Our school vision:

Striving for Success with Pride and
Happiness

The ‘West Melton’ Way

Aim: To ensure that all the core principles from school policies/guidelines
are understood and implemented, in order to ensure consistent
approaches from all staff.
A copy should always be available on every desk for staff/supply
teachers to consult.
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CHECKLIST FOR TYPICAL DAY AT WEST MELTON PRIMARY

7.45-8.30

TIME

NOTE
Breakfast Club

8.15
8.30

Staff briefing on Monday & Friday
Morning work/spelling focus.
Official Registration time.

8.45
8.50 -9:10

Assembly
(intervention/additional reading time for
all staff)
RWInc/ Critical reading

9.10-9:50
9:50-10:45
10.45-11:00 (time

Numeracy
Staff out on duty. TAs see class out if
teacher on duty. Three areas of yard
patrolled.

used to collect
drinks/taking a comfort break and
prepare for next session)

11.00-12 :00
12.00
12.15
12.55

Literacy

1-3

Individually timetabled:
Topic focus time
Science, RE, PE, P.S.H.E to be taught as
discrete lessons.
15min Class story/Whole class read
Children seen out by two members of staff
(agree as a year group) and handed over to
agreed adult.
Monday – KS1 & 2 Homework club once
weekly for year group – supervised by
teachers alternately.
External specialist extracurricular club

KS1 dinner time
KS2 dinner time
Children met on the yard (by TA’s if
teachers are taking clubs) and register
taken.

3.05
3.05-4.00
3.30-4.00 Tuesday & Thursday
3.30-4:30 Wednesday

PDMs
Directed time for marking, planning and
preparing classroom environment.

3.05-4.30 (Mon- Thurs)
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Foundation Stage Non Negotiables
Checklist for Typical Day at West Melton Primary School
Foundation Stage 1
Time

Note

8:30- 8:45/ 12:00- 12:15

Children enter school.

9.10-9.50

RWINc

9.50-11.30

The News/Question Time - Children to
take part in speaking and listening activity
Literacy activity
Numeracy Activity
Child Initiated activities (indoor/outdoor)

11:15/2:30

Reflection time and story and home time
routine
Home Time

11:30/3:05
Foundation Stage 2
Time

Note

8:30- 8:45

Children enter school and carryout morning
work.
RWInc

9.10-9.50
9.50-11.45

The News/Question Time - Children to
take part in speaking and listening activity
x3
X2 understanding of the
world/PSHE/circle time
Literacy activity
Child Initiated activities (indoor/outdoor)
*FS2 children to attend assemblyTuesday , Thursday and Friday 10:3010:45
Dinner Time

11:45-1:00
1:00-2:30

Numeracy Guided activities and adult
initiated learning (indoor and outdoor)
Handwriting 2x per week

2:30

Reflection time, Story and home time
routine, including rewards in folders
Home Time

3:05
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Planning Non-Negotiables
● MT planning - English, maths, curriculum, topic boom and topic
narrative for parents needs to be saved on Google Drive in the
planning file by 9am on the first day of term.
● By Friday, the weekly overview, weekly English and Maths plans
need to be saved on Google Drive to monitor and provide feedback
and support where needed.
● MT planning for English & Maths lessons should include skills based
objectives and opportunities to apply these in context.
● All weekly overview plans should include the L.I (Learning
Intention) being taught for the other subject areas and which
children/ability group the TA will be supporting each day/lesson.
● Learning Intentions need to be succinct and only address one thing.
They should not have more than one focus.
●

The Success Criteria in English and other subject areas should be
colour coded under the headings ‘Achieve’, ‘Challenge’ and ‘Aspire’.
They should follow this order and show clear differentiation.

●

The Success Criteria in Maths should be colour coded under the
headings ‘Fluency’, ‘Problem Solving’ and ‘Reasoning’. They should
follow this order and show clear differentiation.

● English and Maths Books must have the following L.I and SC grids
stick in for each lesson to, referred to and checked by both the
teacher and pupil/peers when achieved and used to inform next
steps set.
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Grids to go into children’s books.
T
S
VF
I
I have used visuals/supports to help me

Date:

LI: To write the beginning of a traditional tale.
Achieve: I can write in sentences using a capital letter and full stop.
She lived in a cottage in the woods.
Challenge: I can include an adjective.
She lived in a cosy cottage in the woods.
Aspire: I can include the conjunction ‘but’.
She lived in a small but cosy cottage in the woods.

E1

E3

E4

Pupil

T
S
VF
I
I have used visuals/supports to help me

Date:

E2

LI: To read the time in 5 min intervals
Fluency: I can count in 5s up to 100.
Problem Solving: I can solve time problems with 5 min intervals.
Reasoning: I can explain how I have used my knowledge of counting in 5’s to read
a timetable.

E1

Teacher

E2

E3

Pupil

E4
Teacher

NB: T- Teacher support
S- supported by TA
VF- verbal feedback given
I-Independent.
Effort rankings need circling (see marking and feedback section)
All other books also need:
T
S
VF
I
I have used visuals/supports to help me

Date:

LI: To locate where India is in the world
Achieve: I can find India on a map of the world.

