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Awards and Sanctions

House Points:
Children may be awarded House points for good work, effort and behaviour.  Junior House point cards should be sent to the School Secretary when completed.

Infant House Points are collected in class eg marbles in jars.

Points are sent to the Deputy by 9.30am on Friday.

Both Infants and Junior Departments award stickers.

Discipline:
The Headteacher is ultimately responsible for discipline with the School.  

However, class teachers should, in the first instance, deal with incidents, and then refer to Deputy or Head of Infants and then finally Headteacher.

From time to time teachers may find it necessary to invite parents into school to discuss a child’s behaviour.  Senior Management will assist and support with such meetings if requested by the class teacher.

Please see ‘Behaviour Policy’ for further details.

Wanachi:
‘The chosen One’

Each week the class teacher chooses ‘Wanachi’.  
Wanachi receives special privileges for the week eg. lines-up first for assembly, playtimes, delivers messages, carries out special jobs etc.

The name of the child (and photograph, if you wish) should be displayed on the classroom door.
Poor behaviour in class
Pupils that continue to misbehave or remain off-task during a lesson should be sent with work to the following Year Group ie a Y2 pupil should be sent to Y3 and so on.

Pupils MUST NOT be stood outside the classroom door as a form of ‘time-out’ or as a sanction.
Break and Lunch Time
Morning Procedure:
Bells are rung with a hand-bell, by the teacher on duty, in both the Infant and Junior playgrounds to indicate the start of the school day.

Infants:
9.00 am

Juniors:
8.55 am

· The teacher on duty for the Infant Department rings the bell for Infants.  Pupils stand still on hearing the bell.  Teacher on duty call one class at a time to walk into school.  (Juniors line-up first.)

	Break
	Pupils
	Time

	First Break
	all pupils
	10.45am – 11.00am

	Lunch Time 
	all pupils
	12.30pm – 1.30pm

	Last Break
	KS1 pupils only (not staff)
	2.30pm – 2.45pm


See rota in staff room for playground duty.
Note:  Teachers and Teaching Assistants are expected to leave the staff room promptly at the end of break times to ensure they are ready to welcome their class and ensure pupils are not left unattended in their classrooms.   
This is a health and safety issue when accidents may occur.

No hot drinks are allowed in classrooms or on playground unless they are in a sealed heat-proof cup.
Tea money is collected by Mrs Powell £15 per term.

Lunch Time:
Junior children eat their dinner in the school hall (seated in class circles – chairs are carried from classes).  Infants eat in the KS1 area at tables with chairs.
Play Pals:

A few Y6 pupils volunteer to play with the younger children from 1pm-1.30pm daily.

Mrs Shepherd operates this rota with Y6.
End of school Procedure:
School closes at 3.15pm
Infant children await collection at the door leading out from the Infant work area.  Children do not leave unless a parent or guardian is in attendance.

Junior children leave the premises via the Junior door.

Play areas:
Infant and Juniors use separate playgrounds.  Grassed areas may be used at the discretion of the teachers on duty.

Playground rules:

Pupils are not to play on the steep banks, in the hedges or bushes.  Children may only leave the playground to re-enter the school building with permission from the teacher on duty.  

Playground rotas, displaying activities, are posted near the door nearest the playground.

Wet playtimes:

· Juniors have the option of watching an educational DVD, drawing, board games or active games (see Mr Kilpatrick for further details).

· Infants may watch an educational DVD, play games e.g. jig-saws puzzles and listen to a story read by the teacher on duty or Lunchtime Supervisor.
Playground Duty:

All staff are expected to carry-out playground duty one day a week.  See playground rota on staff notice board.  Supply teachers are expected to do playground duty when a member of staff is absent from school on their duty day.  Cover will be provided by the supply teacher.  

