms MUST be returned to the school on the date indicated.  The SIF form is NOT an application form but provides the Governors with information in order to place applications in priority order according to the school’s admission criteria (see Appendix 2).

The standard admission number for the school is 30 pupils.  There is one intake in September for Reception children, though summer born children will be part time for the first few weeks until the children are settled.  Parents who have been offered a place but wish to delay their child starting school until the term in which their child is five, can do so.

Applications for places in the Nursery must be made by 30th April.  Separate applications must be made for admission to the Nursery class and to the main school. Admissions to the Nursery does not automatically gain admittance to the main school.  For further details see Appendix 3a and 3b. 

The parish catchment area for the school extends from Eastern Avenue and along the north boundary to Thorpe Hall Avenue, taking in Barling. The southern boundary follows along the B1016 including Thorpe Esplanade, Eastern Esplanade and onto Marine Parade and Pier Hill.  It continues along the west boundary along High Street and Victoria Avenue to East Street on the B 1015. 

VISITS TO THE SCHOOL
Any parent who is considering applying for a place at Sacred Heart School is most welcome to visit the school and meet with the Headteacher. Visits can be arranged by telephoning the school office for an appointment.  

NEW INTAKE

In the Summer Term there is an induction afternoon for children entering the reception class. The children spend some time in the classroom meeting their teacher and familiarising themselves with their new surroundings. At the same time parents will be invited into the school hall to listen to a talk about the school by the Headteacher. A representative of the Friends of Sacred Heart will also speak about their role in the school and there will be an opportunity to purchase school uniform.

Parents whose child has attended the Nursery will be invited to attend an interview with the class teacher so that she can gain as much information about every child as possible. A h

ome visit will be arranged for new children attending the school.  A further meeting with all parents is also arranged once the children start school so that the class teacher can explain in detail the various aspects of the curriculum for the reception class. Parents will be informed of the valuable ways in which they can contribute to their child’s education.   

SCHOOL ETHOS

THE SCHOOL

Sacred Heart is a Catholic school where every aspect of school life is based on Christian values. Our mission statement and our core values of respect, responsibility, faith, compassion and achievement reflect our aims and expectations for all the children in our care. 

The school sets high expectations in work and behaviour and pupils are encouraged to achieve their unique potential academically, physically, morally and spiritually.

Every member of the school, both child and adult, is valued and respected and this forms the basis of the excellent relationships within the school.
Assemblies are an important aspect of the school day when we come together to pray and worship as a family and where Christian values and relationships within the school are reinforced and strengthened.

The Catholic faith is taught through the ‘Here I Am’ religious programme and forms an important part of the education provided by the school. 

The school is part of the parish of Sacred Heart Church and therefore there are strong links with the church. The parish priest regularly visits the school for masses and other services and on occasions the children attend services in the church.

Parents of the school are an important part of the school community and are encouraged to become actively involved in various aspects of school life.

PROMOTING GOOD BEHAVIOUR 

Sacred Heart sets high expectations in behaviour. Good behaviour is a vital ingredient of a good school as it produces an effective learning environment as well as a happy one.

Good behaviour comes about by the efforts of staff, children and parents working together. The school promotes good behaviour by positive reinforcement e.g. praise and certificates. We encourage children to be respectful and polite to adults and each other, and to show consideration for all those around them. 
We aim therefore:
1. To develop in pupils a sense of self-discipline, an acceptance of responsibility for their own actions and to provide opportunities for children to evaluate and modify unacceptable behaviour.

2. To create conditions and atmosphere conducive to an orderly community in which effective learning may take place, in which there is mutual respect between all members, and where there is proper concern for the environment.

3. At Sacred Heart we place emphasis on praise and encouragement rather than criticism.  

4. Certificates for good work and positive behaviour are awarded at the end of each week and half termly. 

However, there are occasions when a child’s behaviour clearly breaches the School’s behaviour policy and sanctions are required. These include the following:

1.
Verbal indications of disapproval by class teacher, mid-day assistants or Headteacher.

2.  
Re-writing of work obviously below pupil’s potential.

3. 
Supervised loss of breaks.

4.  
Parental consultation.

5. Logging of misdemeanours so that if a pattern of unacceptable behaviour emerges a positive behaviour programme can be instituted in consultation with parents.

