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Dear Parents/Carers
 
It is likely that you are reading this handbook because your child will soon be attending Westfield Infant School.  If you have not yet made a choice of school for your child, we hope the information in this booklet will assist you.
 
The information in each section is brief and should you need to know more or see the school at work you will always be welcome.  Please call in or telephone with any further queries you may have.
 
We hope that all our pupils will enjoy the time that they spend at Westfield Infant School.  Starting school or starting a new school can be a sensitive time and we aim to make the transition as smooth as possible.
 
The staff at Westfield Infant School are committed to providing a happy and exciting environment where each child is cared for, feels valued, respected and ultimately able to accept new challenges.  It is our firm belief that in order to experience success, pupils have to believe in themselves and expect that they can do things.  They need to acquire the basic skills and attitudes that will equip them to meet new challenges with confidence.  At Westfield Infant School we strive to ensure all pupils are given the opportunities to become more resilient through the understanding and application of Character Education.
 
To achieve all this we need to work with you to instil good standards of behaviour, consideration and respect for everyone and everything around us. We need you to tell us about your child, because you know a lot more about your son or daughter than we do at this transition time.
 
It is our hope that the staff and Governors at this school can work with you as parents/carers to provide the best possible education during these important years for your child.
 
If you have any queries however small they may seem please do not hesitate to contact the school.
 
Yours sincerely
 
 
Adam Squires	      Headteacher
Gail Steele                Chair of Governors






Westfield Infant School

Westfield Infant School is a community school not affiliated to any religious denomination.  It opened in the early fifties and caters for children between the age of 4+ to 7.
 
The school has the additional facility of a unit for pupils who have moderate learning difficulties. Admission arrangements to the unit are organised by the Local Authority Special Educational Needs Department and all the pupils in the Unit have an Educational Health and Care Plan.
 
The majority of our pupils transfer to Westfield Junior School at the beginning of the Autumn term following their 7th birthday.
 
The school is attractively situated, sharing a large campus with Westfield Junior School and Westfield Community Centre at the end of Ashford Road, which is signposted off Coventry Road.  The main building comprises a reception area with the Headteacher’s office, school office, resource room and a staff room.  Beyond the security doors is a spacious hall used for P.E. and lunches, a school kitchen, medical room, seven classrooms, storerooms, cloakrooms, library, food technology room, four toilet/washing areas for pupils and a quiet room known as The Rainbow Room.
 
Outside there is a 4-class modular building, called The Sunbeam Base, with a covered walkway from the main building.  It is currently used by Year 2 classes.
 
There is a secure, enclosed play area attached to the MLD Unit with a range of outdoor resources and activities.  The playing fields belong to Westfield Junior School and they allow us to use the field as the need arises.  There is a playground adjacent to the main building for the exclusive use of Westfield Infant School. 
 
There is also a garden area surrounded by mature shrubs and trees.  This has been developed into an exciting Trim Trail for use at playtimes and lunchtimes to provide healthier, happier opportunities for play.  A securely fenced pond area, sensory trail, thinking area and patio are all available to enhance outdoor learning throughout the grounds. 

A virtual tour of the school is available on the school website.
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[bookmark: _Toc78275395]Admission Policy
Parents/Carers considering sending their child to Westfield Infant School are encouraged to visit.  The Headteacher welcomes the opportunity to meet parents/carers and show them round the school.  We strongly recommend that you view the school during school hours so that you can see the wonderful facilities being used by our pupils.
 
We hold an Open Evening early in the Summer Term once admissions for the following academic year have been agreed.  This is an opportunity to meet staff and Governors and find out more about the admissions process.

The Local Authority admission policy for this school enables all pupils to start school at the beginning of the academic year in which they will have their fifth birthday.  The academic year runs from 1st September—31st August inclusive. Therefore some pupils will be very old in their year group and some will be very young depending on their date of birth.
 
During the first few days of term Reception age pupils will attend school on a reduced timetable.  If you have any concerns about your child entering school full-time please feel free to share them with a member of the teaching staff. 
 
If you are in any doubt about the date your child will start school, please ask as we have future term dates up to three years in advance.
 
The Local Authority (LA) is responsible for the admission arrangements.  Due to the recent pressure on school places and the popularity of this school it has now become very unlikely that a child will be allocated a mainstream place unless they have a permanent address in the school catchment area designated by the LA. The current Planned Admission Limit (PAL) is 90.
 
All applications for children to attend this school (for those living both in and out of the catchment area) must be made online at:
www.leics.gov.uk/education

Further information on the process for applications is available from staff in the school office and our Admission Policy is available on the school website http://www.westfield-inf.leics.sch.uk/admissions/ 
 
You are welcome to come to the school office at any time and we can provide the appropriate information.  We can also offer you the opportunity of using a computer to enable you to make an online application.        
 
Once we know you would like a place for your child at Westfield Infant School we will keep you informed of meetings and opportunities you will have to help your child prepare for entry to school.  
 
Parents/Carers and children are also invited to school for an afternoon the term before entry to school.  This is an opportunity for you to meet the class teacher and to find out about admission arrangements.  
 