The teacher on ‘playground duty’ is on duty on the playground from 8.45am (KS2) and 8.50am (Infants) to the start of the School day and at the exit door from the end of the School day until 3.30pm .
CONFIDENTIAL Staff Contact List
	Staff Name
	Mobile
	Home

	Helen Shepherd
	07781(M) 451 867
	256191

	Iain Kilpatrick
	M 421813
	240531

	Nicola Loveridge
	
	

	Y4
	
	

	Angela Greening
	
	

	Emily Browning
	
	

	Rebecca Hockey
	
	

	Helena McGovern
	M 147537
	247537

	Alison Le Cheminant
	
	

	Sue Domaille
	
	

	Tracey Donaldson
	
	

	Kim Rouget
	
	


Please obtain phone numbers from individual members of staff

Curriculum 
School Policies:

These are located on the computer T drive – curriculum staff/policies/current

	Current
	Need reviewing

	  Anti Bullying ‘06

Behaviour ‘09

Collective Worship ‘09

Confidentiality ‘06 
D & T ‘09
Environment ‘0

Equal Opportunities ‘06

French ‘09 
History ‘06

Homework ‘08

ICT ‘07

Lunchtime (5) ‘09

Teaching Learning ‘03

Mission Statement ‘09

Music – undated

P.E. ‘06

Physical Activity ‘06

PSHE ‘08

Race Equality ‘07

SRE ‘06

Staff Handbook (5) ‘09

Substance Use ‘06

Sun Awareness ‘06

Whole School Food ‘06


	Admission ‘97

Assessment ‘00

Early Years ‘00

English – undated

Geography

Medical ‘96

Planning Curriculum ‘99

SEN ‘97

Spelling ‘99

Marking & Presentation – undated

Geography – undated




ICT:

A timetable for use is located in the ICT suite.  Classes are allocated times throughout the week for their use.  There are also a number of vacant slots which staff sign up to.

The laptop trolley may be wheeled through to classrooms for ease of use.

An itinerary of ICT equipment can be found in the ICT Policy – computer T drive: curriculum staff/polices/current/ICT 

To prolong the life of the bulb in your projector, please switch OFF when the projector is not in use for 15 minutes ie break times etc

School Website:

Each Class has their own page on the school website in which they are required to place important information relating to their year group, class photos, celebratory events, notices etc.
Curriculum Information for Parents:

On the 1st Friday of each term, teachers send a copy of the class timetable and a long term curriculum booklet to parents.  (Such booklets are already in place and only require minor adjustment each term.  These are located in the T drive – staff/(staff name)/booklets.)
Extra-curricular clubs:

Staff are encourage to offer an after-school club.

	Staff
	Club
	Day
	Time
	Year

	Miss Browning 
	Netball
	Monday
	
	Y5/6

Girls

	Accent 
	Spanish
	Tuesday
	3.30-4pm
	All

	Mr Kilpatrick
	Rugby
	Thursday
	
	KS2

	Miss Greening  
	Art
	Thursday
	
	KS2

	Mrs Shepherd
	PE club (GCFE)
	Thursday
	3.30-4.15pm
	TBC

	Accent
	French
	Thursday
	3.30-4pm
	All

	Miss Greening
	Conservation
	Friday
	
	KS2

	Mrs McGovern and Fr Stan
	Chess
	Friday
	
	Y3 upwards


Seasonal Clubs:
	 Term
	Club

	Autumn
	Football

Cross Country

	Spring
	Tag Rugby

Football

Cross Country

	Summer
	Cycling Proficiency 

Cricket

Swimming Athletic


Dress Code
Code of Dress:

Staff are required to wear smart and modest dress for work.

P.E. Dress Code

Staff are encouraged to wear sports clothes for the teaching of P.E.  Trainers must be worn in the Hall for the teaching of games.  

When teaching dance and gymnastics, bare feet are required by both teachers and pupils.

Fire Alarm
The fire alarm is sounded by a long continuous ringing.  Teachers should see that their pupils immediately evacuate the premises by the nearest exit and assemble in the playground.  This should be done in SILENCE.

As soon as the class is assembled in the playground, the class register should be called to confirm that every child marked present at registration has assembled.  

Mrs Powell will bring class lists to each class teacher.

Pupils must be called by name
Mrs Powell will provide class registers and details of off-site pupils via the ‘Pupil Signing in Book’.