E1

E2

E3

Pupil

Challenge: I can find where an important landmark in India is on the map.
Aspire: I can use coordinates to accurately locate the position of the Landmark.

•

There needs to be 3 levels of activities for all tasks, unless it is specified that
they are working in mixed ability groups.

●

These should be listed as HAPs, MAPs and LAPs

●

It should be identified which group is working with the teacher and which with
the TA

●

Extra provision for children with a specific SEN who are working below the LAP
children in the class should be noted.

●

Resources for scaffold and support need adding to the planning.

●

Planning to be shared with TA’s at the beginning of the week to ensure that all
support staff are aware of the children they are working with.
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E4
Teacher

Non-Negotiables of Classroom Management
and Organisation
The teacher must…

The child needs to…

Be on
●
●
●
●

time and ready to begin lessons
Be on time and ready to begin lessons
Teacher is in classroom prior to children’s arrival
Doors open at 8.30am; children settle into morning task on arrival
Morning tasks are on board prior to children’s arrival in classroom
Any work for correcting/ spellings/ x tables work during morning task time is
already on the child’s desk.
● Children put Learning Logs on their desks on arrival at school; teacher checks
messages and gives feedback re. home reading, homework completed etc.

Be able to ensure the necessary
Have ease of access to the necessary
equipment is readily available
equipment
● All classroom equipment must be organised and stored, clearly labelled and
accessible, as appropriate to age and stage of pupils in the class
● Children must be taught and expected to look after all resources, including
tidying and storing properly after use
● Where use of particular equipment is planned for, these should be ready and
available for use at the start of the lesson
● Where children will have a choice, appropriate resources must be available and
easily accessible in the classroom
● Where children may not use a supporting resource (e.g. in assessed tasks) this
should be clear to the children
● Use of new or different equipment and learning prompts must be specifically
taught through modelling, demonstration and practice

The teacher must…

The child needs to…

Be clear to pupils about what to do with
complete/incomplete work

Know what to do with or where to place
completed work, and know what to do
after a task is completed
● All books should be stored tidily in a specific place in the classroom
● All books or work should be collected in at the end of each lesson
● Any loose sheets should be glued into books either during or soon after the
lesson to keep work organised and available for marking
● Children must be told if and when they must complete unfinished work, according
to whether the reason lies with the teacher or the child
● Work which is ‘not good enough’ should be identified and improved during the
lesson.
Be very clear about expectations with
Understand the teacher’s expectations
regard to behaviour; pace of work; pupil and respond appropriately to them
involvement; presentation
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The school Behaviour Policy must be clearly and consistently followed and
sanctions used when necessary
● All lessons must engage and challenge all pupils so there is no opportunity for
pupils to be off-task or display any inappropriate behaviour during lessons
● Brisk pace of learning must be maintained through use of tightly focused lesson
planning, time limits and clear expectations for task completion, and teachers
‘keeping an eye on the clock’
● No excuses can be accepted for poor presentation and lack of pride in work; work
which is ‘not good enough’ must be redone in the child’s own time.
● A raised hand is used as a way to gathering the class together. FS use ‘Stop, look,
listen.
Regularly record observations and
Understand that the teacher is
assessments to plot the progress and
constantly monitoring their work and
attainment of their pupils
progress
● Changes to lesson plans must be made immediately within lessons where necessary
in response to pupil’s progress or emerging needs.
● Annotations of observations should be made on teacher’s daily planning by
teacher. TA’s should record observations in their A4 notepad.
● Daily formative assessment opportunities and analysis must be used to inform
next steps planning.
●

The teacher must…

The child needs to…

Give written and/or oral feedback to
See feedback as a normal part of their
pupils as they engage in and complete
daily work and as a help to further
tasks
learning
● No errors must be left uncorrected at any time, particularly of non-negotiables in
key skills
● Children working ‘independently’ must be continuously monitored by an adult to
stop errors or misconceptions being left uncorrected for the whole lesson (early
intervention and correction through ‘running feedback’)
● Marking and Feedback must reflect the school policy, including use of error
symbols
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Marking and Feedback non-negotiables
A symbol needs to be clearly used to show who has marked the work.
S With support
I Independent
ST Supply teacher
Purple editing pen:
This can be used by children to edit their own work.
The purple pen also needs to be used by children when they are responding to given
targets or suggested improvements. Time needs to be planned into morning work to
allow opportunities for responding to missions. Time can also be given in plenaries for
children to edit their work before it is collected.
Effort grades:
At West Melton Primary we value effort in all areas of the curriculum. We aim for
children to realise that they alone are responsible for the effort that they put into
their work and that they know how they can improve the effort they put in. Effort
grades will be given to children for any independent piece of work that they complete.
These effort grades are consistently used and displayed in all rooms.

Have you put in the effort to be an outstanding learner?
Effort Level
Effort 1
(E1)

What I am doing.

Effort 2
Effort 3

(E2)
(E3)

I am trying hard and striving to be better.