At some point before your child starts school you will be asked to show his/her birth certificate and we will need to take a copy of it.  The name on the birth certificate is the name your child will be registered and known as, unless we are shown a legal document proving that a child’s name has been lawfully changed. (Please see http://www.westfield-inf.leics.sch.uk/general-information/)
 
The school has close contact with the local playgroups/nurseries and the leaders arrange visits to school assemblies, plays and other events during the year.  Every effort is made to ease the transition into school.
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[bookmark: _Toc78275396]Careers Education
We endeavour to raise awareness of the broad spectrum of adult occupations through topic work, visits from adults who bring their work experience into school and by taking our pupils into the community.
[bookmark: _Toc78275397]Charging Policy
The Governing Body have accepted the LA policy statement on charging for school activities.  They accept that for school activities to take place it is essential for voluntary contributions to be made towards the cost by parents/carers.
 
Day and residential visits all enrich the pupils’ learning experience and are organised throughout the school year.  No pupil is excluded from these activities for not contributing towards the costs.  However, parents/carers should be aware that if as a direct consequence of a number of parents/carers not contributing to the costs the activity may be cancelled and all payments returned.
 
Financial support can be offered to families whose child is entitled to Free School Meals.  According to the number of Free School Meal pupils, the school receives an additional grant known as the Pupil Premium Grant.  If your child is entitled to Free School Meals you will also be eligible for 50% reduction on the cost of educational visits, free school milk, uniform vouchers and the opportunity to attend After School Clubs.  If you think you may be eligible for support, please contact the office.
 
We give advance notice of any educational visits due to take place and we arrange for payments to be made by instalments. For further information please see our Charging Policy http://www.westfield-inf.leics.sch.uk/policies-1/
[bookmark: _Toc78275398]Collective Worship
As a requirement of the 1988 Educational Reform Act the school provides a daily act of collective worship.  This worship is of a broadly Christian nature, although not distinctive of any particular denomination and allows flexibility to encompass the multicultural education programme to which the school is committed.
 
The pupils meet daily, either as a whole school, year group or class.  This is in the hall or individual classrooms to share experiences as a school family. Individual successes, in or out of our school are shared by all and pupils are encouraged to take part in assemblies.
 
Birthdays are also celebrated in assemblies and each class in turn is responsible for a class assembly to which parents/carers are invited.  We also have a Year Group assembly.
 
As a parent/carer you will have the right to withdraw your child from religious education and/or from collective worship. Parents/Carers views are respected and should you wish to exercise this right you are invited to inform the Headteacher in writing of your request and to agree with the staff the arrangements for any alternative provision. For further information please see our Collective Worship Policy  http://www.westfield-inf.leics.sch.uk/policies-1/
[bookmark: _Toc78275399]Communication
The Headteacher is usually available to help you with any immediate problems.  
 
If you have any concerns please contact us and see the class teacher or Headteacher.  We will certainly contact you if we have any concerns about your child in school.
 
You will receive regular letters from the school and a termly newsletter outlining forthcoming events.  Every effort is made to distribute newsletters and other information within the community. 
[bookmark: _Toc78275400]Complaints Procedure
We hope that concerns about the school curriculum and related matters can be dealt with at school by the Headteacher.   Pupils work better at school when their parents/carers are happy about what is    happening.  If a teacher or Headteacher cannot solve a problem the Governors can become involved. At Westfield Infant School we have a very clear complaints procedure. A full copy of our Complaints procedure can be found on the school website. 
http://www.westfield-inf.leics.sch.uk/key-information-1/
[bookmark: _Toc78275401]Curriculum
At Westfield Infant School we aim to provide every pupil with a relevant, broad and balanced curriculum which will meet their individual needs.
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From birth to the end of the Reception Year is known as the Early Years Foundation Stage and in school we will be building on the experiences your child has had at home and nursery or playgroup.
 
Just before your child joins us, staff will arrange to have an individual consultation with parents/carers which will provide you with an opportunity to tell us what your child can do and share any relevant pre-school information.  During this first year at school the pupils will be enjoying many learning opportunities through play and staff will be preparing the pupils for the requirements of the National Curriculum for England.
 
During Years 1 and 2 every pupil is taught the core subjects of English, Mathematics and Science.  Other areas known as the foundation subjects are: Art and Design, Computing, Design and Technology, Geography, History, Music and Physical Education.
 
In Year 1 and Year 2 the curriculum is based on the framework for the National Curriculum at Key Stage 1.  The National Curriculum provides an outline of core knowledge around which teachers can develop inclusive, creative lessons to promote the development of the pupils’ knowledge, understanding and skills. The curriculum is devised around topics covered over half a term or a whole term.  These topics make full use of the outstanding facilities inside and out. The curriculum and teaching takes into account the interests of the pupils to provide memorable and enjoyable learning experiences.
 
Computing is taught as a discrete subject and across all subjects. Every class has access to a range of computing equipment.  We make full use of a wide range of software and apps that covers a variety of curriculum areas.

Teaching is enhanced and supported by the use of the media, a range of physical/practical resources and the use of visitors and visits.  Pupils are encouraged to bring objects from home and parents/carers with special interests are encouraged to come into school and share their experiences with the pupils.
 
Other subjects we teach are Religious Education, British Values, Personal, Social, Health Education, and Relationships Education.  Westfield Infant School promotes health for life and is committed to encouraging the health and well-being of all pupils.
  