The children and staff are to remain assembled in the playground until it has been confirmed that it is safe to return to the building.

Please ensure that the children walk quietly, calmly and swiftly when they are evacuating the building.

A timed Fire Drill will be conducted each term.  In order to simulate a real life situation, Staff will not be notified of this event.

Details of the Drill are recorded in the School Fire Log and checked annually by the Fire Department.
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School Library
Guille-Allès Library service:
The public Libraries are available for Curriculum Support Loans eg Tudors, Circuits etc

A form will be required, by the Library, stating your needs in advance.  

The pale blue form can be obtained from Emily Pailing, Mrs McGovern or the Guille-Allès Library: 714098

You will need to collect and return the loan to the Guille-Allès library.

School library:
Our school library is open every lunchtime to pupils. A maximum of five pupils are allowed at any one time.  The Library is supervised by trained library monitors. 
The library is timetabled and classes are encouraged to use it throughout the week. 
On a Friday Emily Pailing from the Guille-Allès library is in school. Times are allocated for classes to go to the library to learn how to find information on current topics, use of the library and story sessions. 
Medicine in School
Administration of medicine in School

All medicines brought into school are to be handed in at the school office.  

Mrs Powell will ensure that written parental consent is obtained.

Medicines are to be locked away in the Medicine cabinet in the staff room.  The Key to this is located on top of the cabinet attached to a blue key ring.

All medicines administered, usually by the Lunchtime ‘Float teacher’ should be recorded in the medical register.

First Aid:

Mrs Shepherd, Mr Kilpatrick, Miss Browning, Miss Greening, Mrs Donaldson and Mrs Domaille are all qualified 1st Aiders.

1st Aid materials are located in the 1st Aid box outside the staffroom.  

Please recorded any accidents in the accident book which is located in the staffroom.

· Portable 1st Aid packs are located in teachers’ desks.  Please advise Mrs Powell when these need restocking.
All staff are encouraged to attend the 1st Aid course and gain qualification.
Meetings
Senior Management Team meeting:

Monday 3.30pm – 4.30pm in the Headteacher’s Office.

Staff Meeting: 

All teachers are expected to attend on Tuesday 3.30pm – 4.30pm (this may be extended until 5pm if necessary to cover business).

Committed Organisational Time (C.O.T.):

Wednesday 3.15pm – 4.15pm 

During this time, Heads of Departments may call Key Stage Meetings.  If not, staff are required to stay on the premises so that teachers may meet with individual co-ordinators to discuss needs, plans and ideas.

Miscellaneous
Registers:

Registers should be marked according to instructions given from the Education Department i.e. immediately at the beginning of the morning session and the afternoon session.

This is a legal responsibility.  Failure to complete this task is a matter of gross misconduct.
Staff Car Park:

The gate to the car park will be closed at 8.30 am.  Staff MUST park on the staff car park and not park on the car park in front of the school.  The gate to the staff car park must remain closed throughout the day (due to H&S issues).

Padlock code:

School gates – 2452 (i.e. the school telephone number minus the zeros).  If visiting school out of hours, please remove padlock and lock it on to school gate – with the code scrambled.  When leaving school, always scramble code on padlock.
Photocopier code:

1234
Lost property:

There is a box for lost property in the Infant and Junior work areas.

Spare clothing:

There are some items of spare clothing stored in the Infant Cloakroom cupboard and in the Upper KS2 cloakroom.
Work areas:

Class teachers are overall responsible for their pupils working in work areas.

Resources: 
Science and D&T – located in the resource room near the Hall.

Music – located in Hall.

PE – located in the Hall.  (This remains locked at all times.  The key for this cupboard hangs in the Music room above the door.)

Art – one cupboard is located in the Infant area and the other is opposite the Y4 classroom in the Upper KS2 cloakroom.

Please ensure centrally located storerooms and cupboards are kept in a tidy and orderly manner.

Mission Statement
“St Mary & St Michael Catholic Primary School; learning together and following in the footsteps of Christ.”

