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MISSION STATEMENT & AIMS

Making the most of Individual Talent – nurturing every child

St Winifred’s School seeks to provide a positive and secure environment where individuals feel valued and respected, where they can develop their skills fully and achieve their best potential.

Our aims are:

· To provide a happy, caring environment in which everyone feels valued.

· To have high expectation of everyone in our school community.

· To assist children to develop concepts, skills, attitudes and knowledge to enable them to access the primary curriculum.

· To promote high standards of education through the diversity of a broad based curriculum and through the many other educational opportunities available.

· To provide the appropriate preparation and support in the curriculum for pupils to achieve success in personal targets and goals.

· To provide an environment that will help all individuals, regardless of their race, gender or disability, acquire the skills for co-operative and personal learning.

· To provide each child with moral guidance so that they develop a sense of right and wrong in the expectation that they will develop into self-confident individuals with a good understanding and tolerance of the beliefs and cultures of others. 

St Winifred’s School believes that these aims can be achieved through the efforts of its well qualified staff, its structured and up to date curriculum and the many appropriate facilities and resources available to ensure pupils’ full and successful participation and achievement. 

Introduction To School
Making the most of Individual Talent - nurturing every child

St. Winifred’s is a small independent school in a central position in Southampton. The school caters for children aged five to eleven. The nursery takes children from two years old, including those receiving nursery grants. St Winifred’s is a member of ISA and ISCis.

The school aims to provide for the whole child through a varied curriculum, with a wide programme of study and opportunities to develop all aspects of every pupil’s talents. The core subjects, English, Maths and Science, as well as the development of ICT skills are at the centre of learning throughout the school. Pupils are encouraged and helped to develop a disciplined approach to personal study skills at all ages. Group and class activities help everyone to experience cooperative work and gain useful understanding of others skills and feelings.

Details of the curriculum can be found on our website. A structured academic program is covered by all age groups. This is delivered by specialist staff that enable every pupil to achieve their potential. Continuous assessment and tests prepare the upper school pupils for their entrance exams as well as preparing them for further achievement at secondary school.

The school provides regular feedback about pupils’ progress at Parents’ Evenings and through reports. Regular newsletters are sent to parents informing them of events the pupils are involved in as well as activities happening within the school.  Parents are encouraged to be involved in their children’s education where ever possible.

The school is proud of its achievements in music, drama, games, swimming and dance. As well as our own two indoor hall spaces and playground, the school takes advantage of The Gregg Schools sporting facilities. Weekly games, swimming and gym/dance sessions with qualified staff are provided, as well as a variety of after school activities.

Upper school pupils gain valuable experience whilst preparing for Trinity College Effective Communication examinations. Each year many pupils achieve distinctions and merits but, most importantly, all gain much personal satisfaction and confidence that will help them in later life.

Further opportunities are provided, through extra-curricular activities, to develop pupils’ individual talents and personal strengths and interests. Monthly Achievement Assemblies celebrate individual and group interests in and out of school as well as focusing on pupils Endeavour and Courtesy within school. These are a opportunity for every individual to learn their own self-worth.

The school provides Before School Care from 8.00am and After School Club until six o’clock for pupils aged three upwards.

Potential pupils are very welcome to spend a ‘taster’ day with their prospective class, to allow them to form some impression of the school.

If you would like to know more about St Winifred’s, please telephone the school office, or visit our web-site. I will be happy to meet you to discuss your child’s future and show you the school in action.
General information for Staff

School information
Address: 
St Winifred’s School 



17 – 19 Winn Road



Southampton



SO17 1EJ

Telephone:
02380 557 352

FAX:

02380 679 055

Website:
www.stwinifreds.southampton.sch.uk
Email:

office@stwinifreds.southampton.sch.uk
DCSF number:
852/6005

Head Teacher: 
Carole A Pearcey

Telephone:

02380 557 352
Email:


capearcey@stwinifreds.southampton.sch.uk

Chair of Trust: 
Mr John Watts 

Chair of Governors: Mr Jason Glover 
Bursar: 

Mr Vince Davies based at The Gregg School




Telephone: 02380 472 133

Term Dates 2011 - 2012
AUTUMN TERM

Start of term:

Tuesday 6th September (Staff Training)

Wednesday 7th September (Pupils)

Staff Training:

Friday 21st October 


Morning safeguarding Awarness Training for ALL Staff
Half-term:

