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Overall School Policy  

 
Admissions: To admit only children with severe or complex Specific Learning Difficulty, who are of 
average overall intelligence but currently underachieving in respect of their potential. To offer them 
intensive remedial help to enable them to achieve the skill level appropriate to their age and return 
to mainstream education. At the same time to facilitate access to the National Curriculum at an age 
appropriate level until such time as their skill levels permit them to access it for themselves. 

Ethos: To offer a caring and structured learning environment in which each pupil’s self-esteem is 
nurtured, and where mutual respect and courtesy is fostered. 

 
Part 1 – Pupil and Staff Welfare 

 
Please refer to the school’s Health and Safety Policy which includes: 
Policies on: 

 First Aid 

 Fire Safety 

 Classroom safety 

 Legionella (water safety) 

The Classroom: 
At no time shall children be left unsupervised in the classroom. It shall be the responsibility of the 
class teacher to ensure that there is adult supervision in the classroom at all times during the school 
day i.e. (8.30am – 4.00pm).  

The Cloakroom/ Playground: 
There will normally be a minimum of three staff on duty in the playground at break and lunch time. 
One will supervise the physical safety of the children, especially in the play barn, another will actively 
promote social well-being and the integration of socially isolated children by devising suitable games 
and projects and actively promoting inclusion. The roles of the three staff on duty shall each day be 
agreed between them. One member of staff will remain on duty until all pupils have finished in the 
cloakrooms at the end of play.  

All teams shall be picked by the supervising staff for any organised game, and any team game 
involving more than 4 children shall be refereed by a member of staff as described above. The ball 
will remain under the control of the supervising staff until the game is started by her/him. 

Games of Tag and chase should be supervised closely. If in doubt as to whether the children are 
playing fairly, the teacher should stop the game, talk to the children about the rules, and expect 
them to play fairly. Otherwise the children will be dispersed into other games in the playground. 

The school’s general discipline code refers but the following suggestions may be helpful when pupils 
are in an unstructured environment (the playground) or away from school premises: 

 Games to start and pause / end, when teacher allows: to ensure this, teacher to hold ball at 
all times when it is not in play; 

 Teacher’s word is final: no debate: any challenging pupil has yellow card/warning and sits 
out for 2 minutes: 2nd challenge red card and is not allowed to play for the rest of the game; 
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 Any major challenge to teacher authority – the game immediately stops and pupils sit whilst 
teacher in charge sorts issues out: if necessary sending a calm pupil for assistance; 

 Stressed pupils may request ‘chill out’ by pre-agreed signal. 

Dismissal: 
Teachers will accompany their class to the gate and wait with them there in an orderly way until 
dismissed, or returned to school at 4.10pm, whichever is the sooner. It shall be the teacher’s 
responsibility to ensure that the pupils are properly dressed and well behaved until dismissal. If 
pupils return to school, the teachers shall agree between them who shall supervise remaining pupils 
until 4.30 when it shall become the responsibility of the Head. If for any reason parents fail to 
control their children after dismissal, staff are required to bring the children back into the pavilion 
until the parents are ready to leave. This requirement is essential to ensure pupil safety in the 
presence of moving vehicles and a public footpath. Each teacher is responsible for dismissing his or 
her individual class. They can only dismiss a child to the child’s parent or to an adult who has 
previously given written parental consent to pick up the child. A list is kept in the pavilion of those 
allowed to pick up each child. 

Incidents: 
An incident book is kept by the Head in the office. All incidents of aggression or assault towards staff 
or pupils shall be noted in the book as shall any other incident of concern e.g. unwanted intruder/ 
trespasser upon school property/unlawful damage to school property. The incident shall be noted in 
full and the following details given: 

 Name and signature of person noting incident; 

 Details of any witnesses; 

 Date and time of incident; 

 Full details of persons involved. 
 
Full details of the information required are given inside the incident book. 

Anti-Bullying:  
Calder House School believes that its pupils have the right to learn in a supportive, caring and safe 
environment without the fear of being bullied. Bullying of any kind is unacceptable at our school. If 
bullying does occur, all pupils should be able to tell and know that incidents will be dealt with 
promptly and effectively. We are a telling school. This means that anyone who knows that bullying is 
happening is expected to tell the staff. 

Please refer to the school’s Anti-Bullying Policy which sets out a definition, response, objectives, 
signs and symptoms, procedures etc. 