Copies of the National Curriculum in England 2014 and other School Curriculum Documents are available on request from the school office or on the website.  http://www.westfield-inf.leics.sch.uk/curriculum/
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[bookmark: _Toc78275402]Emergency Closure
In the event of heavy snowfall parents/carers can be assured that pupils will not be sent home early.  If weather conditions are of concern please use the school website for the latest information and refer to our school Facebook page. We will also endeavour to contact parents/carers by text or email.

http://www.westfield-inf.leics.sch.uk/general-information/
Westfield Infant School Facebook Page
[bookmark: _Toc78275403]Emergency Contact
We will ask you to complete a detailed form for our records.  If your child is taken ill or has an accident at school we will need to contact you and it is essential that you keep us informed of any changes in your circumstances.  It is often helpful if you give a number of alternative contacts, i.e. a grandparent or neighbour.  You are required to provide at least two people we can contact.
[bookmark: _Toc78275404]Extracurricular Activities
Throughout the school year there is a full programme of after school extracurricular clubs.  There is a wide range of clubs on offer such as art and crafts, music, dance and sporting clubs.  These clubs are mainly offered to Year 1 and Year 2 pupils.  
 
When an outside organisation is running the club a cost is incurred and payment is made directly to them.  Further details are available from the school office.
 
All Year 2 pupils learn to play the ocarina as part of their music lessons. Year 2 pupils have the opportunity to learn to play the recorder.  Lessons take place as an out of school hours activity and all the pupils take part in an assembly performance.
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[bookmark: _Toc78275405]Governors
The School Governors are responsible for all aspects of management and education.  The Governing Board of Westfield Infant School is very involved in the life of the school.  A list of Governors is included in this handbook (page 25) and they are always happy to discuss any matter with parents/carers.
 
Meetings of the full Governing Board are held twice a term and if you would like any matter to be discussed please contact one of the parent Governors who are your representatives.     

http://www.westfield-inf.leics.sch.uk/topic/Governors
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[bookmark: _Toc78275406]Health and Safety
Parents/Carers who walk to school are asked in the interest of safety to use the walkways and not walk across the car park.  It is much safer to use the pavements on Rosemary Way and the walkway than to walk along Ashford Road, where there is no access.  Governors have spent time discussing the problem regarding safe access to school and the Governors Premises and Health and Safety sub-committee are continually looking at ways of reducing danger during the journey to school.  As an additional safety measure, automated gates are in operation. Access is for staff, special needs transport and anyone displaying a disabled badge.  Further details are available from the school office.
 
Parents/Carers are asked to walk to school or park and walk from an area outside the ’Star Zone’.  Further details will be given termly.
 
Smoking is not permitted in school or the grounds surrounding the school.  All visitors are requested to respect this rule and co-operate in this matter.  In the interest of health and safety for all pupils, dogs (except Assistance Dogs) are not allowed in the school grounds.
 
The school values the health of pupils, staff and visitors.  We aim to offer a curriculum and environment which promotes Personal, Social, and Health Educational issues.  In recognition of this aim, Westfield Infant School was re-accredited with the Leicestershire Enhanced Healthy School status and continues to maintain this standard. Westfield Infant School has also achieved the Bronze (2015), Silver (2016), and Gold (2017 and 2022) Food For Life Awards.
[bookmark: _Toc78275407]Holidays
The school year comprises 380 sessions and apart from illness and other exceptional circumstances children are expected to attend school for the full number of sessions.
 
Family holidays should be taken during school closure periods and not during school term time.  For more information please contact the school office.
[bookmark: _Toc78275408]Homework
After a busy day at school pupils need time to play and relax.  However we encourage the pupils to take reading and library books home to enjoy with their family, they also have a contact book which is kept in the book bag.  This provides parents/carers and school staff with the opportunity to communicate about progress, it also illustrates to the pupil the importance of links between home and school.
 
Pupils will have work to do at home.  The school uses two online learning platforms, Tapestry (for Reception pupils) and Seesaw* (for Year 1 and 2 pupils), to which learning activities are regularly uploaded. Homework can include an activity linked to their topic, mathematics and spellings to learn (the list of focus sounds/spelling rules for each term are also available on the website). If you are unsure about how to help please don’t hesitate to contact the class teacher. 
Any time, support and encouragement you can give your child will help his or her progress at school. Further details are available in the Homework Policy, a copy of which is available from the school office or on the school website: 
http://www.westfield-inf.leics.sch.uk/policies-1/

* The use of Seesaw is currently under review following consultation with parents / carers.
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[bookmark: _Toc78275409]Illness
When your child is ill please inform the school office on the first day of their absence.  We have an automated telephone system which allows you to leave a message both inside and outside school hours. If the school is notified in writing or by telephone the absence will be deemed ‘authorised’.  We are required by the Department for Education (DfE) to publish attendance records. These details are recorded annually on individual attendance reports.
[bookmark: _Toc78275410]Inclusion/Equal Opportunities
Westfield Infant School has a policy of offering all pupils the opportunity to be included in the full life of the school. We believe in equal opportunities and treat each pupil as an individual irrespective of disability, race or gender. Books and resources are also selected to reflect our policy on inclusion. The staff and Governors are aware that the behaviour and attitudes of all the adults in the school provide role models for the pupils.  The school holds the Inclusion Quality Mark and is recognised as a Flagship school.
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[bookmark: _Toc78275411]Meals
The catering staff work hard to provide the pupils with a varied diet of high quality healthy meals.  A daily choice is available and special diets can be catered for.  
 
There is a menu board displayed outside the kitchen with the weekly menu on it.  

All pupils at Westfield Infant School are entitled to Universal Infant Free School Meals which provides a hot meal at lunchtime for your child.

There is additional support available for pupils who need encouragement during lunchtimes.

Applications for Free School Meals (Pupil Premium Grant)

Families who believe they may be eligible for Free School Meals should telephone:
                  School Food Support on
                         0116 305 6588 or
                         0116 305 7093
who have a central database and will be able to advise you immediately.  For further information please see the office staff.

