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Dear Parents/Carers,
A very warm welcome to our warm, caring and innovative school.
As the school’s first Principal, I am excited, privileged and hugely inspired by the
development of our distinctive new primary school in the town. In our seventh
year we have much to be proud of with some very strong progress figures as a
result of inspirational teaching experiences the children receive, and all wrapped
up in outstanding relationships between staff and the children.
Everyone in our school has a passion for every child to receive the best start to
their learning. I know that our teachers strive to meet children’s individual needs
by inspiring them to develop a love of learning through exciting, play based
activities in Key Stage 1 and the Foundation Stage, and then through an
emphasis on practical and relevant project work in Key Stage 2. We want our
children to develop essential life skills so they can practise what they learn in real
life situations. This is essential not only in Key Stage 2, but throughout school
and later life.
Our school is all about your children. Both myself and the whole team work
tirelessly to ensure that every child is offered outstanding provision at our school,
no matter what their ability level, or background. They get one chance. They
deserve the best. I want to hear regularly from parents about how they feel their
children are learning, from the children themselves and from the staff, so that
CVPS can say everyone is truly ‘empowered to achieve’ at our school, in line
with our school motto.
We look forward to sharing your child’s discovery of learning in partnership
together!

Debbie Wylie
Principal
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General School Details
Type of School:
Pupil admission numbers:

Free School known as an Academy Trust
30 pupils per year group

Places available

September 2019: Nursery, Reception, Y1,
Y2, Y3, Y4, Y5, Y6

School postal address:

Cramlington Village Primary School
Bowmont Drive,
Eastfield Lea,
Cramlington,
NE23 2SN

School Telephone number:

01670 735177

School website:

www.villageprimary.org

School email address:

info@villageprimary.org

The catchment area for our admissions when oversubscribed is a ten mile
radius from our front doors.
Our school is located in Northumberland but is not managed by the local
authority.
The school office is open between 8am and 5pm each day.
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Our school staff for September 2018 and their roles
Role of staff members

Name

Areas of Responsibility

Principal

Debbie Wylie

SDP, Finance, Teaching and Learning, Child
Protection, Looked after Children, Performance
Management,

Vice Principal

Amanda Milligan

SENDCo, Inclusion and Behaviour
Management, DSL Responsibilities

Vice Principal

Melissa Costello

Key Stage 2 Teacher, English Coordinator

Senior Teacher

Sarah Koratzitis

Key Stage 2 Teacher, Stem Coordinator

Senior Teacher

Lisa Brown

EYFS and Key Stage 1 Coordinator, DSL
responsibilities

Senior Teacher

Ashleigh Sprott

Mathematics and Forest School Coordinator

Teacher

Kirsten Hurst

EYFS Teacher

Teacher

Rebecca Simmons

EYFS Teacher and Music Specialist

Teacher

Charlotte Armitage

Key Stage 1 Teacher

Teacher

Louise Jones

Key Stage 1 teacher

Teacher

Michael Mullaghan

Key Stage 2 Teacher

Teacher

Nicole Weatheritt

Key Stage 2 Teacher, Coordinator for PE

Head Chef

Lynn Pearce

Head Chef

School Business
Manager

Angela Hall

Fire Warden, Facilities Management, Finance
and HR manager

School Office Manager

Rachel Smith

Office Administration

Senior Admin

Gertie Smyth

School finance and administration

SDP = School Development
PM Performance management
SENDCo = Special Educational Needs and Disability Coordinator
DSL = Designated Safeguarding Lead
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Our school governors June 2019
Members of the Academy Trust
Dan Tobin
Ian Wylie
Alison Malcolm
Trustee Governors
Chris Dale (Chair of Governors)
Alison Malcolm (Vice Chair of Governors)
Mark Atkinson
Angela Hall
Paul Kennedy
Suzanne McGarva
Irena Peel
Samantha Harrison
Zoe Morrow
Patsie Beaton
Staff Governors
Deborah Westhorpe-Wylie (ex-officio)

Our school leadership
Our school leaders work collaboratively with the community to achieve the best
for our children. Children, their parents, staff and other community groups are
regularly consulted as part of our vision and ethos. We work closely with our
parents – so that we can share specific information about children’s interests and
successes and build on those both at home and at school, with a genuine two
way flow of information about children’s learning and interests.
It’s good to be challenged to ensure that we get the most rigorous plan to meet
each child’s needs and we actively welcome parent feedback.

Admissions to Reception
Using the local authority standard admissions procedures parents express a
preference for the school in which they wish their child to attend. Please see our
website for our admissions criteria when oversubscription occurs. Please note
that we have a 10 mile radius as our catchment area.
‘In-year’ admissions
Throughout the year we accept new starters at our school as long as we have
places available. Please contact the school directly if you wish to apply for a
place once the usual process for admissions has closed (usually after April
‘offers day’).
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Curriculum at Cramlington Village Primary School
Our vision statement: “Empowering everyone to achieve”
Our vision is that all children will go on to lead happy, successful and fulfilled
lives as a result of their time with us. We work hard to encourage the children to
think big about what possibilities lie ahead for them.
For some children this may mean different things, and not always the highest of
academic achievement but will always mean trying their hardest, thriving while
working towards, and achieving their personal goals, and developing social skills
that show mutual respect for their peers and for adults. We place an emphasis
on developing confidence, self-esteem and independence.
Parents tell us that we inspire children with a love of learning which supports
every child to be happy at school. They tell us that all their children come to
school feeling safe, protected and secure in terms of their physical and social
and emotional well-being. This enhances children’s capacities to learn and
supports them to thrive. By using the following approaches we...
●

Facilitate children to realise and achieve their fullest potential through
individualised planning which is based upon children’s interests and prior
achievements.