There may also be occasions when a child’s behaviour gives greater cause for concern. If a child’s behaviour is seriously disruptive in the classroom and is interfering with the progress of other children, or if a child is causing serious problems in the playground, an exclusion from school for a fixed period may be necessary. If the problems persist then a permanent exclusion may be considered.  Every effort is made to avoid exclusions being the course of action.

If a child is excluded, parents have the right to make representations to the Governing Body.

THE SCHOOL DAY
SCHOOL TIMES

The children attend school for 190 days an academic year. The school day is divided into two sessions making 380 sessions in all. 

The times for the two sessions are:

Foundation and Key Stage 1





Morning session:

8.55 a.m.
-
12.00 p.m.


Afternoon session:

1.05 p.m.
-
  3.10 p.m.

Juniors

Morning session:

8.50 a.m. 
-
12.20 p.m.


Afternoon session:

1.15 p.m.
-
  3.20 p.m.

The bell is rung at 8.52am in the morning to allow children to be in the classroom by 8.55am.

PUNCTUALITY AND ATTENDANCE

It is a legal requirement that children attend school regularly and on time. All children except for reception children (except for the summer term) should be in the main playground at 8.50 a.m. Children in the reception class must be in the classroom by 8.50 a.m.   A note is made of children who are late for school and frequent lateness will be addressed by either a letter or a meeting with the Headteacher.

ABSENCES FROM SCHOOL

If your child is ill and unable to attend school it is most important that an adult telephones the school by 9.00 a.m. otherwise the school secretary will have to contact you to ascertain your child’s whereabouts. If no phone message or letter is forthcoming concerning the child’s absence then the absence will have to be counted as an unauthorised absence.

If your child is going to be absent from school in order to attend a doctor’s or dentist’s appointment please inform the school by means of a note to the class teacher or by bringing in the appointment card. Where possible appointments should be made outside school hours.

The Education Welfare Officer examines our school registers regularly and will make visits to homes where there is either persistent lateness or unexplained absence.

IT IS IMPORTANT THAT PARENTS NOTE THAT ANY LEAVE OF ABSENCE DURING SCHOOL TIME FOR REASONS OTHER THAN ILLNESS CAN ONLY BE AUTHORISED BY THE HEADTEACHER.

Holiday Forms
The Government lays much emphasis on families only taking holidays during school holidays because of the concern about disruption to children’s education.  Therefore, the rules are that parents are not permitted to take children out of school for holidays without the permission of the Headteacher and permission can only be given in certain circumstances. If you wish to ask permission, a holiday form can be collected from the school office. This form needs to be completed and handed to the Headteacher at least a month before the holiday. Permission cannot be granted for such reasons as extended weekends or day trips except in exceptional circumstances. Absences without permission will be counted as unauthorised absences. For special circumstances such as attendance at a funeral or family wedding, a ‘Special Circumstances’ form can be obtained from the school office.  For details of absences in the last academic year see Appendix 4. 

SCHOOL BUILDINGS AND SECURITY
ACCOMMODATION

The school comprises two separate buildings which are connected by an alleyway. In the main block there are six classrooms, four of which are junior classes, one room houses an ICT (computer) Suite and one classroom is a resource room. This block also houses the school office and central reception area, the Headteacher’s office and the school fiction and reference library. The second building (Foundation and Infant School) consists of the school hall, which is used for assemblies, P.E. and lunches three infant classrooms, an Nursery classroom, a mini /computer room, library and the staff room. There are telephone links between the two buildings. 

Both Infant and Junior entrances are in Windermere Road. At the beginning and end of the school day, Windermere Road is very congested. Nevertheless, it is an offence to park on the zig zag lines outside the school between the following times:  8.00-9.30am and 2.30-4.30pm. The parking spaces in the housing complex opposite the school are for permit holders only. In order to maintain good relationships with the residents, parents are kindly requested NOT to park there. 