Effort 4

(E4)

I am working as hard as hard as I possibly can. I am taking
pride in my learning.

I have made some effort but only because I had to. I needed
lots of reminders to get on with my learning.
I have made no effort in my learning. My attitude was poor
and I disrupted the learning of others
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Symbol
&

What It Means
You have given a

What You Need To Do
Tell yourself ‘Well Done’

correct/good answer. You
have made a good effort.
X & 

___

Oops! Your answer is

Correct your mistakes/ Do your work again.

wrong

In your purple pen.

This word is not spelt

Find the correct spelling. Write the correct

correctly

word 3 times on your practice page and
correct in your purple pen.

O

You have missed out the

Put in the missing punctuation in your purple

punctuation in this

pen.

sentence
0

You have missed the

Put in the capital letter in your purple pen.

capital letter
VF

E1-4

You have been given verbal

Follow the advice given or congratulate

feedback about your work.

yourself!

You will be given an effort

Be honest and always try to be the best you

grade for all your

can be. Improve your effort in your next

independent learning.

piece of work.

Written comments need to reflect the school handwriting policy and refer
to the SC and move the learning on.
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All Learning-Presentation & Expectations
● We believe that children should be trained to treat all books and
folders with a very high standard of care.
● We have a standard colour/size of books- see attached chart.
● A printed label with school logo, name, class, and subject should be
stuck on the front of all books/folders.
● The writing portfolios and SMSC books should be passed on at the
end of the year to the next class.
● Where books are plain, the correct guideline should be kept in the
book with two paper clips – for most children this is the standard
one with 12 lines.
● High standards of presentation must be modelled to children and
expected at all times- this includes any cut out/stuck in work.
● Worksheets should only be used if the information on this is
supporting the achievement of the intended learning.
● The L.I and SC should be typed, printed and stuck into all books to
save time in the lesson for learning (see planning)
● If children do not set work out properly this should be addressed
immediately within the lesson time.
● Where learning is practical, photos and notes made by staff and/or
pupils need to be added to books.
● Differentiation, re support for the LAP/SEN and challenge for the
HAPS should be evident in all books in a range of ways, not just
through learning outcome.
● The quantity and quality of learning in all books should reflect the
planning and age expectations.
● Where work has been selected for display in the classroom, a copy
of this should be stuck into the relevant book first.
● Marking and feedback should be given during the lesson by
supporting adults and acted on by pupils in purple pen.
● Comments made by staff in books should reflect the school
handwriting policy and help to show achievements and/or move the
learning on.
● All books will be available to access in school at any time.
● High quality examples of a range of learning will be added to a class
celebration folder on a weekly basis to form a portfolio of the
learning that year.

10

Books/Folders
Subject
Literacy Book

Year Group

Literacy Book

Y1-6

Talk for Writing Folder
Literacy –
Writing Portfolio Best
write & assessed Write

Y1-6

Numeracy Books

FS2

Book
A4 Pink plain portrait

Additional Info.
To include writing skill tasks

(103152)

A4 pink logo lined book
(large lines for Y1 only)

Y1 – Y6

FS2
Y1 &2

Pink folders
A4 blue Ring Binder
folders (707449)
A4 Bright Blue 20mm
landscape (10065X)
A4 Bright Blue
7mm landscape
(10065X)

Y3-Y6

A4 Blue 5mm portrait
(103415)

Numeracy Folder
Science
Topic
SMSC
Homework

Y1-Y6

RWInc

Y1-Y2

Y1-6
Y1-Y6
Y1-Y6
Y1-Y6

Blue folder
A4 green plain portrait
A4+ Purple plain books
A4 blue books
A4 Lined yellow
Portrait
Small Pink plain (Y1)
(10678X)

Small Blue lined (Y2)

To include final/published
write
Talk for writing process
Edited extended writing.
independent and assessed
writing.
(3x per half term)
Written recordings and
problem solving
Written recordings and
problem solving; Big Maths
key skills
Written recordings and
problem solving.
Pages folded in half.
Any maths sheet work.
For all science work
For topic work
For RE and SMSC
For all tasks sent home or
completed in homework club.
For any written work in the
RWInc sessions.

(101338)

Reading

Y2 – Y6

A4 Bright blue (100994)

Spelling book
Large purple class
showcase folder

Y3 - Y6

A6 orange lined (103195)
A3 purple ring bound
folder

FS-Y6
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Comprehension activities are
recorded in here
All weekly spelling tests
For displaying and
celebrating a range and
variety of quality curriculum
outcomes.

Reading at West Melton

Here at West Melton we are passionate about reading. Reading is a golden thread which
runs throughout our curriculum and our school. Our ultimate aim is that children read well
and with enjoyment. From the early stages of reading inn F1, up to Year 6, we use a phonicsfirst strategy to decoding. Children are taught phonics following Ruth Miskin’s RWI.
Alongside this, in our daily story time, 1:1 Reading, Guided Reading, Whole Class Reading
and Book Talk, we develop children’s comprehension skills. Our whole school approach is
best illustrated using the Scarborough Reading Rope:

Language Comprehension
Background Knowledge is developed through our cross-curricular approach; in Science,
History and Geography children read frequently. In Whole Class Reading, teachers activate
prior knowledge. During the first session of each week, children are taught unfamiliar
vocabulary that they will encounter later in the week and learn to apply it in other contexts.