●

Ensure that every child can be successful.

●

Enable children to learn through first hand predominantly practical
experiences

●

Promote life skills

●

Provide inspirational teaching and learning experiences

●

Make a positive difference to all children

●

Instil a sense of respect and kindness between all children and adults so that
they can work cooperatively

●

Support children to look for the best in themselves and others.

●

Build upon the experiences and knowledge children already have by
providing a carefully structured curriculum.

●

Ensure that all children’s needs are met through a diverse and inclusive
curriculum regardless of their gender, ability or cultural background.

●

Work together with parents to create a strong partnership.

●

Create a safe and stimulating environment which promotes the confidence of
children to become independent learners.

Our pedagogy or ‘theory of teaching’ and our curriculum
The most successful teaching methods come from allowing children to develop
high levels of confidence and self-esteem. This allows them to become
independent learners and to be able to drive their own learning, developing an
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understanding of the world around them and how they can interact with that
world.

A mix of adult led teaching and child initiated learning is essential for children to
develop into inquisitive curious learners who can question things around them.
In a world where information and technology will give them so much knowledge
they need, it’s important that they learn how to discern what is truth and what
isn’t.
It’s also important that children understand how to find out about things that
interest them, and it’s important that they learn how to articulate that to their
friends, family and teachers in preparation for adult life and the world of work.
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Our recipe for success

The curriculum we follow
Areas of Learning
Our curriculum covers 7 areas of learning in the reception class which is also
known as the Foundation Stage.
● Personal Social and Emotional Development
● Communication and Language
● Physical Development
● Literacy Development
● Mathematical Development
● Understanding the World
● Expressive Arts and Design
We have tailored our curriculum throughout Key Stage 1 to extend these areas of
learning so that the children will receive continuity. In Key Stage 1 children will
learn:
Literacy
Mathematics
Science
PSHCE
PE including swimming
Forest school
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alongside elements of history, geography, art and design, food technology, RE,
music.
In Key Stage 2 we will continue to ensure that we use a breadth of curriculum
that will meet the children’s needs and that will also develop essential literacy
and numeracy skills at least in line with national expectations.
Some of the key areas we will deliver in Key Stage 2 will include
Modern Foreign Languages such as French or Spanish
Design Technology
History
Geography
Drama
Music
Art
Physical Education including swimming
● Forest School
●
●
●
●
●
●
●
●

At CVPS, we believe that our curriculum content should be relevant to the lives of
our learners and outcomes should be authentic and have an impact on the real
world. We do this through ‘Legacy projects’. Legacy projects focus on REAL
projects (Rigorous, Engaging, Authentic Learning) and add a further legacy
element. They always have an element of providing or doing something for the
community and sometimes further afield. We have an overarching question each
term for the whole school and each year base decide on a specific focus. In the
autumn term, our question was ‘who do we think we are?’ The Reception class
built relationships with the residents in a local care home and invited them to
school to share Christmas lunch. Years 1 and 2 looked at the history of the local
train station including The Flying Scotsman and produced a booklet all about the
past.
Children and staff have a strong focus on the three statements that surround our
legacy projects. These are: have an impact, make a difference, leave a legacy.
Children and staff are encouraged, through all of their learning, to question the
purpose of their learning and develop projects that leave a legacy. Last autumn,
our reception children were involved in fundraising for and creating ‘operation
shoeboxes’ which were sent to children in poorer countries. Our year 3 and 4
children have paired with a school in Africa through the Zambezi Trust and raised
over £500 for their funds. Children have been writing to children in Africa as well
as receiving letters back.
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Why are free schools different?
Our school is an academy like any other academy school such as our local high
school Cramlington Learning Village. However when we first opened, we opened
as part of the free school application process. The only difference between a free
school and another academy is the mechanism for establishing or opening the
school. Our application to open a school was led by a group of local parents and
teachers who wanted to establish a school that offered a balanced breadth of
learning experiences, underpinned by outstanding provision of basic skills such
as English and mathematics.

Financial autonomy
Like all academies, a free school is also free of local authority control. This
means that all the funding for the school comes directly from central government
to our school, exactly the same as other academy schools. Other maintained
schools receive their income after local authorities deduct some costs for their
services.
However should we wish to, we are still able to buy in the services of any of the
local authorities in our region, for example with staff training, and a multitude of
other advice and support. This ensures that we can have best value and also the
most appropriately tailored services for our children. In 2014-15 CVPS
commissioned North Tyneside and Gateshead’s school improvement teams, and
other external training providers alongside these.

Assessment autonomy
In Year 1, the government requires all children to complete a Phonic Screening
Check. The phonics screening check is a short, light - touch assessment to
confirm whether individual children have learnt phonic decoding to an appropriate
standard. The checks consist of 40 words and non-words that your child will be
asked to read one-on-one with a teacher.

