	Governors Role
	Name

	Chair of Governors - LA
	Cath Sharples

	Vice Chair -Foundation
	Neil Smith

	Foundation - Vicar
	TBC starting Jan 23

	LA Governor
	Alan Ashworth

	Associate Governor (GDPR)
	Mark Brocklehurt

	Parent Governor (safeguarding)
	Matt Littlewood

	Parent Governor
	Catherine McHugh

	Staff Governor
	Michelle Moulsher

	Head Teacher
	Mandy West

	Clerk
	Sarah Lilly
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	Visiting Staff

	Name 
	Purpose
	Day

	Michelle Smith
	Keyboard
	Friday/Thurs

	Martyn Lewington
	Brass
	Wednesday

	Phillip Davis
	Strings/Cello
	Friday

	Claire Edwardson
	Violin
	Monday

	Mark Whitman (Interm IT)
	ICT technician and support
	Thursday a.m.
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	Name
	Responsibility

	Head Teacher
	Mandy West
	Assessment Safeguarding

	Year 6
	Serina/Louisa
	

	Year 5 
	Jack Pickering
	

	Year 4
	Brandon Ralph
	

	Year 3
	Amy Sadler
	

	Year 2
	Julia (KS1/FS)
	

	Year 1
	Enzo Vullo
	

	Reception
	Kirsty/Mia
	

	Nursery
	Lesley/Miriam
	

	
	Angela Saggers
	KS2 maths

	
	Michelle Moulsher
	Deputy PSHE

	
	Emily Wheatley
	MFL 3 days (maternity)

	
	Nisha Cox
	RE 2 days

	Music
	Sarah Earl
	Music 1.5 days

	PE/Sports Lead
	Caroline Clayden
	PE

	SEN Specialist TA
	Caroline Kearey
	TA

	ICT Specialist TA
	Lorraine Winser
	TA

	Year 6 TA
	Christie/Amanda
	

	Year 5 TA
	Lucy
	

	Year 4 TA
	Claire
	

	Year 3 TA
	Bev
	

	Year 2 TA
	Amanda/Lisa
	Julie Johnson 1:1
Teresa 1:1

	Year 1 TA
	Kelly
	

	Year R TA
	Donna/Cindy

	Year N NN
	Steph Glasgow
	

	MSA
	Teresa  Pegram
	

	ASC
	Caroline K, Christie W, Claire E, ,

Caroline C Julie Johnson

	Administration
	Claire Abbs

Dawn Oakes
	Secretary

Admin Assistant

	Caretaker 
	David Counsell
	

	Cleaners
	Brian Collier
Plus team
	

	Kitchen
	Sue Willing

Julia and Amanda
	Cook









































































































































Welcome to 





High Wych CE Primary School








Our School: We are a school with a Christian ethos where all children are welcomed, valued, happy, challenged enthusiastic learners.


We feel that the information in this booklet is useful for all our new staff.  











1. Before you start


Make sure you have a copy of-


Teaching and Learning policy


Accident and incident reporting procedures/query sheet


Health and safety policy/trips policy


Fire drill procedure


School policies 


Child protection/safeguarding policy


Planning and assessment


Curriculum maps


Logins for J2E for homework





2. Meet and greet


Smile


Meet


Introduce


Lead


Engage





The Head should authorise any correspondence before it is sent home preferably on Schoolcomms, the office need to have a copy.


























In order to ensure that all those who come to High Wych feel they are welcome, we expect staff to greet all with a smile and a friendly word.











Golden Rules 


Do be gentle                  �
Do not hurt anybody�
�
Do be kind and helpful  .�
Do not hurt people’s feelings�
�
Do work hard                  �
Do not waste your or other people’s time�
�
Do look after property   �
Do not waste or damage things�
�
Do listen to people         �
Do not interrupt�
�
Do be honest                  �
Do not cover up the truth�
�
Times of the day.  


8.40 – 11.40		Nursery session


8.40-9 & 3.15-3.45     	Main gates open 


8.50 			Bell goes


8.50 - 9.00 		Registration


10.45 – 11.00		Break time KS2


12.15 – 1.15 		Lunch time


3.20                          	End of School











6. Assemblies (please be prompt)


Monday	– 9 a.m.      	-Head Teacher’s assembly	                         


Tuesday	- 11.55 a.m.     	-Vicar’s assembly from January	                         


Wednesday	- 12 a.m.     	-Staff/Class assembly                                                 


Thursday	- 12 a.m.     	- Singing assembly 


Friday		- 2.40 p.m.   	-Celebration assembly in church?	  


At Easter, Harvest and Christmas, we visit St James church for services.  We will also try to have one class assembly a term in the church organized by the teacher just for their class.  Year 6 are responsible for setting up the music system and chairs for assembly.


7. Presentation/Marking policy


Symbols to be used for English and Maths marking should be on the wall of each classroom.  All work should be marked daily in green pen in accordance with the policy.