If you wish your child to go home for their lunch they cannot be returned until teaching staff resume their duties at 12.15pm (EYFS), 12.45pm (Y1) or 1.15pm (Y2).  A form to arrange for your child to go home at lunchtime is available from the school office.
[bookmark: _Toc78275412]Medicines
We are unable to be responsible for giving pupils prescribed medicines and tablets except for serious or long term ailments such as asthma and epilepsy.  Class teachers are not authorised to keep medicines in their classrooms.  Inhalers may be carried by a pupil, for example in a ‘bum bag’, but we do suggest a spare inhaler is kept in school.

We encourage parents/carers to come into school to administer any temporary medicine that may be required.  If medication has been prescribed to be taken 3 times a day there is no need for it to be given at school.  If, however, medication needs to be given 4 times a day and there is no parent/carer available to administer this then a form, which is available from the office, should be completed.
 
Any child with medication in school (including inhalers) must have an authorisation form completed by parents/carers.  These are available from the school office and are on the school website.
https://westfield-infant-school.secure-primarysite.net/health-and-wellbeing/
[bookmark: _Toc78275413]Mid-morning Playtime
During the Reception year pupils are provided with a named water bottle.  Water is available in the classrooms and water fountains are available on the playground.   
This school is part of the National Fruit Scheme and all pupils are offered fruit at playtime.  There is no charge for this.
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[bookmark: _Toc78275414]Organisation of Classes
Class organisation is reviewed each year.  Classes are organised according to the needs of the pupils in each year group.   At times classes join together for singing, dancing and other activities as appropriate.  This enables the pupils to become familiar with all the staff.  During special events pupils may work in mixed aged classes across the age range.
 
The school is also fortunate to have an MLD Unit for pupils with Education and Health Care Plans (EHCPs).  This class is staffed by two teachers and a range of support staff according to pupil need.
 
Whenever possible pupils are included with other classes either as a group, for example during assembly, or on an individual basis.
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[bookmark: _Toc78275415]Pastoral Support
Pastoral support is provided by the class teacher who will get to know your child well, with assistance from all the staff.  ELSAs (Emotional Learning Support Assistants) are available to the children in Reception, Year 1, Year 2, at lunch time and during outdoor learning throughout the school day. Our Pastoral Manager, Zoe Knight, works with families whose children are experiencing difficulties at home. At lunch time a team of supervisors and play leaders care for the pupils.  Many of them know the pupils well from working in the classrooms with them.  At lunchtime PlayPod equipment is available to promote creative play.  We also run Mudbusters (based on the Forest Schools Scheme) that offers the opportunity to develop confidence and self-esteem through hands-on learning experience.
 
Parents/Carers are requested to keep the school informed about major worries or changes in home circumstances.  Such things can affect a child at school and all those having contact with your child will need to be aware of such changes.
 
Our first concern is your child’s welfare and there may be occasions when we have to consult other agencies even before we contact you.  Should this be necessary we want to reassure you that any concerns we have about your child will then be fully discussed with you after we have talked with the other agency.  The procedures we follow have been laid down by the Leicestershire Area Child Protection Committee.  If you want to know more about this procedure please speak to the Headteacher.  Whilst under school supervision every effort will be made to provide the care which any responsible parent/carer would expect to give.

Westfield Infant School is an Operation Encompass School.  Operation Encompass is a police and education early information sharing partnership enabling schools to offer immediate support for children and young people experiencing domestic abuse.  Information is shared by the police to the school’s trained Key Adult prior to the start of the next school day after officers have attended a domestic abuse incident.  This enables schools to offer appropriate support dependent upon the needs and wishes of the child.
 
Our school feels it is of the utmost importance to have good systems for protecting children and safeguarding their welfare throughout all the activities the school undertakes.  This means that staff and volunteers must be alert to possible concerns about every pupil and report these in a proper fashion. The school has a Safeguarding and Child Protection Policy (called Keeping Children Safe at Westfield Infant School).  Parents/Carers may request a copy of this.

It is important for parents/carers to be aware that:
· Staff and volunteers in the school have a duty to report concerns about a child, whether this means the child may be in need of additional support or help of some kind or whether it is thought that a child may have been abused or be at risk of abuse.
· There are four categories of abuse: physical, sexual, emotional and neglect.
· In some cases the school is obliged to refer children to children’s social care staff, for children to be assessed for their needs or if an investigation into possible child abuse is required.  In many cases there will already have been discussions between school staff and the parents/carers of the child, and the situation and concerns will not be a surprise to the parents/carers.  However, parents/carers may not be told that the school has referred their child to children’s social care if it is thought that this may put the child at risk.
· Children’s social care tries to carry out its enquiries in a sensitive fashion.  It has to gather information and generally it can be open with parents/carers about the steps being taken.
· If you think your child may have been abused you should contact the First Response Children’s Duty Team.  If you think the abuse may have happened in school, contact the Headteacher/Designated Safeguarding Lead who is Adam Squires.  If you think your child has been hurt, arrange to visit your doctor.  Comfort and reassure your child.

Inclusion is an integral part of the philosophy and ethos at Westfield Infant School.  Every pupil is supported and encouraged to be included in all aspects of school life according to their individual needs whenever it remains a positive experience.

http://www.westfield-inf.leics.sch.uk/policies-1/ 
[bookmark: _Toc78275416]Parent/Carer Help in School
We are always grateful for extra help in school and there are many activities that we need help with.
 
You could enquire about becoming a Westfield Bookworm and support children by hearing them read.
 