SECURITY

We take security very seriously at Sacred Heart School. No one is able to enter any of the buildings without access being given by a member of staff.  All but two gates will be closed during the school day as a security measure.  Visitors to the school are checked and any who go beyond the school office have to sign in the visitors’ book and wear a visitor’s badge/label.  
SCHOOL UNIFORM

All children are expected to wear full school uniform.
	BOYS

Winter uniform:


Grey or black trousers
1 White short sleeved polo shirt wit h Sacred Heart logo


Red long sleeved sweatshirt with Sacred Heart logo

Grey or black socks

Dark sensible shoes

Fleece with Sacred Heart Logo (available from Wards)
GIRLS

Winter uniform: 

Grey A-line or pleated skirt (not straight) or pinafore dress

White short sleeved polo shirt with Sacred Heart logo

Red long sleeved cardigan with embroidered Sacred Heart logo

Black or red tights (thick)

Dark sensible shoes which should be sturdy and low heeled (maximum height 3cms)


No trainers or boots please  


Fleece with Sacred Heart Logo (available from Wards)


	Summer uniform: 

Grey short trousers (optional)

Year 6:
White shirt and school tie.

Summer uniform:


Red and white check dress, skirt or culottes

White short sleeved polo shirt with Sacred Heart logo

White socks

Low heeled sandals (black, navy or red NOT white or open-toed). 
Year 6:

White blouse and school tie.



	NB Children should wear summer uniform from the beginning of the Summer Term.

	P.E.      BOYS AND GIRLS

P.E. / Games:
Red tee-shirt, plimsolls, black shorts

Track Suit:
Red sweatshirt with school logo or Sacred Heart Fleece


Black tracksuit trousers

Swimming:
Costume and red swimming hat
	Juniors only:
Trainers


P.E. Clothes should be kept in a drawstring bag

ART

Children should be provided with an apron or old shirt.

ALL CLOTHING SHOULD BE MARKED WITH YOUR CHILD’S NAME. (The school will not accept responsibility for lost articles of clothing).
School bags, hats and PE bags, with the school logo, can be purchased from the school office.

School uniform can be purchased from:

Wards:

41 Alexander Street Southend.

Crawlers:
1 Southchurch Boulevard, Southend-on-Sea. 01702 601274

GENERAL INFORMATION

MONEY

Your child will need to bring money into school for various purposes during the school year. Therefore we would be grateful if any money brought into school is placed in a sealed envelope and labelled with your child’s name and class. The envelope should also state what the money is for, and the amount enclosed. If a child has to bring money into school other than for school purposes we ask that the money be given to the class teacher for safe keeping.  Small envelopes can be purchased from the School Office at a very reasonable cost.

SCHOOL FUND

Parents are asked to donate to the school fund which provides the money to purchase extra resources for the children and it much appreciated.   The amount for school fund is £10.00 per child a year whilst families with more than two children at the school are asked to donate £20.00 a year. Where families can afford larger donations it is always much appreciated.

SCHOOL MEALS

 We are fortunate in having our own kitchen which prepares a range of healthy meals including packed lunches.  School meals are at present £1.70 per meal or £8.50 per week, which should be paid weekly in advance each Monday morning. 

Children may also bring in a packed lunch. This should only be brought in a sandwich box (no plastic bags please) and clearly marked with the child’s name. No cans or glass bottles are allowed and we also request that parents avoid giving children crisps or chocolate biscuits in line with our healthy school agenda.  May I also bring to your attention that nuts (including in biscuits etc) are not permitted in school as some of our children suffer from anaphylaxis, which can be a serious allergy to nuts.  The school kitchen also ensures that no nuts are ever included in any food items.

WATER

In order to keep healthy, children should drink several glasses of water a day.  To help children achieve this they are encouraged to bring a bottle of water to school every day.  They keep these on their desk so they can drink water at any time. 

PLAYTIME SNACKS

The school now has a policy for Healthy Snacks at playtime.  Infant children are provided with a piece of fruit or vegetable every day as part of the Government’s plan to encourage children to have a healthy lifestyle.  Children are allowed to bring a small healthy snack for morning playtime or they can purchase a healthy snack from the school shop. As part of our healthy eating programme children are not permitted to bring sweets or chocolate into school except when it is their birthday and they wish to provide a treat to other class members.  These small treats are then given out at the end of the school day.
HAIR

Children’s hair should avoid extremes in style and be kept clean and tidy. Any hair that is shoulder length or longer should be tied back for reasons of health and safety.  No hair style should be shorter than a number 3 cut.