Within the curriculum, the school will raise the awareness of the nature of bullying through inclusion 
in PSHE, class time, assemblies and subject areas, as appropriate, in an attempt to eradicate such 
behaviour. The children (through the School Council) have written a child-friendly version of the 
policy which is on display in every classroom. 

Any concerns expressed by parents regarding the social welfare or happiness of pupils should in the 
first instance be referred to the Head. 

Child Protection: 
Children and young people have a fundamental right to be protected from harm. Children and young 
people have a right to expect schools to provide a safe and secure environment. 

Any fears or worries that children and young people bring into the classroom should not go 
unnoticed by staff. 
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It is a guiding principle of the law and child protection procedures that the protection and welfare of 
the child must always be the first priority. The protection of children and young people is a shared 
community responsibility. Failure to provide an effective response can have serious consequences 
for the child. Teachers and other education staff are in a unique position to identify and help abused 
children. 
 
Calder House School fully recognises its responsibilities for child protection and to that end has a 
comprehensive Child Protection Policy. Our policy applies to all staff, directors of the company and 
visitors working in the school. Please also refer to Putting Young People First – Essential Good 
Practice Checklist.  
 
The Designated Safeguarding Lead is Julie Delahay (Head of School). The Deputy DSL is Jason Page, 
who is also Managing Director of Calder House Ltd.  
 
You were recruited in compliance with the Calder House Safer Recruitment Policy. It is the 
responsibility of every member of staff to commit to the school’s policy on promoting the welfare 
and safety of all pupils and to ensure that school provides a safe and secure environment in which 
pupils are not only protected from harm but their welfare is actively promoted. 
 

Staff must not agree to keep secrets. If you are approached by a child seeking to disclose sensitive 
information, you must avoid making any promises of unconditional confidentiality as you have a 
duty in all cases to disclose the information to the Designated Safeguarding Lead (The Head).  
 

To assist you in the event that you have concerns about suspected abuse, your attention is drawn to 
the Safeguarding Flow Chart (below) which is also posted in the staff kitchen. A record sheet can be 
found in Appendix 4 of the Child Protection Policy for your use.  
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Appendix three: Safeguarding Flowchart (1): What to do if you are worried a child is being 
abused or neglected 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

A member of staff has a concern about a child’s welfare 
Staff should always be alert to signs of abuse and question unusual behaviour. 

 

Where a young person discloses abuse or neglect  

 Listen to the child. Take their allegations seriously.  

 Reassure the child that you will take action to keep them safe 

 Do not promise to keep secrets. 

 Make a written record of what the child tells you.  

 Explain to the child what you are going to do next. 

 Do not question the child further or attempt to question the alleged abuser.  

 
Report concerns immediately using CPOMs to the Designated Safeguarding Lead (DSL).  

 The DSL at Calder House is Julie Delahay 

 If the matter involves Julie Delahay, or she is unavailable, it should be brought to the attention of Jason Page, the 

Deputy DSL. Staff may also bring Child Protection concerns to the attention of Karen Prees (Chair of Governing 

Body).  

 A written record of the matter will be kept securely on CPOMs (Child Protection Online Management) 

 A member of staff should contact the Multi Agency Safeguarding Hub (MASH) directly only in exceptional 

circumstances and are asked to advise the DSL or Deputy DSL that they have done so.  

 

The child is judged to be in real and immediate 
danger: dial 999 and ask for Police assistance.  

 

There is a safeguarding concern: the matter should be 
referred to Family and Children’s Services  

 During Office Hours: contact the Multi Agency 

Safeguarding Hub (MASH) on 0300 4560108. 

 Out of Hours: contact the Emergency Duty Team 

on 0300 456 0100 

 

Children’s Social Care will: 

 Acknowledge receipt of the referral 

 Decide (within 24 hours) on next steps 

 Inform the referrer of the course of 

action that has been decided 

 

There is not a safeguarding concern: 

 The DSL will carefully consider if the child/family has any further needs which ought to be addressed.  

 The DSL will consult with family and relevant agencies and undertake a Common Assessment (Early Help CAF) if 

required. 

 The member of staff who made the referral will be informed of the outcome. 
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Whistle Blowing: 
Pupils, staff and parents should be encouraged to share concerns in confidence, without fear of 
being judged or reprimanded. 

Staff should also note that any concerns expressed by parents regarding the social welfare or 
happiness of pupils should in the first instance be referred to the Designated Safeguarding Lead. 