Language Structures are clarified in 1:1, Guided and Whole Class Reading in order to ensure
that children understand what they are reading. During Whole Class Reading, classes in KS2,
read the text being studied together which ensures that language structures are adhered to
and understood. Working Walls in each classroom support understanding.
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Vocabulary Instruction is explicit prior to Whole Class Reading. Each topic also has subject
specific vocabulary (Tier 3) which is taught to children and used in their independent work.
Tier 2 vocabulary is displayed on the class Word Willow and Tier 3 vocabulary alongside
children’s work from other subjects.
Verbal Reasoning is taught explicitly during reading sessions. Children work both
independently and collaboratively. Teacher’s model thought processes and responses.
Verbal reasoning is progressive and children are expected to develop, apply and hone these
skills as they move up school.
Word Recognition
Phonological awareness begins on entry to F1 and continues throughout school where in
KS2 teachers and children will ask what other sound a particular grapheme may represent.
Hearing children read, at least once per week, ensures that we can monitor their progress in
this strand.

Decoding is an intrinsic part of our early reading teaching: it also applies when reading and
learning spellings throughout school.
Sight Recognition is developed by the frequent opportunities for reading throughout school.
Sight vocabulary increases because of the reading opportunities across the curriculum in
topics such as Science, History and Geography.
KS2 Whole Class Reading
Please see timetable on following page.
Whole Class Reading in KS2 is taught at the same time as RWI in KS1. Children in KS1 who
have completed the RWI programme access RWI Language and Literacy during this time.
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Reading Rewards
Children are rewarded for reading at home. As a school, we are fully committed to ensuring
all children have the opportunity to read at home. Our reward system actively encourages
this and we carefully monitor (on a weekly basis) the percentage of pupils reading at home.
Class teachers will discuss the importance of reading at home with the parents of children
not doing so. The school’s Reading Ambassadors listen to these children read as well as
those identified as being in the bottom 20%.

Mon

Tues
Wed

Week 1

Vocabulary
Words in
context

Week 2

Vocabulary
Words in
context

Week 3

Vocabulary
Words in
context

Week 4

Vocabulary
Words in
context

Week 5

Vocabulary
Words in
context

Week 6

Vocabulary
Words in
context

Retrieve and
Record
Key details
and
quotations

Inference
Justify with
evidence

Retrieve and
Record
Key details
and
quotations

Inference
Justify with
evidence

Retrieve and
Record
Key details
and
quotations

Inference
Justify with
evidence

Predict
Stated and
implied
details

Summarise
The main
idea

Predict
Stated and
implied
details

Summarise
The main
idea

Predict
Stated and
implied
details

Summarise
The main
idea

Thurs
Fri

Parent Involvement
In order to engage parents we hold a ‘Bedtime’ story session where parents are invited to join their
children for story time, milk and cookies. Teachers use this as an opening to discussing reading with
parents.
Reading Assembly
The Deputy Headteacher delivers assemblies focusing on developing a love of reading, each week.
During these assemblies children are introduced to new authors and books as well as reminded of the
importance of reading.

Reading Ambassadors
Reading Ambassadors are chosen specifically for their love of reading. They are good role models to
their peers and support the school in making reading a key priority.
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Writing at West Melton
Talk for Writing
At West Melton, we follow Pie Corbett’s Talk for Writing. We believe that this is ideal for our
children in that it provides them with the opportunity to talk the text first. Improving speech
is a key focus for us and it is therefore essential that our children are given the opportunity
to do so on a daily basis.
By providing the children with a high quality WAGOLL we aim to increase their knowledge
and understanding of Tier 2 vocabulary, another essential focus for us a school. The WAGOLL
also supports us in developing writing stamina by encouraging the children to write at
length.
We do not require the children to complete a ‘cold write’ as we are aware that time is
precious for them. Instead, teachers refer to their on-going writing assessments to inform
their planning and to produce a high quality WAGOLL.
Teacher modelling is essential for us as a school. Teachers must provide high quality of
modelling. Our children should not be asked to produce something until they have been
shown how to do it. As a school, we strongly believe that writing must be taught!
The Talk for Writing process at West Melton, takes between two and three weeks depending
on the text type and age of the children.
All English lessons start with a 10 minute SPAG starter except on a Friday when SPAG is
taught separately. Friday is the day on which the children will be expected to write at length.
During this time some children will write independently, others
will work either with the class teacher or TA in a guided writing
group.
Hook:
All writing units start with an exciting and memorable hook that
engages them in the text type.
WAGOLL:
A high quality WAGOLL is shared with the children. The features
of this text type are investigated and taught.
Talking the text:
The children learn to talk the text. This is the IMMITATION STAGE. They use actions to
support them with this. We currently use the pie Corbett key actions. Please see the
attached document for these and for our punctuation actions. Class teachers are able to
develop actions for words in partnership with their children during the process of learning
the text.
The children will talk the text may times over a number of days and will do so whenever the
opportunity arises outside of the daily English lesson.
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Planning:
Once the children know the text very well they will begin to ‘innovate it’. This is the
INNOVATION STAGE. The teacher will model this process before the children make their own
innovations. Pupils from year 2 upward will plan the innovated text using a ‘Box-up’.
Writing:
The teacher will model writing each part of the innovated text (over a number of days)
before asking the children to start writing during the INDEPENDENT APPLICATION STAGE.
The teachers writing will ‘showcase’ our expectations as a school – handwriting will be neat
and follow the schools handwriting policy; include Tier 2 vocabulary; include evidence of the
SPAG focus and be written at some length.
By the end of the writing process, all children will produce a ‘published’ version of their
innovated text. These extended piece of writing will be displayed on the class ‘We are
writers!’ display. One star writer will be chosen to have their work displayed on the ‘Star
Writers’ display which is situated next to the hall. This child will also receive a certificate and
be mentioned on the school’s weekly Newsletter.