SCHOOL PHOTOGRAPHS

The photographer visits the school twice a year. In the Autumn term individual and family photographs are taken and in the Summer term class photographs are taken.
JEWELLERY 

Jewellery is not allowed in school. It is a hazard if worn during P.E. and games and it also presents a problem for the class teacher with regard to storage, security and time. Watches may be worn but they should be plain and not fashion items. Nail varnish is also not permitted.  The Governing Body have stated that from September 2000 children entering the school will not be permitted to wear earrings to avoid time lost when children have to remove or cover earrings for P.E. lessons.  

TOYS

We request that children should not bring toys or games into school at any time unless requested by the class teacher to support an area of the curriculum.  This is to avoid children becoming upset when toys are lost or broken and obviously the school can take no responsibility for this situation. They are an unnecessary distraction and cause problems when lost or broken. Balls and skipping ropes are allowed for playtime games.

MOBILE PHONES

Mobile phones can be a cause of distraction in class as well as a security issue as phones easily get mislaid and therefore children are not permitted to carry mobile phones in school.  If children require mobile phones for their journey home then they must be left in the school office first thing in the morning and collected at the end of the day.

LOST PROPERTY

Children are encouraged to take responsibility for their own property. This makes it much easier if all property is clearly labelled including all clothing, bags, P.E. bags, lunch boxes and pencil cases.  Any lost items will be placed in the lost property box and it is children’s responsibility to look for their lost items.  If any unnamed items are not claimed at the end of every half term then they are either given to the Friends of Sacred Heart for the second hand uniform sale or disposed of, depending on the condition.

Unfortunately the school’s insurance does not cover items brought into the school such as bicycles and musical instruments. Parents will need to make their own arrangements to cover these items.

EDUCATIONAL VISITS
During his/her time at Sacred Heart School, your child will have the opportunity to make a number of educational visits to support and enhance class work. As these visits cause the school considerable expense, parents are asked to make a voluntary contribution in order that the visits can go ahead. However, in cases of financial hardship the school will cover the cost for any child whose parent cannot make a contribution.

CHARGING POLICY

The Governing Body has agreed that parents should be asked to make voluntary contributions to the cost of educational visits, swimming lessons and the hiring of educational performers in school. Parents also have to pay for any music tuition taken by a peripatetic music teacher, although the school will arrange these lessons and aim to keep the cost as reasonable as possible.

MEDICAL CARE

MEDICATION

Children who are ill should not be sent to school. However, there will be times when a child becomes ill at school. In these circumstances we will contact the parent so that the child can be collected from school and therefore it is essential that the school office has up-top-date contact numbers. If a child is injured and needs hospital treatment we will endeavour to make contact but if no parent or carer is available a member of staff will take the child to the local hospital.  Several members of staff are trained in First Aid.

MEDICINE

If a child needs to take medication during the school day we are required to ask parents to complete a form granting permission for an appropriate member of staff to administer prescribed medication only. All medication (including inhalers) must be clearly labelled and handed into the school office. Except in the Nursery, no medicines (other than inhalers and anaphylaxis pens) can be kept in the classrooms as teachers are not permitted to administer any medication.  

ROUTINE EXAMINATIONS

Children will undergo a medical examination during their time at Sacred Heart. Reception Class children will have a health interview and parents are invited to attend along with their child.  These checks are for vision, height, hearing and weight.   
In common with most schools, we do have the occasional case of head lice. Please check your child’s head regularly for head lice and inform the school of any infestation. Head lice are attracted to clean hair and their presence is in no way a reflection of poor hygiene.

May I point out that the School Nurses Office clearly states that head lice prevention is the responsibility of parents and the community and not the responsibility of the school.  

CHILD PROTECTION

It is the school’s responsibility to ensure that all children are protected against ‘significant harm’ and if a situation arises where we are concerned about the health and well-being of a child then we are obliged to refer the matter to Social Services.  The staff of the school are provided with training on child protection matters on an annual basis.  The Special Educational Needs Teacher (SENCO) is the designated person responsible for child protection in the school.