We also have special weeks/days such as Healthy School Week or Themed Days.  Again help is always appreciated.
 
Throughout the year there are a lot of opportunities for parents/carers and extended family members to attend sessions in school to find out about how to support learning at home.  Look out for newsletters and further details that will be sent home during the school year. 
[bookmark: _Toc78275417]Photographs taken of Children 

When a child starts at Westfield Infant School we issue a Parent/Carer consent booklet.  In this you can give permission for photographs of your child to be taken and used around the school, on the school website and sent to the press.
Due to the restrictions we have to work to we do not allow mobile phones which are able to take photographs to be used on the school premises or any other photographic equipment.  This includes staff, Governors, parents/carers and visitors.
 
The website is regularly updated with photographs and photographs of the Christmas plays are available to purchase from the school.  Governors have been informed that any manipulation or distribution of images of children could result in prosecution.  http://www.westfield-inf.leics.sch.uk/policies-1/
[bookmark: _Toc78275418]Use of Personal Electronic Devices

The use of all personal electronic devices, including mobile phones, is prohibited within the school and grounds.  This applies to all staff, Governors, parents/carers and volunteers.
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[bookmark: _Toc78275419]Relationships Education
From September 2021 the school has a statutory duty to teach Relationships Education. The focus is on teaching the fundamental building blocks and characteristics of positive relationships, with particular reference to friendships, family relationships, and relationships with other peers and adults. This starts with pupils being taught about what a relationship is, what friendship is, what family means and who the people are who can support them. Children are taught how to take turns, how to treat each other with kindness, consideration and respect, the importance of honesty and truthfulness, permission seeking and giving, and the concept of personal privacy. 

A copy of the Relationship Education policy can be found on the school website.
[bookmark: _Toc78275420]Religious Education
Religious Education is seen as a vital part in the education and development of our pupils, focusing upon the spiritual and moral dimensions of life.  Pupils are encouraged to respond to each other and the adults around them in a caring and sharing way.
 
The Leicestershire Agreed Syllabus is used as a basis for our teaching and Religious Education is non-denominational.  We encourage the pupils to recognise that we live in a multi-cultural society sharing religious festivals and beliefs of other cultures beside Christianity.
[bookmark: _Toc78275421]Reporting to Parents/Carers
Formal Annual Reports are sent home towards the end of the Summer term.  There is an opportunity to discuss these reports during Open Evening.  At the end of Year 1 reports will include the outcome of the Phonics Screening Check. At the end of Year 2 the Reports will also include Mathematics, English and Science Teacher End of Key Stage 1 Assessments.  Also included in the Annual Report will be information about your child’s behaviour and attitude to learning.
 
Parents/Carers are invited into school for pupil progress discussions twice a year.  These evenings are during the Autumn and Spring terms and we use an appointment system.  Dates are given at the beginning of the year and we hope to see a parent/carer of every pupil.

For parent/carers not living with their child we can arrange for telephone pupil progress discussions to take place to enable you to be kept up-to date with your child’s progress at school.
 
If you are at all concerned about your child or any aspect of your child’s development, please do not leave it until the formal Pupil Progress Evening to share your concern.  We are always willing to make arrangements with parents/carers to discuss any matter.
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[bookmark: _Toc78275422]School Aims and Values

Westfield Infant School has adopted the adage:  Everyone learning together through work and play
Westfield Infant School promotes an inclusive, healthy, safe and creative learning environment in which every child will have the opportunity to achieve their full potential.

Staff and Governors will encourage an ethos where
· Children learn to value themselves and others at school, at home and in the wider community.
· Children achieve well in a variety of areas, showing their diverse strengths
· Children develop the strength of character to be resilient and responsible
· The school is fully inclusive to all children, whatever their individual needs
· There is a strong, mutually supportive relationship between the school and parents / carers, which enhances children’s development 
To develop this ethos, the school has adopted the following values – the 5Rs:
· Resilience. We keep trying, especially when something is difficult. We don’t mind if we make a mistake and we like a challenge.
· Respect. We treat others the way we would like to be treated. We always show good manners and we are honest and tell the truth.
· Responsibility. We show that we can do things for ourselves, and not always rely on others to do things for us. We try to make the right choices about how we learn and behave.
· Recognition. We celebrate everybody’s achievements and efforts so that we feel good about ourselves and others.
· Relationships. We are friendly and welcome others to join in. We listen to others and consider their thoughts and feelings. We work together.

The school also subscribes to the Framework for Ethical Leadership in Education, which promotes the following principles:
· selflessness
· integrity
· objectivity
· accountability
· openness
· honesty
· leadership
[bookmark: _Toc78275423]School Association
The Westfield Infant School Association (WISA) is an organisation to which all parents/carers, staff, Governors and friends of the school automatically belong.  A variety of events are organised throughout the year and your help and support will always be appreciated.

There are noticeboards with WISA information situated in the foyer and on the playground, and regular letters are sent home keeping you informed of forthcoming meetings and events. WISA also has a Facebook page.

http://www.westfield-inf.leics.sch.uk/general-information/
[bookmark: _Toc78275424]School Council and Eco Warriors
Part of the Citizenship curriculum encourages pupils to develop into caring and responsible citizens.  The School Council is made up of representatives from the Year 2 classes. They meet regularly with staff to discuss issues raised by pupils and with the support of staff and parents/carers they also hold fund raising events.
 
The Eco Warriors are Year 1 or Year 2 pupils who help to encourage recycling and raise awareness of other environmental issues. We also have Junior Librarians who help with tasks in the School Library.