Handwriting
Handwriting is taught on a daily basis until children reach a point at which
their handwriting needs ‘maintenance’. At this point, it will be taught
approximately three times each week.
Handwriting lessons follow the school handwriting policy, which insists, on
good sitting position and correct positioning of the pencil.
In order to ensure handwriting is given a high profile across the school, each
class chooses a ‘Handwriting Hero’ each week. This person has their
handwriting displayed on the class and receives a certificate in the weekly celebration
assembly. Heroes in FS and KS1 get to wear a mask and cape for the day, whereas those in
kS2 may wear non-uniform.
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Talk for Writing Evidence

The following expectations MUST be adhered to by all teachers and are non-negotiable.
Pink Folders
•
•

Each child will have a new pink folder each term (three pink folders per year).
Each pink folder must have the following information on the front:
- The term e.g. Autumn 1
- The title ‘English’
- The pupil’s name
- Images of the texts to be covered over the term e.g.
The class name e.g. Julia Donaldson
- The Year group of the child e.g. Year 1
- Plastic pockets should separate and group the work on each text, with a cover
sheet stating the name of the text taught.
- These can be secured in order of completion with paper fasteners inside the
folder.

•

The complete process of Talk of Writing must be evident in the folder for each text.
There should be evidence of the following:
- Text
- Hook – photographic evidence, letters to pupils etc.
- Text Map
- Photographs of the children performing the text map
- Short bursts of writing
- SPAG
- Handwriting
- Planning – pupil’s own text map or box-up (Year 2 upwards)
- Each section of the ‘innovated’ text written by the pupils.
All of the above work MUST be marked and in order and attached in the folders so
that there is nothing lose within them.
Pupil’s MUST be given the opportunity to purple pen their work. This is based on
teacher feedback. They should NOT have access to purple pen during the writing
process. Purple pen can only be made available to pupils during time set aside to
respond to feedback and although there may be some spelling corrections this does
not constitute feedback.
Pink Books

•
•

•

Each child will have a pink book.
ONLY their final, published and best piece of writing should be recorded in here.
There should be NO EVIDENCE OF PURPLE PEN OR FEEDBACK TO ACT ON as these
should have already been addressed during the writing process and evidenced in the
pink folder.
A positive teacher comment will be recorded in pink e.g. ‘What a fantastic journey
story!’
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Writing Assessment Folder
•
•
•
•

Each child will have a writing assessment folder.
This folder is for independent, assessed writing only.
Assessed writing must be added to this folder every two/three weeks and MUST be
assessed using the format provided in the folder.
A ‘just taught’ text type cannot be used for as an assessed piece of writing. Children
will need to base their writing on a previously taught text type (i.e the previous text
type taught during Talk for Writing)

Displays
•

•

Each class will have a washing line (this is in place of a working wall) and will display
the following:
- Hook – evidence to be provided using photographs.
- WAGOLL - a high quality word processed text that may has been written or
adapted by the teacher to ensure it addresses key areas of learning including
SPAG).
- Text map (this should be of high quality either drawn by hand or produced on a
computer). Key words that are a focus may be included on the text map but should
be kept to a minimum.
- SPAG - This will include key spellings taught, word class definition, examples of the
word class being taught e.g. nouns) and short bursts of writing focusing on SPAG.
- Genre - What genre is the text? What are the features of this genre e.g.
imperative verbs in a set of instructions. These may be highlighted in the text so that
they can referred to on a daily basis.
- Talking the Text – Photographs of children talking the text and any key actions
essential to learning the text.
- Box-up – From Year 2 upwards the innovation stage must be evidence by
displaying a teacher modelled ‘Box-up’. In FS and Year 1 the original WAGOLL will
have innovations shown using post it notes.
- Teacher modelled writing – There should be evidence of the teacher writing at
length (such as the beginning of a traditional tale). This writing must be produced in
class time and talked through with the children. The teacher modelled writing must
be of a high quality using the school handwriting policy and where possible written
in black ink.
Each class will also have a display celebrating children’s extended writing. This will
be changed each time the children write at length (every Friday). This writing maybe
their final innovated text from this unit or their independent write from the previous
unit.
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•