Please also refer to the Whistle Blowing Policy. 

 

The use and abuse of drugs: 
Calder House is a preparatory day school for pupils with specific learning difficulties and as such it is 
aware that pupils may be especially vulnerable to peer pressure. The purpose of the Drugs Policy is 
to clarify to staff and parents the school’s stance on substance abuse and to give guidance to school 
staff on their responsibilities in respect of pupil education and protection in this area. 

Where it comes to the attention of the school that any member of staff or any pupil is suspected of 
the misuse of substances on school premises, the school will respond through The Head. The 
school’s first responsibility is for the care and welfare of the individual concerned, balanced by the 
need to protect the community as a whole.  

 

Medication: 
Pupils are not permitted to have any medication in their possession in school. If parents wish staff 
members to administer any medicine during the day they should hand it to an adult member of staff 
with written instructions, including timings, authorising its use. Children are strictly forbidden to 
bring any medication into school themselves.  

Under no circumstances will staff agree to administer aspirin.  

Due to the serious health risk posed by nuts and products containing nuts among people (pupils, 
staff and visitors) with nut allergies, the school has decided to ban all nuts and products containing 
nuts from school premises. Staff are asked to ensure that they do not bring nuts of any sort or 
products containing nuts into school – either to eat as part of their lunch or for any other reason.  

Please also refer to the school’s Medical Conditions Policy and associated paperwork. 

 

Intimate Care: 
The pastoral care of our children is central to the aims, ethos and teaching programmes at Calder  
House School and we are committed to developing positive and caring attitudes in our children. It is  
our intention to develop independence in each child; however, there will be occasions when help is 
required. The principles and procedures apply to everyone involved in the intimate care of children.  
Please refer to the school’s Intimate Care Policy. 
 
 
Discipline:  
Ours is a courteous and structured environment. We have a Code of Conduct for School Staff which 
sets out how teachers and pupils are expected to treat each other with mutual respect. Our aim is to 
make our day-to-day punishments proportionate and appropriate to the misdemeanour, and seek to 
rectify the wrong rather than humiliate the wrongdoer.  

In the very rare event of a serious incident our staff are instructed to use only such physical force as 
is necessary to prevent bodily injury to the pupil concerned, to others or to prevent damage to 
property; such physical intervention is sometimes necessary, for example to separate fighting 
children, when words alone are not enough. In the event of physical intervention, or if a serious 
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incident has arisen, parents are contacted and may be asked to come into school as soon as is 
reasonably practicable. A full written record of the incident is prepared with input from all involved 
including if appropriate the child/children’s parents.  

The school’s full guidance on the uses of force is set out in the Physical Intervention Policy. 

Calder House has a Positive Behaviour Policy. This policy also contains details of rewards and 
sanctions and the procedure for dealing with abusive and violent behaviour and includes the 
following Positive Behaviour Flowchart: 
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POSITIVE BEHAVIOUR FLOW CHART FOR DISRUPTIVE CLASSROOM BEHAVIOUR (EXCLUDING ABUSIVE AND 

VIOLENT BEHAVIOUR) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Child chooses to follow the advice given. Child chooses not to follow advice given. 

Child’s behaviour 
improves. 

Child loses a minute of their ‘Golden Time’. 
 
They are given the opportunity to choose to follow the advice 
provided by the member of staff or lose another minute of ‘Golden 
Time’ and be sent to the Head teacher. 

 

Child chooses not to follow advice given. Child chooses to follow the advice given  

Child loses two minutes of ‘Golden Time’ and is sent to 
the Head teacher who will ensure the child 
understands what they have done wrong. 
 
Child is offered another opportunity to choose to 
follow the advice. 

Child chooses not to follow advice given. 

The Head teacher generates a Behaviour 
Card, which the child takes to every lesson.  
The teacher taking each lesson fills in how 
the child has behaved during that lesson.  
At the end of each day the child must show 
the Behaviour Card to the form teacher 
and to the Head teacher. The Behaviour 
Card must be signed by the child’s parents 
every evening. 

Child chooses to follow the advice given 

Children are told clearly that they are breaking a school rule.   
 
They are given advice on how they can put things right. 
 
They are given the opportunity to choose to follow the advice provided by the member of staff or lose a 
minute of ‘Golden Time’. 
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Religious Worship 
The school is non-denominational, and the weekly assembly will be conducted on a broadly Christian 
moral base without involving direct worship of any kind. 