[bookmark: _Toc78275425]School Hours
The school day for Reception pupils is      
8.45a.m. - 11.30a.m.
12.20p.m. - 3.15p.m.
The school day for Year 1 and Class 7 is 
8.45a.m. - 12.00p.m.
12.50p.m. - 3.15p.m.
The school day for Year 2 is
8.45a.m. – 12.30p.m.
1.20p.m – 3.15p.m.
 
There is a mid-morning break of 15 minutes for all pupils.
 
The school day starts promptly 15 minutes after the arrival time, at which time children should be ready for lessons to start. Between 8.45a.m. – 9.00a.m. pupils may arrive and enter through their class door.  Pupils should be encouraged to enter school independently and staff are available to assist pupils with being responsible for organising their own belongings in readiness to start their learning.
 
At the start of the school day support staff are available at each entrance door.  They are able to take messages that are then passed onto the class teacher.  At that time the teaching staff are busy with the pupils in the classrooms.  All teachers see their class to the door at the end of the afternoon and if you need to see them they will be more than happy to discuss matters with you then.  We do ask for your co-operation as a crowded cloakroom and corridor creates dangers for our pupils.
 
Pupils arriving after the start of the school day must enter school via the main reception area.  Parents/Carers must enter the child’s details on the e-sign in system.  A late report is completed weekly and passed onto the School Education Welfare officer who will contact parents/carers of pupils whose lateness gives cause for concern.
 
Every effort should be made to collect your child promptly at the end of the day. However if for any reason you are delayed or there are changes in arrangements please inform the office.  When the pupils leave school they are seen out by a teacher who checks they leave with an adult authorised to collect your child. It helps the staff if parents/carers make themselves noticeable e.g. with a wave, as we can then hand the children directly to them.
[bookmark: _Toc78275426]School Health Service
Parents/Carers are usually invited to attend any medical examinations conducted by a school nurse, but not those by the dentist, or audiometrician. Following a school screening you will be informed in writing if there is any cause for concern or if a further examination is felt to be necessary.
 
A text messaging service is also available for parents/carers of children aged 0 – 19. You can get advice from the public health nurses (health visitors and school nurses). 
Text: 07520 615382
You can get advice on the following:
· Feeding and Nutrition
· Child Development
· Parenting Advice and Support
· Emotional Health and Wellbeing
· Behaviour Difficulties
· Family Health     
[bookmark: _Toc78275427]School Sports
Our main aim for every pupil is that they will enjoy and participate in physical education activities. Westfield Infant School has achieved an AfPE Quality Mark for Physical Education and Sport from Sport England.  This was in recognition of the commitment the school has shown to promoting the benefits of physical activity and school sport.  
 
All classes have 2 or 3 sessions of PE each week and all pupils have an equal opportunity to learn and participate in all sports.
 
During the fine weather we are able to use the playground or the Junior School field.  
 
We hold a sports day during the Summer term which enables parents/carers to see their child participating in races and activities.  
[bookmark: _Toc78275428]Security
Parents/Carers coming into school to help are requested to sign in at the school office using the e-sign in system and wear a badge whilst in school.
 
Staff and Governors take the safety of all pupils seriously and your co-operation in these matters is appreciated.
 
If you collect your child during the school day to attend an appointment they will need to be signed in and out in the reception area on the e-sign in system.

Staff and Governors promote Westfield Infant School as a safe place, where relationships between staff and visitors, especially parents/carers, demonstrate mutual respect and recognition of shared responsibility for pupils’ welfare and educational progress.

If a parent/carer behaves in an unacceptable way towards a member of the school community, the head teacher or appropriate senior staff will seek to resolve the situation through discussion and mediation.  If necessary, the school’s complaints procedure will be followed.  Where all procedures have been exhausted, and aggression or intimidation continue, or where there is an extreme act of violence, a parent/carer may be banned by the head teacher from the school premises for a period of time, subject to review.

https://westfield-infant-school.secure-primarysite.net/policies-1/
[bookmark: _Toc78275429]Sex Education
Sex Education is not formally taught.  Visits to farms, class discussions and books may lead to the pupils asking questions.  Direct questions are answered honestly, sympathetically and in simple terms. 
[bookmark: _Toc78275430]Special Educational Needs and Disability
At Westfield Infant School the staff get to know the children very well.  To us every child is a ‘special child’ and has his/her own needs requiring encouragement and recognition as an individual.
 
From entry into the school we closely monitor the progress of every pupil and whenever possible those pupils requiring extra help will be supported within the classroom working in a smaller group, with extra adult help.
 
If it is considered necessary staff will arrange for a pupil to have a Westfield Support Plan.  This will help the adults at home and at school to target the areas a child needs support with.  At times it may be necessary to seek specialist advice and help from external appropriate agencies.
 
Parents/Carers are kept fully informed at all stages and encouraged to work with the school in helping a child who is experiencing problems to feel positive about their strengths.  Parents/Carers are encouraged to share any concerns they may have.
 
The school is built on one level and has ramps to the entrance of Class 1, Class 7 and The Sunbeam Base. Access to all areas within the school is available for physically challenged pupils.  
 
The school has a policy on Special Educational Needs and Disability and parents/carers can obtain a copy of this document from the school office.  This document is also on the school website.
 