In Year 2 when children are aged 6 or 7 the government requires all schools to
report scores for the children in reading, writing, numeracy, and speaking and
listening. As an aid to support our teacher assessments there is the opportunity
to validate them by completing special workbooks which are delivered in a way
that ensures that the work is all the children’s own with no adult input. The
workbooks are then marked and cross referenced to the teacher assessment.
Our current year 2 children reported that they enjoyed completing these colourful
workbooks. Part of the workbooks are known as Standard Assessment Tasks or
SATs. We introduce the workbooks during the spring term of Year 2 and commit
not to do so before then. Children’s achievements in Year 2 are completed using
teacher judgement and assessment based on observing the children. These
assessments are independently checked by a system known in education as
moderation.
In Year 6 children sit a test known currently as SATS to support their preparation
for their secondary experiences as well as celebrate what they have learned and
achieved in our school. Our delivery of learning in Key Stage 2 focuses on
developing children’s capacity to record their learning in a more structured way
that is aligned with their peers attending other schools.
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Curriculum autonomy
Literacy, numeracy and IT skills are prioritised to ensure that children achieve the
highest standards to be able to function fully in today’s society.
We tailor our curriculum around our children’s interests and experiences outside
of school. Keeping the best bits and retaining more flexibility gives a better
outcome for children.
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General Information
In September 2019 our school will accept children into Nursery, Reception, Year
1, Year 2, Year 3, Year 4, Year 5 and Year 6.
Reception Class – this is the first class when children attend school for full days
Each year children move up a year group. There are times when year groups
work together and benefit from what is known as vertical grouping when the
children all mix together across different age groups.

School Times
School opening times have been developed to recognise that younger children
find afternoon sessions less productive as they become more tired. We want to
maximise the children’s best learning times by offering them a slightly earlier start
to the day. This also means that we can integrate extra curricular activities into
every day.
Our school opening times are as follows:
Nursery

Reception and KS1

KS2

Mondays

8.30 - 11.30
(or 8.30-2.30
if entitled to
30 hours)

8.30-2.30
school day

2.30-3.30 Extra
Curricular for years
Reception, 1 and 2.

8:30-3:30 school
day

Tuesdays

8.30 - 11.30
(or 8.30-2.30
if entitled to
30 hours)

8.30-2.30
school day

2.30-3.30 Extra
Curricular for years 1
and 2.

8:30-3:30 school
day

Wednesday
s

8.30 - 11.30
(or 8.30-2.30
if entitled to
30 hours)

8.30-2.30
school day

2.30-3.30 Extra
Curricular for years
Reception, 1 and 2.

8:30-3:30 school
day

Thursdays

8.30 - 11.30
(or 8.30-2.30
if entitled to
30 hours)

8.30-2.30
school day

2.30-3.30 Extra
Curricular for years 1
and 2.

8:30-3:30 school
day

Fridays

8.30 - 11.30
(or 8.30-2.30
if entitled to
30 hours)

8.30-2.00
school day

2-4pm Teacher
planning time

8:30-2:00 school
day

School opens for registration at 8.30am.
School finishes at 2.30pm Monday to Thursday for EYFS and Key Stage 1 and
3:30pm for Key Stage 2. School finishes at 2:00pm on a Friday for all pupils.
Please note that the start of the school day is 8.30 am and every child should be
in school and sat down ready to learn by 8.30. Lateness interferes with the whole
class learning time and can also upset many children.
Every child in years 1 and 2 will have the opportunity to stay until 3.30pm from
Monday to Thursday to enjoy extra-curricular activities, additional support for
their learning through our clubs and sports. Reception children will have this
opportunity on Mondays and Wednesdays.

13

Absences and Punctuality
Children’s Services, Northumberland County Council, Ofsted and the Department
for Education all check on pupil attendance and punctuality at school as it is an
important factor in children’s success.
Our school wants your child to achieve his/her best, and to do so he/she needs
to be in school on time every day. We record pupil attendance on our
management system and report it regularly. Pupils are encouraged to attend to
enjoy the exciting experiences at school, and they are well cared for and valued.
However we do ask that parents play their part too.
For those parents who find it difficult to get their children to school on time,
additional support will be offered and staff will develop a partnership to rectify any
persistent problems. Please do not hesitate to ask for help, but attendance and
punctuality is a serious issue and one that the school prioritises to ensure our
pupils get the best chances to succeed.
Children who dip below statutory guidelines for attendance receive a letter to let
their parents know and to identify if there are any problems that school can
support. Under extreme situations we can resort to legal proceedings when
attendance and punctuality is not supported by parents.
Holidays in term time
Our innovative school term times offer parents opportunities to go on holidays at
‘off peak’ times and recent government legislation reflects the school’s historic
position in not authorising holidays during term times.
Term time holidays mean that children miss out on valuable learning.
Statistics show that poor attendance at school mean that children do not learn as
effectively as those who have better attendance.
If children’s attendance drops below a certain level the school is required to refer
to the local Education Welfare Office. Ultimately parents/carers can be taken to
court and fined if they do not ensure their child attends school. Any
unauthorised absence is now classed as an act of truancy by the
authorities. Our first priority is to support your child to make excellent progress
at our school and they can only do so with your help to achieve good attendance.
If your child is not at school and is found in a public place during school times
you can be approached by truancy officers who can prosecute.
Sickness
If your child is not well enough to attend school we ask that you contact the
school on 01670 735177 either by phone, text or email info@villageprimary.org
as soon as possible and at least by the start of the school day at 8.30am.
Parents of pupils who have not arrived will receive a telephone call, text message
or email, to seek clarification for the pupil’s absence. Please let us know the
nature of your child’s illness and whether your child has contracted an infectious
illness. If your child has vomited overnight there should be a clear 48 hours since
the last incident of vomiting or diarrhoea before returning to school to prevent
cross infection.
Transition into school
Our transitions for new starters into Reception will involve the following
opportunities:
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Parent welcome sessions
Our teachers to visit children in their existing nursery provision
During the first week of our transition weeks in the summer term, the class
will initially attend in small groups, then they can all attend full time.
● A parent transition sheet to be completed
● A home school agreement
●
●
●