Monday 24th October to Friday 28th October

End of term:
3:30pm Wednesday 14th December 
CHRISTMAS HOLIDAY – 15TH DECEMBER TO 2ND JANUARY

SPRING TERM
Start of term:

Tuesday 3rd January

Staff Training:

Friday 10th February 

Half-term:

Monday 13th February to Friday 17th February

End of term:

12:30pm Thursday 29th March
EASTER HOLIDAY – 30th MARCH TO 17th APRIL

SUMMER TERM

Start of term:

Wednesday 18th April
Bank holiday:

(School closed) Monday 7TH May

Staff Training:

Friday 1st June

Half-term:

Monday 4th June to Friday 8th June

End of term:

12.30pm Wednesday 18th July 
Staff signing in and out

All staff are required to sign the Signing In/Out Book in the school office every time they enter or leave the building as a safety check in case of fire or evacuation. 
The Staff Bulletin Board in the school office is updated through out the day. This MUST be checked at least twice a day by ALL staff when signing in and out.
Health & Safety 

All staff are expected to read the Health & Safety policy and Fire policy and procedure annually. These can be found on the school website.

Health & Safety issues are to be discussed regularly at Teachers morning Briefings. If any member of staff has any Health & Safety issues they should raise them at these meetings or bring them to the attention of the Caretaker, Head or Senior teacher. Half termly Health and Safety meetings are held between the Head, Senior Teacher, Facilities Manager and Governor representative.
Safety & Security of site

· NO pupil is allowed to open any of the outside doors or gates.

· Gates and doors MUST be locked at all times during the school day. 

· All visitors to the school MUST be escorted to the office and sign in. 

· Visitors MUST be escorted around the school by the Caretaker, Secretary or member of staff they are visiting. 

· Parents or persons with parental responsibility, entering the school MUST inform the school office they are in the building and be escorted or wait for their child in the waiting area. 
· All visitors must be escorted from the site to ensure that the doors are closed after them.

· Arrangements for the beginning and end of the school day are published on the website and brought to the attention of parents or persons with parental responsibility and staff
· The Caretaker, or member of staff on duty, unlocks the gates into the playground at 8:40am and 3:25pm

· Staff are on duty before school, during break times and after school to ensure pupils safety

· Parents or the person with parental responsibility list the people responsible for collection of their children on the Emergency Contact Forms held in the school office. They MUST inform the office of any changes to these arrangements. Any member of staff who is not officially aware of a change to these arrangements MUST gain clarification from the school office. 

· Emergency Contact Forms and Offsite Visit forms are updated annually by the parents or person with parental responsibility.
· Pupils arriving to Before School Care (BSC) enter through the Nursery door and the person bringing them is escorted from the site by BSC staff.

· Parents or the person with parental responsibility collecting a pupil from After School Care (ASC) use the side door and are let in by ASC staff and escorted from the site.

· Arrangements for BSC & ASC are on our website – general information
· All staff must be aware of these procedures and the policies relating to them. All policies are published on the school website or hard copies are available from the school office or Head.
· All of these arrangements are detailed on the website – 
www.stwinifreds.southampton.sch.uk 

at our-school - general information 
Staff Absence

All staff must contact the Head as soon as possible. Head available from 6am on mobile or at home.
If unavailable the School Office, 02380 557 352 as soon as they are aware they will be absent. Lesson plans should be in the Heads office for supply staff. (See planning) 
Staff are expected to notify the Bursar of changes in their medical condition.
Emergency Contacts for Staff

Details of emergency contacts for staff are kept in the school office.

Staff Addresses and Numbers 

These are held in the school office and by the Head. 
First Aiders

Miss J Oakley – First Aid at Work

Mrs B Middleton – Early Years First Aid 

Miss A Harvey – Early Years First Aid

Mr A Humphries – Early Years First Aid 
Mrs L Black – Early Years First Aid 
Mrs N Harrison – Early Years First Aid 
Mrs M AlHashimi – Early Years First Aid
Mrs M Drake –First Responder Qualification, Life Saver 
Mr S Rye – Life Saver 
Appointed Persons – C A Pearcey, M Vernon, H Green, M Adams, N Carter, S Willbourne, L Morris, J Oakley, A Florey, S Rye, M Drake
Child Protection Liaison Officers – Mrs Carole Pearcey, Mr Matt Pascoe
Fire Officer – Mr Matthew Vernon

SENCO – Mr Matt Pascoe
Policies

Policies are reviewed annually by the staff or Trust. Any changes are ratified by the Governors. All policies are published on the school website and these versions are the up to date working policies. 