Vocabulary, is a key focus for us as a school and the vocabulary we teach needs to
be added to the ‘Word Willow’ display as follows:
- Tier 1 words should be displayed at the bottom of the display. These will be
words the children should know but need to know how to spell on a regular
basis.
- Tier 2 words should be displayed on the leaves of the tree. These words are
taken from the Talk for Writing WAGOLL and need to be taught. Children will
not know the meaning of these words when they are first introduced. These
words should be changed once the text type changes (after 2 – 3 weeks).
- Tier 3 words should be displayed on the clouds. These words are subject specific
words from other areas of the curriculum such as Science and should be
displayed around the classroom alongside children’s work for those subjects.

Writing Learner Non-Negotiables
KS 1
Letters Formed Correctly (all the same size)
Letters on the line
Capital Letters
Finger Spaces
Key Spellings
Simple Sentences
Full Stops
Writing Non-Negotiables
LKS 2
Neat Handwriting
Variety of Conjunctions
Using Adjectives and Adverbs
Variety of Openers
Simple & Compound Sentences
Key Spellings
Capital Letters
Full Stops, Exclamation and Question Marks
Writing Non-Negotiables
UKS 2
Neat Handwriting
Variety of Conjunctions
Using Adjectives and Adverbs
Variety of Openers
Simple, Compound and Complex Sentences
Key Spellings
Capital Letters
Full Stops, Exclamation and Question Marks, Commas and Punctuated Speech
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West Melton Primary - Daily Mathematics Sequence

Using a concrete – pictorial – abstract approach, teachers teach the mathematics
curriculum promoting strong arithmetic skills. Teachers follow an adapted White
Rose scheme to ensure that opportunities to apply these skills to word problems and
reasoning activities are an integral part of daily learning. All maths learning will
follow the same sequence where possible and necessary. Teachers will ensure
progression through ‘going deeper’ is applied rather than progression to the following
year.

Lesson Part
Arithmetic starter
(Can be another
part of the day is
appropriate BUT
needs to be daily)
Oral Mental
Starter

New Learning

Teaching/Explain/
modelling
(Including
reasoning and
problem solving)

Review Progress

Independent
practice

Daily examples/resources
● Fluent in 5 - Third space
learning
● Twinkl arithmetic tests and
resources
● Questions on four
operations (recap)
● Success at arithmetic games
● Rapid recall in relation to LI
● Feedback response
● Wider objectives recap in
isolation
● Times tables
● Learning Intention shared
● Outcome shared
LI: to identify the nearest multiple
Outcome: to add fractions
● Purpose
● Audience
● Context
● Using a concrete – pictorial –
abstract progressive
approach, demonstrate the
new learning process and
how outcomes are going to
be achieved
● Guided practise should be
encouraged here
● Questioning
● Self-evaluation
● Marking
● Talking to partners
● Maths no problem
● White Rose
● Twinkl
● TES WR resources
● Target maths
● Classroom secrets
● Headstart
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●
●

Notes
Daily arithmetic questions to build
number fluency and confidence
Arithmetic test completed weekly and
results recorded – used a teaching tool

●
●

Y3 and 4 – weekly times table test
In year 3 and 4 times table to be daily
additional to the oral mental starter
arithmetic

●

White Rose scheme of learning used
for sequence of learning (including
small steps)–
fluency/reasoning/problem solving
Look at prerequisites to plug gaps
Use of maths no problem for context
ideas
Teachers to use calculation policy in
order to promote consistent use of
algorithms; concise use of expanded
methods; and use of visual
representations to secure progression
in children’s skills and knowledge,
year by year
Teachers to use visual modelling
Identify which children are falling
behind and modify teaching/
deployment of TA/ ensure white rose
sequence for most able
Fluency questions to be consolidated
before moving on to reasoning
Fluency questions need to show a
method alongside the answer (teacher
judgment for frequency)
Fluency – procedural and question
variation
Discrete differentiation ensuring
support (resources/TA) and challenge
for most able

●
●
●

●
●

●
●
●
●

Application of skill
and reasoning to
problem solving
activities

●
●
●

WR reasoning and problem
solving questions
PAST SATS questions
Assessment questions

●

●
●
●

These problems should relate both to
the application of mathematics to
everyday situations within the pupils’
experiences, and also to situations
which are unfamiliar
Multi-Step
Interlinking concepts
It is particularly important that
teachers and TAs stress reasoning,
rather than just checking the final
answer is correct – methods from the
fluency part of the lesson should be
applied here.