A booklet is available explaining how we support pupils with Special Educational Needs.  A copy is given to the parents/carers of any pupil on the Special Educational Needs Record.  

http://www.westfield-inf.leics.sch.uk/special-educational-needs-send/
[bookmark: _Toc78275431]Social Media
If there is a concern about your child at school or a matter related to someone else’s child, the matter should be brought to the attention of the Headteacher or appropriate member of staff.  It is unacceptable that these matters are aired in any online public forum e.g. Facebook.  Inaccurate information can seriously prejudice both the investigation of the incident and compromise the reputation of the school unfairly.  A comment about other children or a member of staff is totally unacceptable and if threatening or defamatory the school would consider, with the parent/carer or member of staff, whether legal action is warranted.
 
This school has the safety and welfare of all its pupils as the highest priority.  Parents/Carers who undermine the school’s capacity to achieve this by broadcasting their version of events on Facebook, Twitter or other social media sites are doing a great disservice to the whole school community.
The school does have a Facebook Page.  The page is for information on upcoming school events, school activities and general announcements only.
[bookmark: _Toc78275432]Spiritual, Moral, Social and Cultural Development
In line with the Leicestershire County Council policy on multi-cultural education the school seeks to:
· Prepare pupils to live harmoniously and with equal opportunity.
· Build upon the strengths of the cultural diversity in our society.
· Define and combat racism and any discrimination practices within the school.
· Meet appropriately the particular educational needs of all pupils, having regard to their ethnic, cultural, linguistic and historical attachment.
 
Positive steps will be taken to ensure that no aspect of the curriculum will reflect discrimination against any race or culture. Resources will be carefully selected to display racial balance and present good images of people from other cultures.
 
Any form of racism is totally unacceptable at Westfield Infant School and will not be tolerated.   Our pupils are growing up in a multicultural society and it is essential that they prepare for adulthood with this in mind.  

Westfield Infant School is committed to high quality education and to serving its community and surrounding areas. We recognise the multicultural, multi-faith and ever changing nature of the United Kingdom and actively promote these fundamental British Values by delivering a broad and balanced curriculum.

At the heart of our school is a set of core values:
· Respect
· Democracy
· Aspiration
· Co-operation
· Honesty
· Resilience
These values underpin our whole curriculum and school life and aim to ensure our pupils leave Westfield Infant School as happy, secure, caring and responsible citizens in a global society.

http://www.westfield-inf.leics.sch.uk/policies-1/
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[bookmark: _Toc78275433]Teaching Hours
Of the 32.5 hours the pupils are at school the total time spent on teaching in a normal week is 24 hours.
The remaining time is spent on registration, playtime, collective worship and changing time for P.E.
[bookmark: _Toc78275434]TELA

TELA stands for Thomas Estley Learning Alliance.  This is a group of 26 Primary Schools and 15 Secondary Schools who work together collaboratively across South Leicestershire.
http://telaonline.co.uk/

Westfield Infant School, as part of the Thomas Estley Learning Alliance, are committed in helping to train the next generation of outstanding teachers.  TELA offers Primary and Secondary School Direct Initial Teacher Teaching. We provide you with the opportunities, training, support and rewards you need to develop and build a stimulating and successful career in teaching

Term Dates 2022/2023
Autumn Term 2022
School Opens			Tuesday 30 August
Half Term			Monday 17 October – Friday 21 October
School Closes			Friday 16 December

Spring Term 2023		
School Opens			Wednesday 4 January
Half Term			Monday 20 February – Friday 24 February
School Closes			Friday 31 March

Summer Term 2023
School Opens			Monday 17 April
May Day			Monday 1 May
Half Term			Monday 29 May – Friday 2 June
[bookmark: _GoBack]School Closes 			Thursday 13 July

(These dates include Closure Days used for staff training.  Parents/Carers will be notified as soon as possible of any changes to the above.)
[bookmark: _Toc78275435]Transfer and Liaison with Other Schools      
Staff and Governors from Westfield Infant School work with local schools and schools some distance away.  This is for training and further development.  All staff and Governors work together to constantly improve the education offered to the pupils in our schools.
 
We have close links with Westfield Junior School and Year 2 pupils make regular visits to the Junior School.  Every effort is made to make the transition as smooth as possible and the staff of both schools work together to see that Year 2 pupils move happily and successfully to Key Stage 2.  

[image: ]

[bookmark: _Toc78275436]Uniform
There is an optional uniform which is worn by the majority of pupils. Sweatshirts, cardigans, polo shirts, t–shirts, fleeces, dresses and jogging bottoms are available.  The school colour is royal blue and all the items are embroidered with the Westfield Bear Logo.  School uniform is available from
Hole in the Wall
11, Lower Bond Street
Hinckley
LE10 1QT
Tel: 01455 637475   Fax: 01455 613606

Alternatively, there is a limited supply of recycled uniform available at school.  Parents/Carers are encouraged to recycle any old uniform in this way and it is then available to purchase from the school office for a small donation.
 
Book bags, PE bags and Summer baseball caps are available from the school office.
It is helpful if all clothing is named as this makes it easier to sort out clothes and identify lost property.

PE Kit 
For PE a change of clothing is required at all times and should be kept in a named PE bag.  Each pupil will require; plimsolls, shorts, and a t–shirt.
 