Site Security
Our new building has a perimeter fence of 2.4 metres, to protect the children
during the day and to keep the site secure when children are not present.
We have also ensured that secure access systems are in place inside the
building so that the main entrance door is secure, alongside the doors into the
teaching spaces.
To maintain children’s safety in school we ask that parents inform us if there are
planned changes to who is collecting your child. If adults collecting children from
school are not known to school, the school will need to clarify that they have your
consent to collect. This can be supported by completing the enrolment forms. We
hope you understand that your child’s safety is our main concern.
The gates for school will be open between 8.20 am and 8.35am. At all other
times children will need to be dropped off via the main school entrance.
Health and Safety in School
All staff and volunteers are made aware of the health and safety procedures and
policies as part of their inductions. We want to make sure that school is a safe
place for everyone and we conduct regular checks and risk assessments as part
of our procedures. Our Health and Safety policy document is available on the
website for parents, or you can obtain a hard copy from the school office.
The school will offer children learning opportunities so that they become familiar
with risk assessing environments themselves, understanding how to take
calculated risks safely and how to minimise risks to themselves and others.
Fire Safety in School
The local Fire Safety Officer has been involved with CVPS over the past two
years. We maintain strong links with the fire safety team and work closely with
them to ensure that our practice is robust in ensuring children, staff and visitors
are looked after properly. Instructions for fire evacuation will be posted next to
each fire exit route. Regular fire drills take place at least every half term and fire
safety training is delivered to our staff through continuous professional
development reviews.
Educational Visits
CVPS follows DfE guidelines when planning and conducting educational visits.
Please contact the school office if you wish to have copies of our policy relating
to planning educational visits. All parents are given access to full risk
assessments of any trip before they are asked to give consent.
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School Uniform
Our school uniform for children from Foundation Stage through to Year 4 will
consist of the following:
Dark grey trousers, skirt or pinafore. Lilac check dress in summer (optional).
White named polo shirt with school logo (Available from MyClothing.com)
A purple named school sweatshirt (Available from MyClothing.com)
Dark grey or black tights or plain white, grey or black socks
Swimsuit (not bikini) or swimming trunks (not shorts) for swimming lessons
(usually one term per year group).
School fleece lined waterproof coats with logo (Available from MyClothing.com)
Water bottle with school logo (purchased from school office)
Purple book bags with logo ( purchased from school office)
Purple PE bags with logo (purchased from school office)
Black shoes – that children can fasten themselves, that do not have high
heels and are enclosed at the heels and toes.
PE
Black shorts
White school embroidered T shirt (Available from MyClothing.com)
Black sand shoes
Outdoor PE Kit (from year 1)
Black joggers
Black fleece jacket or jumper
Outdoor trainers
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Names
We respectfully ask that children are provided with the correct uniform and that
all items are named.
MyClothing –
https://myclothing.com/cramlington-village-primary-school/6355.school
MyClothing supplies all our uniform and school receives a 5% commission
towards school funds. Online ordering is available all year round, however it can
be exceptionally busy during August so please order uniform before then
to ensure you receive it in plenty of time.
Years 5 and 6
We acknowledge that in Years 5 and 6 pupils will start to exert more influence
over their clothes. For this reason our uniform policy will become more stringent
to ensure that pupils understand the need to develop self discipline and respect,
a life skill in the working world. Pupils will be expected to wear a school blazer,
white shirt and a clip on tie to indicate the additional responsibility that they hold
as senior members of our school community. Footwear will be expected to meet
school requirements and there will be additional PE kit to reflect the wider range
of sport that pupils will experience in senior school.
Colours are in keeping with the rest of school, and we allowed both parents and
the pupils themselves the opportunity to help decide the details.
Personal belongings
Please be aware that the school cannot be held responsible for children’s
personal belongings that are brought into school. Please ensure that other than
those items that staff request children bring in to support the curriculum, it is not
advised for children to bring in toys and games from home.
Those children in Foundation Stage who still use comforters will be supported to
be weaned off them when at school by developing their self esteem and
confidence. We will work with parents for this to happen gently.
Mobile phones
Mobile phones can be used by children from Years 5 and 6, and should be
handed into the school office at the start of each day, and can be collected at the
end of the day. Other year groups cannot bring mobile phones to school.
Jewellery
Parents are asked not to allow their children to wear jewellery to school. There
have been some serious accidents in schools where children have been hurt
during the school day because of jewellery which has obstructed children’s play
or the equipment they use during their learning.
Children are not allowed to wear earrings at school. If children have their ears
pierced please limit doing this until the beginning of the school summer holidays.
Pupils will then need to wear ‘spacers’ on returning to school (these can be
purchased at the school office for 50p). Again we ask that parents support us in
our efforts not only to minimise accidents at school but also to help children learn
about the expectations in secondary school and in the workplace. Staff will
obviously also adhere to these health and safety recommendations when leading