 

Safe Use of the Internet 
Use of the Internet to benefit teaching and learning for our staff and pupils is welcomed at Calder 
House but we also acknowledge the absolute necessity of developing good practice to manage the 
inherent dangers and raise pupil awareness of these. Please refer to the school’s Safe Use of the 
Internet Policy. 

 
Staff Use of Internet and email facility 
Staff are welcome to access the Internet and use the school computer for personal emails provided: 

1. No inappropriate sites are visited; 
2. No information about any pupil is sent anywhere, without the express permission in writing 

of the Head; 
3. Wiltshire County Council guidelines regarding photographs and images of children are 

strictly followed; 
4. No emails are sent by staff to pupil’s home computers; 
5. Staff do not access the Internet for personal reasons or send or collect personal emails 

during lessons or at other pupil contact times; 
6. All personal use of school computers is in staff non-contact times.  

 
When using the computers for any purpose, you must ensure that printing is completed and 
collected. If you are the last person to use the computers at the end of the day, ensure you are 
properly logged off and all computers are turned off before you leave the room. 
 
 
Web Site 
Our school Web Site can be found at www.calderhouseschool.co.uk. As stated above, we follow the 
Wiltshire County Council guidelines regarding photographs and images of children. These can be 
found in the Computer Room. Under no circumstances may identifying details of pupils be placed on 
any web site. 
 
 
Social Media 
Social media includes online social forums such as Facebook, Twitter and LinkedIn and websites such 
as YouTube and Flickr. This type of media which is now widely used allows people to communicate 
instantly and share data in a public forum. Please refer to the school’s Social Media Policy which 
sets out the school’s approach to staff use of social media and internet sites and action that may be 
taken when it is considered a member of staff may have breached this policy.  

 

 
Employment Issues 
Staff are referred to their contracts of Employment and the staff Employment handbook. Please also 
note Appendix 1 which is the school’s Grievance Procedure. In addition, please note the following 
requirements and practices: 

 
Working Hours 
Each teacher’s contract specifies annual holiday entitlement and working hours. For class teachers, 

http://www.calderhouseschool.co.uk/
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the working day starts at 8.30 promptly, when the children are admitted to school, and by this time 
class teachers must be in their classrooms to supervise the pupils. 

 
Dress Code 
All members of staff are asked to observe a dress code and to wear overtly casual clothes only on 
non-contact days. 

 

Staff Confidentiality  

Staff employment contracts and associated papers are kept in a secure place in the Bursar’s office; 
Staff contracts refer to school data protection issues – please refer to the school’s Data Protection 
policy. 
 
Duties 
In accordance with the terms of their contract, staff will all be asked to do playground and lunchtime 
duties shared as fairly as possible by a rota drawn up by the Head. 

Class teachers are asked to check games kit in class time at the start of each half term to ensure it is 
all in school and correctly named. A note should be sent home for a shortfall. At the same time, they 
should check that school uniform is marked and if not mark it on labels with initials in biro. They 
should also ensure that all pupils have trainers, wellies or similar for playtime use. 

Class teachers are also asked to check that each child has a pencil case and an adequate supply of 
stationery. Any shortage should be reported to the Head, who will supply if applicable.  

 

Jewellery/sports kit/equipment/valuables 
Other than watches, staff should ensure that items of jewellery (apart from small earring studs) are 
not worn by pupils in school. 

 
Money/ Valuables: 
Occasionally children are asked to bring money into school for voluntary charitable events. Class 
teachers will keep money in named purses in their desks during the day for safekeeping. 

 

Staff Appraisal 
This takes place annually during the Spring Term. 

 

Staff Expenditure 
Staff must obtain prior authorisation from the Head before placing any orders or purchasing any 
goods to the school’s account. At the lesson planning stage, you should identify any additional 
resources that you will require over and above those which are routinely available in school and 
agree appropriate requisitions with the Head. Subject leaders have additional duties in this regard 
for subject development. 

 

Tidying up 
It is the responsibility of the staff to ensure that the classroom is left clean and tidy, and that any 
unusual mess created during a lesson is cleared away. The games cupboard will be kept tidy and the 
doors closed. 
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Violence at Work – Advice to Staff 
Calder House is committed to providing a safe and healthy working environment for all members of 
staff. Please therefore remember the following advice: 
 
Intruders: If you see someone you do not recognise unaccompanied by a member of staff on the 
school premises, report immediately to the school office. Do not approach the intruder yourself 
unless you believe they pose an immediate danger to a pupil’s safety. There are 4 walkie talkies for 
emergency situations situated throughout the school. 
 