Personal jewellery should not be worn and earrings should be removed or covered with tape for P.E. lessons.  This is for the safety and well-being of your child. 
[bookmark: _Toc78274591][bookmark: _Toc78275437]Valuables and Money
Please do not allow your child to bring valuables to school unless a special arrangement has been made with a member of staff.  The school cannot accept responsibility for any items that are lost.  Money for visits should be sent in an envelope clearly marked with your child’s name and class, or paid for online following instructions sent by the school office.
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[bookmark: _Toc78275438]Who’s Who at Westfield Infant School


Teaching Staff
Mrs Katherine Chuter	B.A. (Hons) QTS
Deputy Headteacher
Year Group Leader – EYFS
Subject leader for Computing
Shared responsibility for Pre-School/EYFS Liaison 

Miss Jessica Ellis                    B.A. (Hons) QTS
(Part time)
Subject Leader for History
 
Mrs Georgina England          B.A. (Hons) QTS
(Part Time)
Joint Subject Leader for English
Shared responsibility for Pre-School/EYFS Liaison 

Mrs Phillippa Guest             B.Sc. (Hons) QTS
(Part time)
Subject Leader for Personal, Social and Health Education

Miss Louise Hamilton          B.A. (Hons) QTS
Lead Teacher in MLD Unit, Subject Leader for Outdoor Learning and Design Technology

Mr Samuel Harries                     B.Ed. (Hons) QTS
Year Group Leader – Year 1
Subject Leader for Mathematics

Mrs Laura Hutchinson B.A. (Hons) QTS
(Part Time)
Subject Leader for R.E and Multicultural Education
  

Mr William James                     B.A. (Hons) QTS
Year Group Leader – Year 2
Subject Leader for Physical Education
 
Mrs Beth Leeson     B.A. (Hons) QTS
(Part Time)
Joint Subject Leader for English
Shared responsibility for Pre-School/EYFS Liaison 

Mr George Maksymiw           B.A. (Hons) QTS
PPA Cover for Years 1 and 2

Miss Demi Marvin 	B.A. (Hons) QTS
Subject Leader for Art and Design

Mrs Jane Parkes                 B.A. (Hons) PGCE QTS
(Part Time)
Subject Leader for Music
Shared Responsibility for Parent/Carer Partnership

Mrs Helen Richards            B.Sc (Hons) PGCE QTS
(Part Time)
PPA Cover for Year 1 and Year 2

Miss Charlotte Robinson     B.A. (Hons) PGCE QTS
Subject Leader for Science

Mr Adam Squires 	B.A. (Hons) PGCE QTS
Headteacher
Inclusion Manager
Designated Safeguarding Lead

Ms Laura Taylor 		B.Sc. (Hons) PGCE QTS
SENCO (Mainstream) 
Miss Lucy Turner	             B.A. (Hons) PGCE QTS
Early Careers Teacher




Mrs Judy Wood                 B.A. (Hons) QTS
Shared responsibility for Pre-School/EYFS Liaison 
Subject Leader for Geography
 



Office Support
Mrs Gillian Babic - Office Administrator
Mrs Lesley Worthington - Clerical Assistant
Mr Tim Clarke -  School Finance Adviser

Higher Level Teaching Assistant
Ms Claire Burrows – EYFS Lead Practitioner 

Learning Support Assistants (Main School)
Mrs Carol Bailey
Miss Rachel Banbury
Miss Stacey Buzzard
Miss Hayley Clarke
Mrs Rebecca Dawson
Mrs Kelly Farrell
Mrs Katy Harris
Mrs Sue Huddlestone
Miss Louise Knight
Mrs Marie Mottershaw
Mrs Kelly Pegg
Miss Sarah Roper 
Mrs Jodie Smith
Mrs Lisa Toms
Mrs Claire Tunnicliffe
Mrs Cheryl Wilson 
Mrs Laura Warren

Pastoral Manager
Miss Zoe Knight

Support Staff for Outdoor Adventure/Learning/Mud Busters
Miss Rachel Banbury
Miss Louise Knight

Support Staff in Class 7
(MLD Unit)
Mrs Julie Dickins 
Miss Rebecca Hall 
Mrs Lottie Greenwood
Mrs Alison Lunn 
Mrs Lisa Swain



Premises Officer
Mr Richard Mackinder
 
Lunchtime Supervisors
Miss Jo Woore – Midday Manager
Miss Leah Barness
Mrs Sarah Park
Miss Alice Pankhurst

Lunch-Time Support
Mrs Carol Bailey
Miss Hayley Clarke 
Mrs Sue Huddlestone
Miss Louise Knight
Miss Marie Mottershaw
Mrs Kelly Pegg
Miss Sarah Roper
Mrs Lisa Toms
Mrs Claire Tunnicliffe
Mrs Cheryl Wilson

Catering Staff                         
Mrs Karen Coleman (Catering Manager)
Mrs Susan Freeman
Mrs Michelle Jackson
Miss Carley Mason
Mrs Jane Urquhart
Ms Andrea Walters

Members of the Governing Board  
Governor by choice
Mr Adam Squires
Parent Governors
Mrs Samantha Robertson Berridge
Mr Rob Hawkins
Community Governors
Mrs Beverley Chilolo
Mr John Poultney
Mrs Gail Steele (Chair)
Ms Laura Jeffs
Mrs Jane Henderson
Staff Governor
Mrs Katy Chuter
Clerk to the Governors
Mrs Anne Egan

[bookmark: _Toc78275439]Working Together

It is our hope your child will be happy at Westfield Infant School.  It has been established that children make the most of their time in school when there is good communication between home and school. Parents/Carers are partners and it is most important that you establish regular contact with your child’s class teacher.
 
We hope that you will take an active interest in your child’s education by supporting school events and helping us to promote the importance of our school within the community.     

Curriculum Events and Family Learning Programmes are organised when parents/carers can meet the staff and find out more information about methods of teaching and learning at school.

If required every effort will be made to provide written information in alternative formats.  Please contact the school office for further details.
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