PE activities as well.
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Homework
We ensure that all children are given a range of different opportunities to learn at
home from their start at school.
Homework is carefully chosen to allow children to practise the skills they learn at
schools in different contexts.
Throughout the children’s time at primary school it is really important that parents
support their children to read every day for at least ten minutes. This can be
tricky in busy households, but even if you can establish a bed time routine that
ensures you and your child read together daily, it will support your child to
become a confident and competent reader.
School holds regular parent workshops that offer support to parents to
understand how children learn as some of the strategies are different to when
parents were at school.
Please note that there will be a pack of information available to parents of
reception children that will support you to understand reading schemes, and the
schemes that we use to teach children their letter sounds and phonics.
Reports
All children will receive a formal written report at the end of the school year
during the summer term.
Staff will also report back to you on a regular basis initially just before half term,
and then subsequently during the spring and summer terms during parent
consultations. Other less formal ways that we can report on your child’s progress
and emotional welfare are as follows:
● Comments shared regularly in reading comment book
● Email contact
● Updated information added to children’s progress records
● Verbally when children are collected or dropped off
● Telephone messages if we have any concerns
● Text messaging service
● Facebook messaging by class teachers
● Regular newsletters
● Children’s electronic portfolios in EYFS
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School Charging policy
1 Introduction
All education during school hours is free. We do not charge for any activity
undertaken as part of the National Curriculum with the exception of swimming,
where a voluntary contribution is requested towards transport.
2 Voluntary contributions
When organising school trips or visits which enrich the curriculum and
educational experience of the children, the school invites parents to contribute to
the cost of the trip. All contributions are voluntary. If we do not receive sufficient
voluntary contributions, we may cancel a trip. If a trip goes ahead, it may include
children whose parents have not paid any contribution. We do not treat these
children differently from any others.
If a parent wishes their child to take part in a school trip or event, but is unwilling
or unable to make a voluntary contribution, we do allow the child to participate
fully in the trip or activity. Sometimes the school pays additional costs in order to
support the visit. Parents have a right to know how each trip is funded. The
school provides this information on request.
The following is a list of additional activities organised by the school, which
require voluntary contributions from parents. These activities are known as
‘optional extras’. This list is not exhaustive:
• visits to museums
• sporting activities which require transport expenses
• outdoor adventure activities
• visits to the theatre
• musical events
3. Residential Trips
If the school organises a residential trip in school time or mainly school time,
which is to provide education directly related to the National Curriculum, we do
not make any charge for the education. However, we do make a charge to cover
the costs of the board, lodging and travel expenses. If parents are experiencing
financial difficulties they are invited to write in confidence to the Principal (also
please see the section on Remissions Policy)
4 Music tuition
All children study music as part of the normal school curriculum. We do not
charge for this. Should parents wish their child to access one to one music tuition
there will be a charge, but parents will be given support so that no child who
wishes to learn to play a musical instrument is denied due to an inability to pay.
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5 Swimming
The school organises swimming lessons for all year groups at local sports
centres. These take place in school time and are part of the National Curriculum.
We ask for a voluntary contribution towards the cost of transport for this activity
as funding received does not cover this. We inform parents when these lessons
are to take place, and we ask parents for their written permission for their child to
take part in swimming lessons. They are delivered by fully qualified Sports
Centre staff and they will focus not only on swimming but also on developing
confidence and enjoyment in the water, as well as learning how to stay safe.
6 Extended Services
Activities after school that are delivered by our staff team between 2.30 and 3.30
from Monday to Thursday will not usually be chargeable. However, we
occasionally ask for a contribution towards materials.
For specialist activities that are delivered after school and where specially trained
adults lead these activities they may be charged at the cost price.
7 Damage/Loss to property
In cases of wilful or malicious damage to equipment or breakages, or loss of
school books on loan to children, the Principal in consultation with the Chair of
the Governing Body may decide it right to make a charge. Each incident will be
dealt with on its own merit and at their discretion.
8 Lettings
The school will make its facilities available to outside users at a charge of at least
the cost of providing the facilities. The scale of charges is determined annually by
the Finance Committee and this forms part of our separate Lettings policy.
9 Other charges
The Principal, Finance Committee or Governing Body may levy charges for
miscellaneous services up to the cost of providing such services, e.g.
photocopying.
10 Remissions Policy
If the parent/carer of a pupil is in receipt of Income Support, Income Based Job
Seekers Allowance, guaranteed element of state pension credit, support under
part VI of the Immigration & Asylum Act 1999 or Child Tax Credit they can seek
extra support towards any costs from school for trips or outings.
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Welfare at Cramlington Village Primary School
School Lunches