Parents: If you feel a parent is becoming aggressive towards you, do not confront them. Back off and 
bring the situation to an immediate conclusion. If necessary, simply turn your back and walk away. 
Report at once to the Head and explain what has happened.  
 
Pupils: Please refer to school policies on Positive Behaviour and Physical Intervention. 
 
A thorough review of safety at Calder House is conducted annually, and ‘Health and Safety’ appears 
as an item on every Staff meeting Agenda. However, if at any time you have a question or feel that 
there is something that could be done to improve safety at school, please inform the Head or SMT. 
 
 
Data Protection 
Calder House adopts the principle of privacy of information with regard to the personal records of 
both pupils and staff. To this end staff are required to safeguard pupil confidentiality and are 
referred to our Data Protection Policy. 
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Part 2 – Teaching and the Curriculum 

 
Styles of Teaching and Learning 
All possible steps shall be taken by all staff at all times to promote self-confidence in the pupils and 
raise self-esteem. 

Therefore: 

No individual results shall be made public, no class lists posted and no child shall on any account 
mark another child’s work. 

No discussion of the children shall take place in their hearing, and all staff shall be vigilant to prevent 
visitors to the school from making any comments about pupils either individually or collectively in 
their presence. This is particularly necessary when LA teachers and EPs are in school. 

No child shall pick teams for lessons or in the playground (see above). This is the teacher’s job. 

Marking shall be positive - and if it is necessary to mark something ‘wrong’, why it is wrong shall be 
made clear. Refer to the Marking Policy. 

Overall teachers shall adhere to the concept that if the child has failed to learn, it is the teaching 
which is wrong, and the teacher will seek new ways to communicate more successfully. Teaching 
colleagues will share concerns, and support each other focussing on the overall good of the pupils as 
their main objective. 

The role of specialist teachers within the school will be to work as a team with their classroom 
colleagues, sharing ideas and supplementing and informing the individual pupil’s special educational 
needs and programme. Non-contact time will be given during preparation days to enable all teaching 
staff to share ideas and formulate programmes. 

Generally, it is the policy of the school that the greatest specialism is directed to the pupils with the 
greatest difficulty in any subject. 

Homework:  
Please refer to the school’s Homework Policy 

The Headteacher (The Head) 

Is so designated by Calder House School having regard to her teaching experience and qualifications.  
The Head is responsible for the day-to-day running of the school, management of its teaching staff 
and assistants, overall delivery of the curriculum and well-being of the pupils. She reports directly to 
the Managing Director (Jason Page) and to the Governing Body.  

Director of Studies: 

The Director of Studies has particular responsibility for those members of staff who deliver sub-skill 
remedial support (the support staff). This will include both qualified teachers and teaching 
assistants. 
 
His role is as follows:  

 To supervise and direct the delivery of sub-skill support within a whole school specialist teaching 
environment; 

 To liaise with the Head on the timetabling of sub-skill support to facilitate the best use available 
human resources for this; 

 To be aware of all specialist teaching resources in school and maintain an inventory of them to 
facilitate the direction of support staff in their use; 

 To identify to the Head the area of need for any additional resources, and to evaluate with support 
staff any suggestions made for new resources by management providing feedback advice; 
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 To meet on a six-weekly basis during the dedicated preparation time or at another timetabled time 
with all part-time support staff on a 1:1 basis for one hour to review the resources currently in use 
by them and support the planning of the sub-skills sessions; 

 To act as a facilitator between the 1:1 specialist teacher, speech and language therapist and 
occupational therapist to ensure that lines of communication are kept open. When a member of 
staff identifies a problem with a pupil in an area where these specialists have expertise, he should 
immediately bring it to the specialist’s attention. Examples of this might be when an aspect of sound 
symbol correspondence in ‘Toe by Toe’ is referred immediately to the SLT, poor posture when sitting 
at desk to the occupational therapist, difficulty with data handling to the head teacher for spatial 
perception investigation etc. The Round Table meetings may be an area that will assist in this 
facilitation but the DoS will also become aware of issues when monitoring the use of resources and 
will strive to create a culture of immediate recorded communication; The DoS also communicates 
any relevant information from the TAs (Subskills teachers) at Parents’ Evenings. 