Help Desk Non-negotiables

All classrooms to have a help desk set up with a variety of concrete equipment. Equipment
to be out and visible at all times and stored in easily accessible containers (eg several small
tubs of counters instead of all counters stored in one large container) to ensure that children
can access as the need arises.
All help desks to include:
- Cubes
- -counters
- Double sided counters
- Place value counters (upper KS2)
- Numicon
- Dienes/base ten
- Cuisinare rods and track
Tens frames
- Straws
- Bead strings
- Place value mats (T&O, H T O, Th H T O – appropriate to your children’s needs)
- Grid method mats
- Numicon Arrow cards FS & KS1)
- Arrow cards up to 1 million (KS2)
Real money, measuring and capacity equipment, fractions strips and large peg boards can be
stored centrally.
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Maths working walls
 4 headings to be used: Vocabulary, Concrete, Pictorial, Abstract
 To be built up with the children, let children take some ownership
of what they need to put up.
 The idea is to prompt us to really think about how we represent
pictorially and with concrete equipment, allowing children the
opportunity to make the connections.

Maths Learner Non-Negotiables
KS 1
Numbers Formed Correctly
Use and spell mathematical words correctly
Always write the Number Sentence
Symbols Formed Correctly
LKS 2
Numbers Formed Correctly
Use and spell mathematical words correctly
Write one number/symbol in one square
Symbols Formed Correctly
Show your working out
Use mathematical resources correctly
UKS 2
Numbers Formed Correctly
Use and spell mathematical words correctly
Set numbers out accurately (including decimals)
Symbols Formed Correctly
Show your working out
Use mathematical resources correctly
Use the inverse operation to check answers
22

Science Non-Negotiables
●

All science lessons to be recorded in science books

●

If this is a practical, then picture evidence needs to be in science books

●

Verbal/group responses need to be evidenced eg. Recorded by teacher
and stuck in books

●

Science to be taught weekly during the term, to cover all skills to be
taught during that science topic.

●

Investigative sessions need to happen at least once termly

●
●
●
●

Science displays to have working scientifically characters on
Key skills to be taught in the topic
Explanation of key skills – children friendly eg: I can….
Working scientifically to be the focus of the lesson

●

LI : needs to be the skill to be learned not the subject knowledge

●

Skill Q+E needs to be a key part of every lesson

●

Use whole school skills progression for assessment and coverage.

●

Complete assessment for science using Target Tracker on a termly basis.

●

Encourage links across the curriculum, for example linking science to
learning in numeracy, computing and so on, demonstrates to pupils how
concepts can be used outside the classroom.

●

Differentiate activities through using chilli-challenges with extension
possibilities. Limit the use of worksheets, particularly in KS2. Pupils need
to explore open ended tasks, record experiments whilst maintaining high
quality presentation of their work.

●

Ensure vocabulary is displayed, explaining the definitions, then allow
your pupils to talk. Task them with using the new language learnt and
assist the learners into making their ideas clear and concise.
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Topic Book Non- Negotiables

•

Page 1- Topic introduction page (Topic Narrative)

•

Page 2- Knowledge Mat (see example)

•

All work is to have school policy learning intention and success criteria
template. Please note that all LI and SC should link to the subject
knowledge and skills being taught.

Date: 11/11/2019
L.I:
Achieve:

T

S

VF

I

E1
Pupil

E2

Challenge:
Aspire:

•

Vocabulary taught is to be identified using school owl symbol under SC.

Palette

•

All work must be marked according to school marking policy. Any
unfinished work must be returned to and completed by the children.
Tinkled Pink and Green for Growth

•

All work to have high expectations for presentation and reflect age
related expectations e.g. KS1 to be given a map template-KS2 to trace
and draw areas of the map. You can follow the process of a research
lesson and then follow it up with an outcomes lesson e.g. leaflet.

•

All pre-made worksheets must have school learning intention and success
criteria template added and must be of a high quality. These must be
used for purpose/scaffold e.g. time line template.

•

Outcomes to be presented in a variety of ways such as booklets,
information sheets, diagrams, timeline, sequence of events, letters, diary
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E3 E4
Teacher

entries, newspaper report, and photographs. Written work doesn’t
necessarily need to be always on A4 paper, it could be on an A3 shapes
piece of paper to add creativity such as eyeball, Viking shield, temple, tea
stained paper, etc
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●
●
●
●

●
●
●

●
●
●
●
●
●
●
●

– Rewards & Sanctions

There should be no low level disruption in any lessons.
Due to the exciting nature of the lessons, all children should be engaged
at all times.
Praise should be used whenever possible.
The 5 R’s of Learning vocabulary should be used to encourage good
attitudes to learning (Relationships, Resourcefulness, Reflectiveness and
Resilience).
There should be high levels of participation through imaginative and
creative approaches and appropriate challenge.
CPOMS should be used to communicate poor behaviour with SLT.
Rewards can be general, linked to the whole school system, or awarded
with certificates in a weekly and monthly celebration assembly.

General rewards
Favorable comments given on work,
Written school reports should comment favorably on good work, behavior,
involvement in and general attitude to school life,
Recognition can be given to success of differing kinds in assemblies, e.g. special
mentions, presentation of swimming and cycling proficiency awards etc.
Children’s work can/should be displayed as much as possible both in the classroom
and corridors of the school.
A visit to the Headteacher and/or other staff members for commendations.
Opportunities for giving children greater responsibility in school should be fostered
e.g. Monitors, School’s Council , Rights Respecting Citizens etc.
Above all, praise and encouragement in and out of lessons should be used as much as
possible.