Our school lunchtimes are a positive experience for all children. We ensure that
all children have a healthy nutritionally balanced two course meal at lunchtimes.
Our charges for school dinners are £2.00 per day for children in Key Stage 2 and
we are able to keep costs low because we have 100% uptake of school lunches.
Children in Reception, Year 1 and Year 2 receive free meals which are funded by
the government.
Our children enjoy a sociable mealtime experience, where they learn manners
and understand about the origins of food and how to eat a balanced diet.
We support mealtimes as a staff team daily, sitting and enjoying the food with
them, nurturing them to become mannerly and to develop appropriate social
skills. We do not employ lunchtime supervisors at our school.
Food is set out in serving dishes in the centre of the table where children help
themselves with varying levels of support. Children select their food and have the
opportunity to eat extra helpings if they wish.
Children eat in an unhurried environment eating and chatting at the table. All the
children wait for each other before leaving the table. They are usually seated for
at least 20 minutes per meal and more often 30 minutes.
Our foods are sourced from local suppliers as far as practically possible.
Children are encouraged to take turns in setting and clearing the tables,
developing life skills and learning how to associate positive experiences with
mealtimes.
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As well as lunchtimes, our special project days and forest school as well as club
times give opportunities for children to play and learn with different year groups.

Our chef
Our school has a full time head chef who has a passion to deliver top quality
food, and learning experiences about food. The chef works with staff and the
children in the specially designed cooking areas in their classrooms, to create a
wide range of daily cooking and baking activities that offer children huge
opportunities to learn numeracy and literacy skills, while becoming adept at
cooking simple nutritious meals.
We are passionate that all our children shouldn’t miss out on our special
mealtimes. We support any children with food allergies, intolerances and
religious dietary requirements by offering appropriate alternatives to our main
menus. We have a record of all allergens within our food which is available to
view on request and ask parents/carers to notify us of any dietary requirements
at enrolment.
Safeguarding
Our school is committed to providing a safe and secure space for children to
learn. Recruitment practices ensure that governors who recruit have received
‘Safer Recruitment’ training and are well trained to ensure that those recruited to
work in our school are suitable to do so.
Rigorous child protection training is integrated into our induction systems for staff
and regularly updated. There are two fully trained designated members of staff at
our school to support Child Protection.
The school adopts the Local Safeguarding Children’s Board practices and
regularly reviews school policies relating to safeguarding children and child
protection.
We are committed to supporting parents to understand and be mindful of the
legal requirements that the school is obliged to fulfil to ensure that all children
with whom we come into contact are safeguarded. Please feel free to ask
questions if you are unsure of what this means. We are very focussed on putting
the child’s needs at the heart of all our decisions with regard to safeguarding.
We are also very inclusive and welcome staff and volunteers of all backgrounds
to work with our school after undertaking appropriate checks and induction
training about child protection and safeguarding.
Inclusion and Special Educational Needs
Our SENCo will identify any barriers to learning that may be present and take
action to minimize them. We have provision for supporting children in areas that
they are gifted in and also for children with wide ranging special needs. The
school works in partnership with parents and a range of professionals in
education, social services and health to provide coordinated support.
We follow national procedures to ensure that children who struggle with some
aspects of their learning can be supported, initially within school by a tailored
programme. Occasionally children need specialist support that helps them to
make better progress. The school will always discuss individual children’s needs
with their parents, and seek consent for any extra assessments to be completed.
Special arrangements are put in place for children who have English as an
additional language.
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Parent consultations and reports
Each term we will have either a formal or informal opportunity for you to drop in
or attend feedback about your child’s progress.
During the summer term we will share a formal report of your child’s progress
and discuss your child’s targets for the following year.
Parent concerns
If you have any concerns about your child’s learning or welfare at school please
do not hesitate to speak to your child’s key worker or teacher in the first instance.
Key worker contact details will be issued at the start of the school year.
Behaviour and Discipline
The school encourages self discipline and positive attitudes using a very popular
whole school approach based on our Behaviour Learning Ladder system.
Children are expected to behave with consideration and respect to others. We
have an agreed behaviour policy which all staff, children, visitors and governors
adhere to and which is available on our website for parents. A home school
agreement is sent home which will is signed by the parent, teacher and child.
Action will be taken in accordance with the school’s policy when a child’s
behaviour is unacceptable.
Bullying is not tolerated and is taken seriously. Children who are being bullied
are often reluctant to talk about their experiences and so all staff will look for any
signs which suggest that children are unhappy in schools. We deal quickly with
any incidents which may arise. We work closely with parents of any child who is
found to be bullying and also who is experiencing difficulties. Please see our
policy on bullying for more information. We work with the children to raise
awareness of bullying using class teaching during circle times, assemblies and
questionnaires.
Class Assemblies
Parents are invited to see their children deliver a class assembly at least once a
term initially. Parents are welcome to bring other family members or close friends
to these events.
Collective Worship
CVPS offers the opportunity for children to develop skills of reflection and to
broaden their awareness of their own spirituality by a daily act of collective
worship. This may take place either in classrooms or in the hall. In line with
education legislation, it is delivered in a broadly Christian nature but also includes
other faith groups.
Lost Property
Please label all items of clothing, including underwear. Unnamed property is a
menace to the smooth running of our school and causes much distress to
parents and school when things become lost and are not named.
It is expected that any school property, such as books, is damaged or lost are
replaced at the parent’s expense.
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Extra-curricular clubs
Our extra-curricular clubs run from 2.30 until 3.30 from Mondays to Thursdays.
These enhance children’s learning and some of these activities require a nominal
charge.
Birthdays
Unless the whole class is being invited to a party please send invitations out
either by post or email separate to school. We prefer not to have invitations
circulated in school when they are only for part of the class. We ask that cakes
are not brought into school because, as a healthy school, we try not to expose
the children too frequently either to natural or man-made sugars. We will
celebrate with a special birthday song every lunchtime as a whole school
community.
Emergencies
In the event of an emergency it is essential that the school has up to date
information for emergency contacts and the name of the child’s GP. If you move
house, change your GP, please inform the school as soon as practically possible.
Medicines and Illnesses
At Cramlington Village Primary School we promote the good health of all children
in our care, taking necessary steps to prevent the spread of infection and
appropriate action if children are ill. When dealing with medication of any kind in
the school strict guidelines are followed.
Staff can only administer medication when asked to do so by a parent and if it is
prescribed by a doctor, in date and has the child’s name on it. Parents requiring
their child to be administered medicine need to complete a form at the front
reception before the start of the school day where they hand the
medication over to the receptionist. It will then be stored in a locked
medicine cabinet (except where storage in a fridge is required).
If your child is ill or has an accident at school we will make every effort to contact
you. As a matter of course parents will be notified by phone or text for every head
injury that takes place at school, no matter how apparently minor.
Prescription medication – provided by parent/carer
● Prescription medicine can only be given to the person named on the bottle for
the dosage stated
● Medicines should be in their original containers, clearly labelled, and in date
with the child’s name on the label.
Non-prescription creams – provided by parent/carer
● For any non-prescription cream for skin conditions e.g. Sudocrem, prior
written permission must be obtained from the parent using a ‘health care
plan’ form which is stored in the child’s file rather than written into the
medicine book every day. The onus is on the parent to provide this cream
which should be clearly labelled with the child’s name
● As with any kind of medication, staff will ensure that the parent is informed of
any non-prescription medicines given to the child whilst at the school,
together with the times and dosage given. For non-prescription creams this
will be noted in the child’s records.
Medication provided by school in the event of a rise in temperature
● At registration, parents will be asked if they wish to give consent for school to
administer liquid paracetamol sachets such as Calpol purchased by school in
the event of a rise in temperature when parents either CANNOT be contacted