All staff should be aware of any changes and regularly read the procedures described in these documents. 
Code of conduct 

All persons on site are asked to abide by the Code of Conduct displayed around the school. This code is reviewed by the School Council and staff annually. Each Form Teacher discusses the Code with their class at the beginning of the school year and each class must illustrate each part of the code of conduct to ensure the whole class understands its meaning. These should be displayed in classrooms.

Here is a copy:



St Winifred’s School

Code of Conduct

This behaviour code should benefit everyone at St Winifred’s School, ensuring that pupils, parents and staff alike are able to take full advantage of the school environment and are happy and fulfilled

· Show care for other’s feelings.
· Treat all others with equal respect

· Always tell the truth. Never take something that does not belong to you

· Do not use bad language, call people names, use physical violence against others or unkind gestures towards others so as to cause distress and unhappiness. There should be no bullies at St Winifred’s School

· Always be polite and show good manners to everyone

· Always take an interest in what people are saying in a lesson. Try your best to answer questions and join in class conversations

· Always try to work quietly and carefully on class activities.
· Always treat school equipment and the belongings of others with care and keep your own things tidy

· Take a pride in how you look as well as what you do

· Try to face challenges with confidence; be willing to join in with others and contribute to school life, clubs, concerts and special events where possible. Try to support the school council, contributing ideas and assistance
Meanings of Words

bad language – rude words

physical violence – hitting/kicking/pushing/punching

unkind gestures – pointing finger/shaking fist/ rude signs

belongings – toys/clothing/ books/pencils which belong to someone else
pride – to be pleased about something you have done

contributing – to give
assistance – to help

Pupils Behaviour
Procedures to deal with unacceptable behaviour are set out in the Behaviour policy and all concerns should be brought to the attention of the pupils Form Teacher, Pastoral Leader and the Head.

Playground Policy
Behaviour in the playground is expected to abide by the code of conduct and the school play ground policy. All staff MUST be aware of the content of this policy.
Clubs
Details of clubs and there dates are on the school website. Pupils attending clubs are listed in the school office.
Uniform and Dress Code 

A school uniform list is published on the website. All staff are expected to ensure the pupils are aware of the uniform requirements and follow up any discrepancies with Form Teachers.

Staff are expected to dress appropriately to act as good role models to the pupils – no jeans

General Rules for Care of Pupils

The health and safety of pupils is paramount and must always be considered. Any concerns must be reported to the Head or Senior Teacher in charge of Pastoral Care so the situation can be resolved promptly. School policies and procedures must be read by all staff and always followed.
Inside
1. Ensure that fire exits are unobstructed at all times.
2. Do not prop open fire doors
3. At the end of a day close any windows that you open during the course of that day.
4. After using an electrical socket make sure that the safety cover is inserted.
5. Do not place mugs of hot liquid in any area where a pupil might knock the mug over.
Toilet Area
1. Do not allow pupils to play with the toilets.
2. Insist that pupils wash their hands after using the toilet.
3. Report any spillage of liquids to the school secretary who can inform the caretaker so that it can be mopped dry to prevent slipping.
Boiler Room
1. Never allow any pupil into the room.
2. Always ensure that the door is locked except when a member of staff is in there.
3. Do not operate the boiler control.
Classroom
1. Ensure that the fire exit is unobstructed at all times.
2. Always make sure that the pupils are accompanied.
3. Always sweep up sand as soon as possible after spillage to prevent accidents caused by slipping.
4. Always mop up water spilled when playing with water.
5. After using an electrical socket make sure the safety cover is inserted.
Kitchen
1. Never allow pupils into the room between 8:30am and 3:30pm. 
Art Room
1. Always clear up spills on worktops and floors.
2. Keep resources stored in an orderly manner and store completed work safely.
3. Always store chemicals in the Art Store on the top shelves and ensure that no pupils are allowed in the Art Store.
4. Ensure that tools are kept safely stored when not in use and pupils are supervised closely when using glue guns and carpentry tools etc.
Science Room
1. Keep chemicals stored in locked cabinets.