SCHOOL ORGANISATION AND CURRICULUM

We have seven classes in total plus the Nursery and these are organised into straight year groups. We also have a number of teacher assistants who work in the classroom to support the children and the class teacher.  

The School provides a broadly based, balanced curriculum which promotes the intellectual, spiritual, moral, physical and cultural development of the child.

This curriculum is designed to provide all children according to age and ability, with the opportunities to develop their own unique potential in a stimulating and supportive learning environment. 
Various Education Acts have set out certain key elements which must feature in every child’s curriculum. These key elements are:

i.
The Foundation-stage curriculum for children in the Nursery and Reception classes.

ii.
The National Curriculum for children from Year 1 to Year 6.

iii.
Religious Education for all pupils.
The school uses detailed schemes of work outlining the work to be covered in each year group.  We endeavour to make the curriculum as enjoyable and relevant as possible for the children.  These schemes ensure that there is progression and continuity between classes and that high standards are being maintained.

Teaching organisation within the classroom is a mixture of whole class teaching, groupwork and individual tasks. For certain subjects such as Literacy and Maths children may be grouped or set by ability.  

SPECIAL EDUCATIONAL NEEDS (SEN)

From time to time, many children experience learning difficulties in some areas of the curriculum, especially in Maths and Literacy work. These children are supported either within the classroom by teacher assistants or given extra support outside the classroom by a specially trained teacher assistant or the teacher responsible for special needs (SENCO).

Children who are considered to have special educational needs (SEN) will be placed on the Code of Practice register. These children will be provided with individual programmes of work and their progress carefully monitored and reviewed. In some circumstances, the Educational Psychologist will be asked to make an assessment on a child with a view to issuing a formal statement of educational needs. Parents will be fully involved at all stages.  The special needs programme within the school is co-ordinated by the Special Needs Co-ordinator.

PUPILS WITH DISABILITIES

Applications for admission from disabled pupils are considered on equal terms alongside those from able-bodied pupils.  The school has an Equal Opportunities Policy Statement which states that every reasonable effort will be made to accommodate disabled pupils to ensure that they join in every day activities with other pupils.  

The Governors are mindful of the need to improve access for disabled pupils and parents and always bear these considerations in mind while undertaking any improvement to the premises.

ACCESSIBILITY PLAN SUMMARY 
The school also has produced an Accessibility Plan which is designed to prepare the school to cope with the inclusion of pupils with specific physical needs. The plan covers three main sections in order to identify and remove, if possible, any barriers these pupils may encounter if they attended the school.

The three areas are: 

Curriculum Accessibility for Disabled Pupils

Improving the Physical Environment

Improving the Delivery of Information

Each of these sections will outline any barriers to learning that may exist and provide information on how the school plans can rectify any outstanding issues.

CURRICULUM ACCESSIBILITY FOR DISABLED PUPILS

Within the school all pupils already have complete access to the full school curriculum. Individual pupils who have special needs are identified and provided for through the Special Educational Needs (SEN) framework.

In order to ensure that all pupils have complete access to the full curriculum changes to the classroom layout and timetables can be adjusted. Additionally the school has installed interactive whiteboards in a number of classes to improve the accessibility to pupils with both visual and auditory disabilities.

IMPROVING THE PHYSICAL ENVIRONMENT

The physical layout of the school buildings present a number of challenges to full accessibility for disabled pupils. Full access around the school would mean a large amount of changes having to be made, and these changes would carry a large cost implication. At present the front entrance is being remodelled. This will improve entry for disabled pupils and parents.

IMPROVING THE DELIVERY OF INFORMATION

The school already operates a very extensive service of information delivery to parents. Copies of letters are available from the school office, on the notice board at the front of the school and on the school website. If needed, or required, the school will provide the information in larger font sizes.