8. Planning and recording


Your planning file should be on server or paper and ready at all times using the agreed proforma for all subjects. TAs should have a copy of your planning in advance preferably.


Schemes of work and curriculum map should be followed.  Annotate IEP’s as you plan and keep secure in your SEN file locked away. A sample timetable for your year group, plus cohort profile, and class transfer information will be discussed with you by your mentor. Teacher mark books should be kept of spelling and mental maths tests, certificates issued, worry box evidence etc.





9. Managing behaviour


We use positive behaviour reinforcement rather than criticism at High Wych, so that you praise the child that is doing right.  We use house points to reward good work and behaviour, plus share good work for a Head Teacher’s sticker.  House points are counted by children on Fridays. (For further details, see the behaviour policy.)








Our Aims


SUCCESS AND EXCELLENCE WITHIN A CARING CHRISTIAN ENVIRONMENT





At High Wych it is our vision to equip every child to …





be a life-long learner


work flexibly reaching their full potential across a broad curriculum


be a reflective, adaptive, resilient and confident individual 


know their own worth, feel safe and be fulfilled


have a high level of mental, physical and spiritual well-being 


have a moral code by which to live, based on Christian values 


        …. all developed within a caring Christian environment. 





The children’s vision: We are 'successful'


Selfless Understanding Courageous Compassionate Endurance Sincere Service Forgiveness Uniqueness Love








Our Christian values help us to be SUCCESSFUL














18. Dress Code/Conduct


Smart casual clothes to be worn, no jean material in any garment.  Midriff and tattoos must be covered. No flip flops or shoes without backs


Photocopier Use – Each member of staff will be issued with a code, please use responsibly and sparingly.


Mobile Phones – These should remain off during teaching time unless agreed with the Head for emergencies. Children must hand mobiles to the office. No FS to have mobiles.


Deadlines are there for a reason, please meet them.


Speak positively about others when in the company of colleagues.  If you have an issue with another member of staff, please act promptly to get it resolved.  Speak directly to the person concerned or to your line manager.


19. Staff room


Please clear up after yourself. 


Tea and coffee money is free. 


On Birthdays it is customary to bring in cakes for all staff!


20. Cameras/Photos/Website


Cameras – Each class is issued with a camera.  Do not use your own camera/phone to take photographs.


All photographs must be transferred to the Photographic Library on the Staff Server and not stored on laptops.  Please ensure you check the Pupil Images Policy.


Any information that you think would be useful on the website e.g. work, clubs, news etc please forward to Claire or Lorraine.


21. Staff Meetings  


These take place on Wednesday 3.30–5.00 pm., extra meetings may be necessary on Tues but notice will be given. 


Briefings are Monday 8.15 for teachers and 9.00 for TAs.


22. By the end of the First day/week


Send home appropriate reading book and diary.


Give timetable to Head to be agreed.


Agree class rules and create posters for the classroom.


Send (via admin) class letter with curriculum for the term.


Ensure homework is given out


Go out and greet parents at both ends of the day











16. General points


Children are encouraged to walk in silence around the school. They may need to practise and encouragement to do this.


House points, certificates and Head teacher awards are given out in assembly on a Friday. (use copy of certificate)


A uniform and PE kit list is available in the school prospectus.  Should you find that a child has no PE kit, you can send a prepared letter home.  Jewellery is not allowed except for stud earrings and a watch (from Year 2 upwards.) Children should take their earrings out during PE.  Hair should be tied back and staff should change for PE lessons.


The PE store is to be used ONLY by the teacher, which means that you have to remove and return the PE equipment that you need with the children or before and after school.  Please return all PE equipment to its original place and keep the cupboard tidy. 


We offer a number of clubs. All staff are expected to run a lunchtime or after school club, depending on interests.


Speak to our caretaker about the gates for padlock combinations and keypad codes. School will be open to staff from 7.30am and locked at 6.00pm. 


In order to help the cleaners, please ensure children stack their chairs at the end of the day and check that the floor is tidy.  Do not let them go until it is tidy.


ANY CORRESPONDENCE MUST BE CHECKED WITH HEAD BEFORE GOES OUT AND ALWAYS VIA ADMIN EMAIL.


17. First Aid


Minor injuries which need a plaster can be dealt with in class by the TA, if not send to the office not First Aid room.


TAs need to ensure the first aid boxes are ready for use.


A walkie talkie is in your classroom if you need an adult to help with an incident. The Head should be informed.


Accident report forms should be filled in for all injuries (in First Aid Room). Ice packs are in the freezer in 1st Aid room


Ensure you are aware of children with serious allergies. This information is on the server or ask the office.


Be familiar with the First Aid procedure/HS policy.



































School Prayer


Oh Lord


Bless Our school 


By working together and playing together 


 We may learn to serve you 


And care for one another


Amen





End of Day Prayer


As the school day draws to its end


We pray to God that He may send


His love and care into our hearts 


And stay near by


Till the new day starts


Amen
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We hope you will be happy at 


High Wych CE Primary 


and look forward to working with you.


