24

●

●
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or are unable to attend school to bring their own medication and/or complete
the medicine book. This consent form will state the dose to be given which
will depend on the age of the child.
When medicine is provided by school for temperature reduction the member
of staff responsible for first aid will complete the medicine book and parents
will be contacted as soon as possible to ensure all details are correct and that
they agree with the dosage being given.
If parents cannot be contacted, the member of staff responsible for first aid
will take the decision as to whether the child is safe to have this medication
based on the time the child has been in the school, the circumstances
surrounding the need for this medication and the medical history of the child
on their enrolment form. The member of staff responsible for first aid will
complete the medicine book and the administration procedure will be
followed.
If any child is brought to school without medication, in a condition in which
he/she may require medication sometime during the day, the child’s class
teacher after seeking advice from the Principal will decide if the child is fit to
be left at school. If the child is staying, the parent must be asked if any kind of
medication has already been given, at what time and in what dosage and this
must be recorded.

Medicine administration procedure
1)
At the start of the child’s morning, the parent/carer of any child requiring
medication should allow the administration officer at the Reception area to note
the details of the administration into the medicine book, including the time and
dosage. She will also note whether the child has already been given medicine
that day including the time and dosage. Another member of staff should check
that the details are complete and then the parent/carer should sign the book to
confirm that the details are correct and to give their permission.
2)
Each medicine must have a separate entry into the medicine book.
3)
Medication brought in by parents/carers should not be kept overnight on
the premises however, on occasion, if required, permission for this may be
sought from the school Business Manager.
4)
The school will not administer a dosage that exceeds the recommended
dose on the instructions unless accompanied by a doctor’s letter.
5)
At the time when the medicine is due to be given, a member of staff will
seek authorisation from the member of staff responsible for first aid who will sign
the medicine book. The staff member will record the time that the medicine is
given and will also sign the medicine book as the medicine is administered.
6)
At the time of administering the medicine a member of staff will ask the
child to take the medicine, or offer it in a manner acceptable to the child at the
agreed time and in the agreed form as stated in the medicine book. (It is
important to note that staff working with children are not legally obliged to
administer medication)
7)
If the child refuses to take the appropriate medication then a note will be
made in the medicine book. Where medication is “essential” or may have side
effects, discussion with the parent should take place to establish the appropriate
response
8)
At collection time the parent/carer will be shown confirmation of the times
and dosage in the medicine book and they will sign to show that they have been
informed.
9)
This procedure must be followed daily for as long as medication is
required.
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10) If the medicine has been brought to school as a precautionary measure then
the medicine book will still be completed as above with the note ‘if needed’. If the
medicine is not needed at the recommended times then the staff member will
write ‘not needed’ to confirm that medicine was not administered.
Injections, pessaries, suppositories
As the administration of injections, pessaries and suppositories represents
intrusive nursing, they should not be administered by any member of staff unless
appropriate medical training is given to each member of staff caring for this child.
Training should be specific to the individual child concerned.
Staff medication
Staff are responsible for storing their own medication within lockers or in the main
office and this should not be kept within classroom spaces.
First Aid at CVPS
A high percentage of our staff are trained first aiders and can assist in
administering basic first aid. Any first aid treatment is recorded and we will inform
parents and they will be asked to sign to say they have been notified of first aid
treatment and reasons for it.
First Aid supplies
First aid boxes will only contain items permitted by the Health and Safety (First
Aid) Regulations Act 1981, such as sterile dressing, bandages, and eye pads. No
other medical items, such as paracetamol will be kept in the first aid box.
Storage
All medication for children must have the child’s name clearly written on the
original container and kept in a closed box, which is out of reach of all children
and under supervision at all times.
Emergency medication, such as inhalers and epipens, will be within easy reach
of staff in case of an immediate need, but will remain out of children’s reach and
under supervision at all times.
Any antibiotics requiring refrigeration must be kept in an area inaccessible to
children.
All medications should be in their original containers or they will not be given. All
prescription medications should have the pharmacist’s details and notes attached
to show the dosage needed and the date the prescription was issued. This will all
be checked, along with expiry dates, before staff agree to administer medication.
School Health Service
There are regular health checks such as hearing and vision checks carried out by
the school health service. We can also access support and information for our
school from the school nurse.
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Complaints Policy
School Aims
We aim to offer all involved at our school the opportunity to feel ‘empowered to
achieve’. If there are issues that take place which parents or their children feel
are not in line with the high quality and expectations that we promote, we hope to
address those as soon as is practically possible. We hope that the team in our
school will develop a positive relationship with you and your children so that any
issues you have are addressed as soon as they arise.
However we acknowledge that there may be times when situations prevent
harmonious solutions and so we want to explain the process that parents and
carers can use to address any concerns or complaints that materialise.
Who to go to first – the preliminary stage
If children or their parents are worried about something or want to make a
complaint it is normally best to start by going to the person most closely
connected with you, such as your class teacher. Teachers always focus on
settling children in at the start of the day and while they are available to receive
messages about children from their parents it is not always possible to discuss