We aim to be a caring, welcoming, worshipping community where the teachings of Christ are central to school life; recognising and respecting that each individual is made in the likeness of God. Together we aim to forge a partnership to enable everyone to strive for personal excellence whilst growing and developing spiritually, academically, socially and morally.
Our Aims

We aim:-

· To foster an awareness of Catholic Christian values and live the Good News

· To actively involve the Catholic church community in our learning 

· To encourage good citizenship through an awareness of respect for each other as individuals and to become role models for all  

· To lay the foundations for life-long learning through collaborative and independent experiences

· To develop our physical skills and to recognise the importance of pursuing a safe and healthy life style 

· To encourage each other to ‘be the best we can be’ in all aspects of our work and behaviour

· To provide a stimulating environment that challenges, excites and motivates whilst promoting independent learning

· To value and respect one another

· To develop skills necessary to foster harmonious relationships 

· To develop and build upon links with the wider community sharing respect for other peoples’ values and beliefs

· To provide a welcoming atmosphere for all who enrich the life of our school 

Outside Agencies
	Named person
	Agency

	PC Mick Chart
	Guernsey Police

	BPO Karl Addis
	Guernsey Police

	Dave Hockey
	Fire Service

	Julie Duquemin

Kate Corcoran
	Complimentary Health Service

	Suzanne Torode
	School Nurse

	Rachel Sharp
	Educational Psychologist

	Di Allison and her team
	Communication & Autism Support Service

	Jane Mosse
	Advisory and Outreach Service

	Andre Herve
	Education Welfare Officer

	Mervyn Grand
	Music Service

	Jane Dawson (part of Martin Cordall’s team)
	Literacy Support Service

	Maggie Herquin and team
	Sensory Impairment Service

	Anne Bodman
	Alcohol Awareness


Parent Teacher and Friends Association (P.T.F.A.)
SMSM are very fortunate to have an active PTFA who arrange regular fund-raising, social events.

There is usually one event per month – staff are encouraged to attend and support such events.

From time to time Staff may require new equipment for their classroom and, therefore, they may wish to request such items from the PTFA through the Headteacher.
PTFA meetings are held half-termly.  
Teacher Representative: post vacant at present.

All Staff members may attend PTFA meetings.

School Staff
Class teachers and Subject Co-Coordinators

	Headteacher
	Mrs. Helen Shepherd
	RE, Child Protection, E-Safety Officer and Education Visits

	Deputy
	Mr. Iain Kilpatrick
	Maths and PE

Head of KS2

	Year 5
	Miss Nicola Loveridge
	NQT

	Year 4
	Miss Danielle Youlton
	NQT

	Year 3
	Miss Angela Greening
	Art, D&T and Science

	Year 2
	Miss Emily Browning
	Geography

	Year 1
	Miss Rebecca Hockey
	

	Reception
	Mrs. Helena McGovern
	English, Library, Head of Infants, SENCO

	PPA 
	Mrs. Alison Le Cheminant
	Music, French


Teaching Assistants
	Year R
	Mrs Sue Domaille

	Key Stage 1
	Mrs Kim Rouget

	Key Stage 2
	Mrs Tracey Donaldson
 


	School Secretary
	Mrs Carolyn Powell

	School Caretaker
	Mr Len Bullock

	School Cleaner
	Mr Dave Collins


Lunchtime Supervisors
	Vacant position

	Mrs Alison Domaille




School Committee
	Parish Representatives
	Fr Michael Hore (Chair)

Andrew Mills

Teresa Humphries

Sister Carmel

	States Representatives
	Minister for Education – Carol Steere

Deputy Mike Collins


 School Council
Each class has the opportunity of electing two representatives to the school council.

These representatives hold their post for two years.  The council meet twice per term or more regularly as required.  School council meetings are usually preceded and followed by a class council meeting. 

Mr Kilpatrick and Mrs McGovern are the Link Teachers for the School Council.

School Trips
The Headteacher is the Education Visits Co-ordinator.

Off-site visits are actively encouraged in order to support and reinforce curriculum topics.

Please plan your trip well in advance

· If coaches are required, Mrs Powell will arrange these.