2. Keep all practical resources stored carefully and do not allow pupils access to resources unaccompanied.
Outside Play Area
1. Always check the environment is safe for the pupils, i.e. free of glass, nettles, etc.
2. Always make sure the gate is locked.
3. Ensure that pupils are supervised at all times.
General
1. Never allow any person you do not know to take a child away. Always check with the teacher in charge to ensure that that person is an authorized collector.
2. Never allow pupils to go outside unaccompanied.
3. If any accidents result in injury to staff or pupils they must be recorded in the accident book and the correct procedures followed.
4. Any medicine given to any child must first be authorized by their parents and recorded on a Medication Administration Record. Procedure for administering medication is found on the website
5. The use of bad language within the school premises is absolutely forbidden.
A copy of these rules is on the school website.

Complaints

Staff complaints follow the complaints procedure issued with the contract of employment.

Parents or pupil complaints are dealt with following the schools Complaints Policy. Every complaint must be followed up and the Form Teachers, Senior Staff and Head kept informed about the situation. 

Copies of these procedures and policies are on the school website or available from the school office.
Staff Codes – Initials
CP - Mrs. C A Pearcey

Headteacher, CPLO, Mathematics



BC – Mr C Beaven
MFL, Plantagenet House
NC - Mrs N. Carter
Nursery Coordinator & Before School Care Coordinator

PC – Mr P Corney
English, Maths 
GC – Mr. G Cunliff


Games

MD - Mrs. M. Drake 


Swimming
AF – Mrs A Florey


Art, RS, Tudor House
HG - Miss H. Green 

Form 2 Form Teacher, Tudor House

NH – Mrs N. Harrison

Transition Form Teacher, Plantagenet 


House
BM - Mrs B. Middleton
Nursery Coordinator, Before School Care Coordinator, EYFS First Aid
JO - Mr J. O’Flaherty
Games, Dance & Gym, Stuart House
MP – Mr M. Pascoe
English Coordinator, Form 3/4 Form Teacher, CPLO, SENCo, Pastoral Leader, Plantagenet House
PFP- Mr P Pearcey
TEFL, Library, Stuart House
SR – Mr S Rye
Swimming
AS – Mr A Sharkey
 ICT Coordinator, Form 5 Form Teacher, Stuart House
MV – Mr M Vernon
Fire Officer, Science, Humanities, Form 6 Form Teacher, Curriculum Leader, Tudor House
MA - Miss M. Adams 

After School Care Coordinator
MAH – Mrs AlHashimi

Teaching Assistant

NB – Miss N. Bedford

Teaching Assistant

AH - Miss A. Harvey 
Nursery Assistant & Before School Care 
ACH – Mr A Humphries
Nursery Assistant
DO – Mr D O’Donovan 

After School Care 

SW - Mrs S. Willbourn 

Teaching Assistant

LB – Mrs Black
Web Manager & Public Relations 

LM – Mrs Morris
Cook

JOa – Miss J Oakley
Secretary, First Aider at Work
LO – Mrs L Ogoo
Assistant Cook
DY – Mr D Yerbury
Caretaker

Peripatetic Music Teachers
MCa - Mr M. Carrington
Clarinet, Recorder, Saxophone, Violin
DF - Mr D. Frampton
Guitar

MP - Mr M. Penrose 
Piano
Staff Notice Board
This is situated in the school office and is updated through out the day. This MUST be checked at least twice a day when signing in and out. All messages for staff will be put on this board.

Performance Management
Meetings are arranged throughout the school year for staff to air their views. Observations of lessons are carried out in the Autumn Term with reference to the schools yearly focus. During the Spring Term appointments are made with every member of staff to discuss the year and assess any staff development. Please refer to the policy on the website. 
Child Protection Staff Training

All staff are expected to attend the Child Safety AwarnessTraining held in the Autumn Term every year. See calendar for date. Anyone unable to attend must contact the CPLO’s (Child Protection Liaison Officer) Carole Pearcey or Matt Pascoe
Safe Working Practice

Please unsure that the following Code of Conduct is observed by ALL members of staff in addition to the School Code of Conduct.

· Do not use personal mobile phones in classrooms when pupils are in the rooms

· Do not use personal mobile phones or cameras to record any pupil

· Do not phone pupils from your personal mobile number

· Do not contact pupils from your personal email

· Do not accept substantial gifts from pupils

· Do not have any physical contact with pupils

· Do not contact pupils through Facebook or in any other chat room situation

This Code of Conduct is to ensure the safety of staff and pupils.

Abuse may occur when motivation meets opportunity

We cannot prevent motivation but we can minimise opportunity
Whistle Blowing

If any action by an adult or member of staff is in any way worrying you MUST report that person to a member of the Senior Management Team or CPLO or chairman of the Trust. The behaviour will then be investigated.