 To work alongside the Head to continually update the ‘Strength and Weaknesses Chart’ and the 
individual ISEPs on a termly basis.  
 
Subject leaders are so designated by the school.  
 
Their role is as follows:   

 To make available to all staff teaching the subject, the curriculum to be followed.  

 To monitor and oversee its delivery so as to ensure that there is no repetition of individual 
subject topics year on year, and, where necessary, ensure that the staff are aware of alternative 
curriculum topics.  

 To advise the Head upon all aspects of curriculum development, formulating suggested subject 
specific curriculum development plans for inclusion in the school’s educational development 
plan. This will include proposals for school trips to implement within the department those 
agreed with the Head and the Bursar;  

 To maintain a list of all curriculum teaching resources, and to ensure all staff teaching the 
subject are aware of this list and the whereabouts of the resources. If new resources are 
required within the department, to identify and requisition these as part of the subject 
development plan referred to above;  

 To hold regular departmental meetings to support staff teaching within the department and to 
use these meetings for feedback on the progress of individual pupils. To bring any concerns 
about progress to the immediate attention of the Head, with recommendations of remedial 
steps that may be taken. To support staff in finding strategies to help pupils requiring 
differentiation within the subject; 

 To arrange with the Head an annual tariff of peer mentoring within the department, to ensure 
that opportunities are available for subject leader observation of departmental lessons. 
Confidential feedback from these observations should be given after school to the staff 
concerned and the Head. This feedback enables proper support to be given to colleagues as 
required.  

 
Additionally, in the Maths and English Departments being core subjects: 
 

 To make recommendations every half term to the Head upon the setting and remedial needs of 
all pupils: such recommendations being the outcome of the departmental meetings held over 
the period in question;  

 To ensure that the full curriculum is delivered, differentiated for individual pupils as required. To 
advise the Head as to the predicted outcomes of pupils taking SATs, and if such be the case 
those who should not take it in Year 6;  



01225743566 / www.CalderHouseSchool.co.uk  / enquiries@CalderHouseSchool.co.uk 

Calder House Ltd. Registered in England and Wales, Registration No. 4049248, 

Registered Office 37 Great Pulteney Street, Bath, BA2 4DA 

 To be responsible for the department’s communication with specialists and those giving extra 
Maths support regarding the needs of individual pupils. Further to ensure that everyone within 
the department makes full use of the communication systems put in place by the Head.  

 
Teachers are referred to their subject leaders to obtain details of curricula.  

Teaching Assistants / Subskill Staff  

The function of teaching assistants is to work to the direction of the class teacher and not to attach 
to any particular pupil save as directed by the teacher in charge.  

During remedial lessons, when a member of the Subskill Staff may be in sole charge of pupils, s/he 
will work under the guidance of a designated specialist, the Head or the Director of Studies who will 
help to devise programmes for the remedial activity, monitor and evaluate lessons and outcomes.  

S/he will also be expected to write termly targets (with reference to the target bank) and report at 
the end of each term on the achievement of these targets.  

 
General curriculum matters 
The use of alternate line coloured board markers, numbering each line, wide spacing and simple 
words may facilitate whiteboard copying. For some pupils, it may be preferable for them to have a 
paper copy of notes from which to work or to take a screen shot on an iPad. Vigilance is particularly 
required when a whiteboard is in use where the reading age requirements may be out of kilter with 
some pupil reading or visual memory skills. All teachers must ensure that no child is asked to make a 
note which they cannot read. In such a case, and until reading skills are acquired, a drawing, cartoon 
or similar may be a more appropriate work record. 

The Curriculum is as specified in the appropriate curriculum plans maintained by the Head. 

Science and the Humanities will be taught as far as is practicable by teachers having a special 
interest or specialism in these subjects, and the curriculum will be organised into subjects rather 
than topics. This will facilitate direct subject teaching. 

In Maths, English, and Spelling and for Remedial activities pupils will be grouped according to their 
attainment and skill level. In other subjects, they will be taught in classes organised according to age 
to enable the National Curriculum content to be taught at an age appropriate level. 

IT and the use of the Internet including cross curricula use 
Staff are explicitly referred to the school’s Safe Use of the Internet Policy. Once a year the school 
will invite parents in for an e-safety discussion.  