· Trip Approval forms and Risk assessments are located in the Secretary’s office and on computer T drive.
· Teacher/Pupil ratio will not be compromised:

Infants – 1 adult: 6 pupils

KS2 – 1 adult: 15 pupils

· Parental Helpers are often needed in order to fulfil our correct ratios.  Mrs Powell holds a list of ‘Police cleared’ helpers.

· Letters detailing the trip and obtaining consent must be sent to parents.

· Pupil Medical forms and 1st Aid packs must be taken on the school trip.

The Headteacher must sign approval of visits at least 24 hours in advance
Staff Welfare
Staff illness:

Please contact the Headteacher as soon as possible if you are unable to attend School.  This allows time for supply cover to be arranged.  Please inform the school by 3.00 pm if your illness continues, again allowing time for supply cover or to give notification that you will be returning to school.

Self Certification:
When feeling unwell, Teachers may self-certificate for 3 days of absence: on the 4th day a note from your doctor is required.

Health and Safety:

Concerns regarding the safety of furniture, the buildings, outdoor areas etc should be passed to the Headteacher.  This in turn will be either dealt with by the School Caretaker or the School Committee.

Leave of Absence:

If you require Leave of Absence complete the form (located on the T drive) and submit the form to the Headteacher.
The signed form will be forwarded to the Education Department who will consider whether Leave is granted with or without payment.

Two weeks notice is generally required if possible. 
Worship
All staff to attend Headteacher’s Collective Worship on Monday.

(See Collective Worship Policy – T drive – curriculum staff/polices/current/collective worship)
Class Collective Worship:

Tuesday – KS2 – Themed book containing topics is available from Deputy Head.

Thursday – KS1 – follow themes as directed in RE planning or liturgical year.
School Mass:

Mass will be celebrated at the beginning and end of each term.  Active participation i.e. singing hymns, praying, genuflecting, assisting pupils in answering questions etc is required by all staff and pupils.

Teachers that are not Catholic are invited to receive a blessing during Holy Communion.

All class teachers and teaching assistants are expected to attend School Mass.

Children’s Masses:

These are usually held on the 1st Sunday in each month unless 1st Sunday occurs during School Holidays or Bank holiday weekends.

Holy Mass commences at 9.30am at Our Lady Star of the Sea Catholic Church (opposite the School).  

All staff are encouraged to attend and support the Catholic ethos of the School.

Church Visits:

Using our parish, when ever possible, for RE lessons is actively encouraged.  The Church Key is located in Mrs Powell’s office in the chest of drawers on which the fax machine sits.

This key opens the ‘middle’ door at the top of the flight of steps. 

Praying together:
All sessions of prayer beginning and end with the:

Sign of the Cross:
(Using right hand)

In the name of the Father

And of the Son

And of the Holy Spirit

Amen
If you are unsure of the actions for the Sign of the Cross, please ask a member of staff to assist you.

Suggested Prayers:

	
	Infants and Juniors

	Morning Prayer:
	God, we give you all of today

All we do and think and say

All our work and all our play

We want to do it in your way.  Amen

	Grace before Meals: (This is will said together in Hall or KS1 area)
	Bless us O God as we sit together,

Bless the food we eat today,

Bless the hands that make the food,

Bless us O God, Amen

	Grace after Meals:

	Thank you God for the food we have eaten,

Thank you God for all our friends,

Thank you God for everything,

Thank you God, Amen.

	End of the day:
	God Our Father I come to say thank you for your love today, 

Thank you for my family and all the friends you give to me,

Guard me in the dark of night and in the morning send your light, Amen.
	May the Lord supports us all day long, until the shades lengthen and the evening comes and the busy world is hushed and the fever of life is over and our work is done then in his mercy may he give us a safe lodging and a holy rest and peace at the last. 
and the fever of life is over
and our work is done-
then in His mercy-
may He give us safe lodging
and a holy rest
and peace at the last


Clergy:

Fr Michael Hore is our Parish Priest, Fr Stan is our School Chaplain and Fr PJ is the assistant priest.  Fr Stan usually visits the school weekly in order to greet staff and pupils.
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