Nursery Sessions
The Nursery runs two sessions daily: 
Morning session 8:50am till 12noon

Afternoon session 1pm till 3:30pm

During this time the halls are timetabled for use by the Nursery. Lunch, for those pupils staying all day, is served at 12noon every day. Swimming is provided only for pupils staying all day on Monday.  
Room Numbers - Parts of Building see plans attached
Ground Floor

Room 1 – Nursery

Room 2 – Nursery

Room 3 – Nursery Staff Room

Room 4 – School Office

Room 5 – Transition Classroom




Room 6 – Transition Classroom 

Hall 1 – Assembly & lunch hall

Hall 2 – Gym

First Floor

Room 7 – Form 3/4 Form room

Room 8 – Form 4 Teaching room

Room 9 – Form 5 Form room

Room 10 – Form 2 Form room

Room 11 – Science room

Room 11A – Form 6 Form room

Room 12 – TV Room

Room R – Library – Resources Room

Second Floor

Room 13 – Art Room

Room 16 - Music Room

Travel Arrangements for Swimming

	FORM (Staff included in bus totals)
	LEAVE
	SWIM
	RETURN TO SCHOOL

	Transition (23 seats)
	11:10am
	11:30am – 12noon
	12:15pm [Lunch @12:50pm]

	Nursery (15 seats)
	12:40pm [lunch @12]
	1pm – 1:30pm
	1:50pm

	Form 2 & 3
(20 seats)
	1:10pm 

[lunch @ 12:20]
	1:30pm – 2pm
	2:15pm

	Form 4 & 5 
(16 seats)
	1:40pm
	2pm – 2:30pm
	2:45pm

	Form 6 (9 seats)
	2:10pm
	2:30pm – 3pm
	3:20pm


School Day

8:30am

Staff Briefing (Monday & Thursday)

8:50am

Bell Registration – Register closes 8:55am 
9:00am
School Assembly (Monday / Wednesday / Thursday)

(Lesson 1 – Tuesday)
(Form time Friday)
9:20am
Lesson 1

10:00am
Lesson 2

10:30am
Lesson 3

11:00am
Break Time

11:20am
Lesson 4

11:50am
Lesson 5

12:00
Nursery Lunch & Playtime till 1pm  

*12:20
Early Lunch Monday – F3 & 2
12:20pm
Lesson 6 (Upper School KS2)

**12:20pm
First Lunch – Lower School (KS1 & Reception)
12:50pm
Second Lunch - Upper School (KS2)

12:50pm 

Lower School KS1+ Reception playtime

1:20pm
Lesson 6 (Lower School KS1 & Reception)
1:50pm
Lesson 7

2:20pm
Lesson 8

(3pm – 3:10pm 
Lower School KS1 & Reception playtime, if required)
2:50pm
Lesson 9

3:20pm 
Registration

3:30pm 
School Ends

*12:20 Monday due to swimming
**Thursday Form 2 Lesson 6 with AF, Lunch at 12:50pm
General Information issued to all parents is viewed on the Website:

www.stwinifreds.southampton.sch.uk  


Follow Our School / General Information – All staff should be familiar with the content of this section of the website. 
Homework Timetable

Please note spelling each week is at English Teachers discretion, handwriting is for everyone. Form 1 & 2 will have Handwriting, Maths, Science & Reading.
	
	FORM 6 30mins
	FORM 5 25mins
	FORM 4 20mins
	FORM 3 20mins
	FORM 2&1 15mins

	MONDAY
	MATHS 
	ENGLISH
	MATHS 
	ENGLISH
	READING & HANDWRITTING

	
	
	
	
	
	

	TUESDAY
	SCIENCE 
	MATHS
	ENGLISH
	SCIENCE 
	READING & SCIENCE(F2)

	
	
	
	
	
	

	WEDNESDAY
	HANDWRITTING
	SCIENCE 
	MATHS 
	MATHS
	READING 

	
	
	
	
	
	

	THURSDAY
	MATHS
	HANDWRITTING
	SCIENCE
	HANDWRITTING
	READING

	
	
	
	
	
	

	FRIDAY
	ENGLISH
	MATHS
	HANDWRITTING
	MATHS
	READING & MATHS

	
	
	
	
	
	

	AT TEACHERS DISCRETION
	TABLES, SPELLING & READING
	TABLES, SPELLING & READING
	TABLES, SPELLING & READING
	TABLES, SPELLING & READING
	TABLES &

SPELLING 
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