 
PE/Games 
Staff should note and observe the Policy on Health and Safety specific to Swimming, PE and Games 

Attainment monitoring 

The Academic progress of each individual pupil is tracked on a composite tracking grid monitored by 
the Head.  

Examinations will be taken twice yearly: in the first half of the Spring Term, and in the second half of 
the Summer Term. Individual pupil records are kept in specific pupil folders and subject teachers are 
responsible for keeping these up to date. They are stored and used by the Head.  

Written reports to parents are issued in the prescribed form every term and parents’ evenings are 
held mid-way through each term. Guidance on report writing will be provided by the Head.  
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School Examinations 

At the end of the Autumn Term, reading and spelling attainment will be tested and recorded. School 
examinations will take place at the start of the Spring term in English and Maths.  

For those children taking end of Key Stage 2 SATs in the summer, the previous year’s SATs will be 
used for practise; these mock exams will be taken at the start of the Spring Term. 

For all other children, either AQA materials or Abacus papers will be used for Maths. Twinkl 
assessments will be used for Science as ongoing assessments throughout the year. 

Following the Spring exams, teachers will be responsible for filing the papers in the individual pupil 
folders, this to be completed no later than the February half term break.  

Summer Examinations 

SATs will be taken by Year 6 leavers who are capable of doing so, but not by Year 6 pupils who are 
not ready to leave unless agreed with the Head. Where appropriate and when available Year 7 
Progress papers may be used. 

AQA materials will be used at this time by preference and as appropriate: and in all other cases 
pupils will be examined by school based exams in Maths, Science and English. 

All pupils will take school exams in History, Geography and Latin. 

Following the exams all subject teachers will be responsible for filing exam papers in the individual 
record folders; this to be completed no later than 1st July.  

At the end of the Summer Term, reading and spelling attainment will also be tested and recorded. 

School Trips 
 School Trips, including visits to farms, to the theatre, museums and other places of cultural 

or environmental interest are a valued part of the school curriculum. They are planned on an 
annual basis and staff will be informed by their subject leaders of the choices available both 
as to timing and locations; 

 It is not normal school practice to organise residential trips; only in exceptional 
circumstances will these be permitted; 

 It is school policy that all pupils have access to school trips; appropriate arrangements are to 
be made for any pupil who have physical or medical issues which require special attention. 
 

Staff should note that at all times a minimum of two staff must be present and on duty when more 
than a single pupil is on any kind of outing and away from school premises. You are referred to the 
Guidance for Out of School Activities. 
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School Policies which are mentioned in the staff handbook of which staff need to have read and be 
aware: 

Health & Safety Policy which includes: 
Policy on First Aid: 
Fire Safety 
Classroom safety 
Legionella (Water Safety) 
Anti-bullying Policy 
Child Protection Policy plus appendix, Visitors to School (Visitors Policy) 
Putting Young People First – Essential Good Practice Checklist 
Safeguarding Flowchart 
Safer recruitment Policy 
Whistleblowing Policy 
Drugs Policy 
Medical Conditions Policy and associated paperwork 
Intimate Care Policy 
Code of Conduct for School Staff 
Policy on Physical Interventions (the use of force) 
Positive Behaviour Policy 
Promoting Racial Equality Policy 
Disability Policy 
Parents Handbook 
Social Media Policy 
Safe use of the Internet Policy 
Employment Handbook plus Appendix 1: Grievance Procedure 
Data Protection Policy for Pupils and Staff 
Marking Policy 
Homework Policy 
Health & Safety Policy specific to PE, Games and Swimming 
Risk Assessment Template & Guidance on Trips 

 
 
Please sign and return to the office. 
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Calder House Policies 
 
Name: 

 
 
Address: 

 
I confirm that I have received and read the staff handbook and the school’s policies, sent to me 
electronically and referred to in this handbook.  
 
I agree to abide by the policies and observe the procedures and guidance documents issued by the 
school.  
 
Having read this handbook and the school policies, if I am concerned about any points or issues 
raised, I have listed them below and for the following reasons: 
 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 
 
If I have any further concerns or questions I will seek clarification from the Head who I understand 
will supervise my induction period and appoint a colleague as a mentor to offer ongoing support and 
assistance. 
 
I understand that Calder House School is committed to safeguarding and promoting the welfare of 
children and its policies and practices are in place to promote this commitment. 
 
 
Signed: 

 
 
 
Date: 

 

 

 