A full copy of the policy is kept in the main porch in the Junior building or on request from the school office.
HOMEWORK

The school believes in the importance of homework. Homework is seen as an extension to the school day and a way of involving parents in their children’s education.  An important component of the homework programme is the requirement for children to read at home every day. For more details please see the Homework policy

GIFTED AND TALENTED

The school are committed to helping every child within their care reach their potential. Within every class there is a wide range of abilities across a range of subjects. In order to ensure that we meet the needs of the gifted and talented pupils within the school, a number of different opportunities are made available for them. As well as differentiation and challenge which form the basis of all classroom teaching, the school offers specialist teaching sessions in specific subjects for identified pupils. These sessions may be ran by teachers within the school, specialist teachers brought in specifically to teach to a higher level, or involve the pupils going off site to specialist centres or other schools where their needs can be meet.  

EXTRA CURRICULAR ACTIVITIES

The school offers a range of extra curricular activities. These activities are mainly run by members of staff but we also organise activities from outside agencies e.g. Southend United and Thorpe Bay Tennis Club. Activities run by staff are free but there is a cost for activities run by other agencies.  Details of these clubs are sent to parents on a termly basis. 

PARENTAL INVOLVEMENT

PARENTS’ EVENINGS
Parents are always welcome at Sacred Heart School and we endeavour to involve parents as much as possible in the education of their child/children. At the beginning of the autumn term parents are invited by each class teacher to an information session after school. At this meeting the teacher will provide information about the work that will be covered during that year and answer any questions. Parents are also welcome to attend school masses and their child’s class assembly.

Twice a year in the autumn and spring terms we hold Parents’ Evenings where parents are provided with a set time to meet their child’s teacher to look at their child’s work and to discuss progress made. In the summer term we have two open afternoons where parents can visit their child’s classroom and talk to their child about his or her work.

You will receive a written report in the summer term which parents may discuss with the class teacher if necessary.

There may be other times when parents may wish to talk to the class teacher. This is often possible before or after school but we do ask that parents make an appointment at the school office. If parents have any concerns, however slight, it is a good idea to discuss these with the class teacher. If these concerns persist then please make an appointment to see the Headteacher.
INFORMATION EVENINGS

On occasions the school also invites parents to attend information evenings on various curriculum issues. These are to provide parents with an insight into how particular subjects are taught at school.
HELPING YOUR CHILD

There are many ways in which you can contribute to your child’s education. In the first instance you can share the enjoyment of books. This can be achieved by reading to your child, taking them to visit the local library and also by listening to their reading. 

Parents are also asked to participate in their child’s education through assisting their child in completing homework tasks. A copy of the school’s homework policy is enclosed for further information.

HELPING IN SCHOOL

Many parents help in school where their willingness to give their time and expertise is greatly appreciated by the staff. Any parent who would like to help in any way should either approach their child’s teacher or the Headteacher. We also run a scheme where parents can volunteer to become ‘reading buddies’ to individual children who need extra support with their reading. 

FRIENDS OF SACRED HEART (FOSH)
There is a thriving Association of which all parents, teachers, other family members and parishioners are automatically members.  There is an Annual General Meeting in the Autumn Term at which a committee is elected and an Annual Report given.  Social and fund-raising events are arranged throughout the year to raise funds for the school.  These funds are used to provide facilities and resources which are in addition to what the school is able to provide.  

The success of this association depends on your support and any contribution you can make will be much appreciated. 
SCHOOL DOCUMENTS

REPORTS/POLICIES

Copies of the School’s OFSTED and RE inspection reports, and various LA documents can be obtained from the school office to read on the school premises or copies for personal use can be ordered at a small cost.

Copies of the School’s Improvement Plan, Positive Behaviour Management Policy and Special Needs Policy are on view in the entrance porch on the school site.

Any parent wishing to view any other school policies or wish to be provided with any other information about their child or the school should make a request to the Headteacher.
ARRANGEMENTS FOR DEALING WITH COMPLAINTS

THE LAW

The Education Reform Act 1988 requires Local Education Authorities to make arrangements to deal with complaints concerned with the curriculum and related matters. These arrangements are not intended to deal with complaints about the actions of individual teachers or Headteachers.

Any matter causing concern to parents should be dealt with informally at school in the first instance and only if this is not resolved should the complaint proceed to formal arrangements.  A copy of the school’s Complaints Policy can be found in the school’s entrance porch or copy obtained from the school office.