High Wych CE Primary School


High Wych


Sawbridgeworth


Herts


CM21 0JB


Tel: 01279 722109


Email: � HYPERLINK "mailto:admin.countessanne@thegrid.org.uk" ��admin@highwych.herts.sch.co.uk�








3. Start of the day


Guidelines on how to fill in the register on ARBOR are available from office. Please fill out correctly and promptly.


Punctuality –Teachers meet their class in the classroom from 8.40 a.m.


After any break, teachers should be ready to meet their class before the bell.  


4. Playground duties


Staff on duty take their class to the playground first.  While in the playground, they should actively interact with the children.  Teachers not on duty should then make their way out to the playground to meet their class before the bell goes.  Teachers should ring the bell once for everyone to stop and then a second time for the KS2 children to walk to line up on the playground.  


If a teacher is out or on a course, they should arrange to swap their duty or inform the supply teacher of their role.


WET PLAY- The teacher and TA stay in class and swap to grab a break. Children ONLY use designated wet play equipment in class.  Make sure rules are displayed on the wall and children are reminded of expectations


End of Day-Finish with the class prayer.  Walk your children to the door. Ensure a quiet and orderly exit. If a named person other than the usual carer is collecting a child, please ensure that the child is taken and handed over to the named person. ‘ASC children’ in KS1 and FS are collected by the ASC adult. 


5. Who to ask?


All the staff at High Wych share the responsibility of welcoming and supporting new staff, however you will also be assigned a mentor or buddy who has a specific responsibility to offering you a listening ear, help or advice.








10. Displays.


Displays should reflect the current learning on working walls for core subjects and be tidily mounted, with labels.  Classroom displays should be changed regularly.  Displays in the corridors should be labelled to show who produced them and changed each term.  A rota for this is decided each term.  Each class is responsible for maintaining its displays either inside or outside the classroom.  (See display policy)


All classrooms should display a visual timetable.


11. Purchasing resources


Pencils etc. are purchased through the consumables budget, which is managed by the Deputy/secretary.  Items for your subject area should be agreed with the Head first and then ordered via the pink book.


12. The role of the governors


Governing bodies are normally made up of governors who are: - Local Authority, parents, teachers, non-teaching staff, Community, Head,  and as a church school, we have Foundation governors.  Governing bodies must meet at least once a term, working in partnership with the Head. Governors visit the school. (See Gov visits protocol policy)


13. Training opportunities


All staff are entitled to a variety of training opportunities, either within or outside of school.  These may be identified and negotiated through performance management, with your team leader or induction co-ordinator.


14. Illness


If you are sick, please text/email Head by 7.00 am at the latest so that alternative arrangements can be made. If possible text the Head the night before or early on the morning (ensure you have the Head’s mobile number).  Planning should be left in school/on server and be up to date so planning can be followed by supply or emailed in ready for start of day.  If possible, please email your planning should your folder be at home and you are ill on Monday. 


15. School/Eco/RE Council


Council representatives are elected each year- 2 from each class (Yr 1 upwards).  Meetings are held weekly and reps feedback to class circle time meetings. 








23. Computers 


Staff laptops must be safely stored. Secure all classrooms when not in use. 


Daily work must be backed up onto the server. Do not use memory sticks to save work. Access the server from home.


Children’s iPads are housed in the trolley.  Staff must collect and return with their class as children are not permitted to in the first aid room.  Please charge upon return.


Rules for the ICT suite and the Internet Policy are displayed on the wall.  Online safety must be promoted at all times.  Should inappropriate material of a sensitive nature appear on screen please remind them to turn screen off immediately and contact Lorraine/Head. Do not turn off the computer.


The teacher must authorise printer use for children.


Turn projectors off each day to ensure the bulb’s lifespan. 


Herts Grid or Herts for Learning are valuable sources of information. Essential Online Resources � HYPERLINK "http://www.thegrid.org.uk/" ��http://www.thegrid.org.uk/� or http://www.hertsforlearning.co.uk


Speak to Lorraine regarding additional curriculum resources and email passwords.  Check your emails daily as the office will forward you information.  


24. Eco School


We are an eco school and practice eco efficiency whenever possible e.g. recycle white paper, turn off lights and taps when not in use and only print when necessary. We promote a variety of recycling schemes throughout the year; please assist your class in supporting these projects.  We have an eco council who are elected yearly.


25. Children’s handwriting


Please ensure children write with pencil or black Berol Handwriting pens only.  Blue ink pens for evaluations only. Felt tip pen must not be used. (See presentation policy). Have high expectations.


26. PPA


This is a time to Plan, Prepare and Assess groups or individuals, rather than mark.  Please use this time wisely.  This is usually covered through PE and Music. See timetable. 