any concerns in detail. The best time of day for an ad hoc meeting will always
be at the end of the day. We understand that this may not always be possible if
parents work and so welcome email info@villageprimary.org or telephone
contact on 01670 735 177.
We understand the importance of addressing issues as quickly as possible.
Although it is often easiest for parents to write, the school’s preferred style is to
sort things out face-to-face or by phone.
If children or their parents feel that the methods above have not worked or are
not suitable, you may wish to make a formal complaint.
If you are unhappy about school
First of all, it is important to let the school know about your concern as soon as
possible.
Often problems are dealt with more quickly if they are handled informally.
Contact the school office (01670 735177), and ask who the best person would
be to talk to – this may be your child’s class teacher. Many teachers will be in
the classroom for a lot of the working day, but you can arrange for them to
phone you back, email them or book an appointment to see them.
Plan what you would like to say to the teacher before the appointment:
What is your main concern?
How would you like the school to help?
What would you like to happen after you have told the school your concern?
If you are not happy with the outcome of your discussion, you could ask to
speak to the Principal, Debbie Wylie. If this is not possible or satisfactory, you
will need to follow the school’s complaints procedure and put your concerns in
writing.
Give the school a chance to deal with the issue and respond to you before you
take your concern further. The school will need to have enough time to
investigate thoroughly.
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If, when you receive the response, you feel that the school has not dealt with
the problem satisfactorily you can take the complaint to a formal level.
Formal Complaints
A person can take a more formal approach by handing in a written complaint if
the complainant is not satisfied with the results of the informal complaint. A
letter will usually be sent to them within 3 working, term time days of receiving
the complaint to confirm the letter has been received. Within this letter it will
give possible dates and times for a meeting to discuss the complaint. The
meeting normally will be held within three weeks of the initial letter. The
meeting will be held in school and minutes will be recorded and stored
confidentially.
If the complainant wished the matter to be considered further the complaint
passes to the Chair of Governors who will choose a panel of three people who
are not directly involved in the complaint. This panel meeting will usually take
place within three weeks after the results of the written complaint and meeting.
The panel will consist of one or more of the governors, a member of staff not
connected to the complaint and an independent person from the community
who will be able to provide a balanced overview of the complaint. Two weeks
notice of the meeting will normally be given to those involved to ensure that the
time is suitable. Minutes will be kept of the meeting and stored confidentially.
A copy of the minutes if this meeting will be given to the complainant and
where relevant to the person complained about.
Parents will be allowed to attend and may be accompanied by one other
person to the panel meeting.
At the panel meeting all the relevant information will be disclosed to all that are
present. At the panel meeting all parties will decide when findings and
recommendations should be given to all involved in the complaint. This should
usually be within two weeks of the date of the panel meeting.
All complaints and outcomes must be recorded in the Complaints Book, where
they were resolved at the preliminary stage or at a more formal stage, when a
complaint is submitted in writing or whether they proceed to a panel hearing. All
information will remain confidential to those involved. All complaints will be
dealt with as quickly as possible, decisions, taking no longer than two weeks
from the date of the meeting to report back to the complainant, governors, and
where relevant the person complained about.
All correspondence, statements and records of the complaint are stored
confidentially. Copies of the responses and the outcomes of the panel
meetings are sent to all attendees.
Parents and staff have the right to contact Ofsted and the DfE after talking to
the Principal if they feel they have not received a satisfactory response to their
complaint.
All minutes from complaints are retained for a minimum of 7 years.
This would involve writing to the Principal, making it clear that it is formal. She
will make a formal written reply within three weeks. If parents are not satisfied
with her response to a formal complaint they can appeal to the Chair of
Governors: the school office will inform you how to do this.
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The Chair of Governors will decide whether to seek to resolve the matter
personally or whether to set up a formal appeal process. Such appeals are
heard by a panel of at least 3 volunteers who have not been involved in any
way in the matter in question: the panel will also contain one person who has
no formal connection with the management or running of the school.
The Governors entrust the management of the appeal to the Chair of
Governors or such other Director as he/she may nominate. In the first instance
the Chair of Governors, or his/her nominee, will decide whether the appeal
should be referred to a Review Panel or whether he/she can deal with it
summarily. The parent will be notified by the school office within five school
(term time) days of the receipt of the letter of appeal of the outcome of this
process, and if the matter is to be referred to a Review Panel he will offer the
parent a time and date for them to attend within 20 school (term-time) working
days. If it is not practical for the parent to meet with the Panel within that time,
he will seek to arrange a meeting as soon as practical thereafter
If you are unhappy with their response, you can send your complaint in writing
to:
Independent and Boarding Team Department for Children,
Schools and Families
Dept For Education
Mowden Hall
Staindrop Road,
Darlington,
DL39BG
Tel 01325 735562
Email: registration.enquiries@education.gsi.gov.uk
Confidentiality and record keeping
The school will maintain a written record of all formal complaints and appeals
and of whether they are resolved at the preliminary stage or proceed to a panel
hearing. The correspondence, statements and records relating to individual
complaints and appeals will be kept confidential, except where disclosure is
required by law (such as where the Secretary of State or a body conducting an
inspection under section 162A of the 2002 Act requests access to them) or for
legal proceedings. The findings will be kept on the school premises and will be
available for inspection only by the Chair of Governors and Principal.
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