Whole School Reward System: ‘Dojos/Proud points’
As well as the rewards listed above the school has designed and adopted a consistent
approach for rewarding and encouraging good behaviour, attitude and effort and
manners based on the collection of ‘dojos’ These can be cashed in weekly for prizes or
saved to spend on bigger treats – eg Y6 trip.
Once awarded a Dojo, it can never be deducted .
Reading Rewards
KS1 and KS2 have extra playtime rewarded weekly for the highest % of home reading.
To encourage parental support at home with reading if pupils learning logs are signed,
they will receive a merit. If learning logs are signed at least 3 times a week, pupils will
receive a variety of prizes every five weeks.
Writing Rewards
A weekly star writer is selected from each class. Their work is displayed on a
celebration display, with a certificate presented in assembly and name on newsletter.
Maths Rewards
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A weekly Times table Rock star champion is celebrated in assembly, on display, in the
newsletter. Certificates are presented.
Certificates
A weekly special mentions assembly is dedicated for the praise and recognition of
children who have made particularly noteworthy progress for one of the 5R’s. Parents
are personally invited to attend monthly special assemblies and witness the presentation
of certificates Student of the month and citizen of the month certificates are
presented during these assemblies.
Sanctions
In the use of sanctions, pupils learn from experience to expect fair and consistently
applied punishments which differentiate between serious and minor offences. Sanctions
are applied consistently by all staff, but with the provision for flexibility to take
account of individual circumstances.
If unacceptable behaviour occurs: see time out-actions and use of behavior ladder in
behavior policy
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SCHOOL ENVIRONMENT /DISPLAY
The school environment is important and should .set high expectations which inspire,
motivate and challenge pupils. There should be a 50/50 balance of displays to support
learning/ celebration of Children’s learning. At West Melton our aim is …
To ensure that all classroom environments support all learners as effectively as
possible, in a wide range of subject areas.
●
●
●
●
●
●
●

All resources and drawers need to be labelled and organised well with visuals where
possible.
Working walls should be displayed near the whiteboard and where the children are
facing where possible.
A washing line to show the T4W process of learning – updated regularly. Please see
Talk for writing expectations
A Word willow display - please see Vocabulary expectations
A Maths working wall & Help desk (see Maths section)
Vehicles for learning for other areas of the curriculum to be planned and set up with
questions and equipment.
Handwriting display, prompts, joins and marking conventions, examples of children’s
work and handwritten labels must reflect the school policy and style.

To ensure that all classroom environments celebrate a wide range of high quality
learning outcomes through both consistent and creative methods.
●
●
●
●
●
●
●
●
●
●
●
●
●

Quality learning outcomes /display plans must be planned for in advance to showcase
the journey of learning and progression made.
Classroom displays must be prepared to ‘Launch’ topics and provide stimulus for
pupil’s learning. Questions, pictures, photos can be displayed before the children’s
work is displayed.
All classrooms should be immersive and stimulating and have a topic display (main
/largest display in the room)
Agreed narrative for learning with driver words in purple to be displayed on all
celebration displays.
L.I’s/S.Cs not to be included on displayed work and originals not photocopies to be
displayed.
Work to be displayed creatively and attractively.
Relevant and chosen vocab with /wordy the owl visuals to be used on displays.
Handwriting display, prompts, joins and marking conventions, examples of children’s
work and handwritten labels must reflect the school policy and style.
Children’s work should be evenly double mounted and evenly spaced.
Borders round a display board should be folded at an angle so the same strip is used
continuously around the board and not cut straight.
Staples should be used and pins removed.
Work should be straight and evenly spaced on the board.
Displays should not be changed until replacements are prepared – there should be no
blank boards.
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To ensure that the classroom environment supports, engages and promotes a love for
reading and rich and varied vocabulary learning.
●
●
●
●
●

Book areas need to be organised, tidy, labelled and inviting with a range of books
linked to the topic and/or author of the class text made available. Photos of children
enjoying their favourite stories.
A reading/class text display (title of book and author to be used)
-Book cover, photo of author & information
-Children’s work (from critical reading/comprehension/written reviews to be
displayed)
Critical reading –phrases – Can you clarify, Predict, summarise with examples
displayed.
Reading domain characters displayed.

To ensure that the classroom environment provides opportunities to revisit and build
on prior learning making links with new learning to develop ‘sticky knowledge’
• Map of the world to be labelled, added to each time a place is taught through
different subjects/topics
• A timeline to be added to with new learning, dates , information and visual clues.
• Book areas to provide books on previous topic areas to revisit learning.
• Vehicles for learning to be planned for carefully in order to build on prior
knowledge.
General organisation expectations
● Classroom environments, cloakrooms and additional/attached spaces should be kept
tidy and organised at all times.
● Fire doors/exits should be kept clear.
● A clear time out table with the class rights charter nearby should be in place.
● Behaviour chart with pegs should be displayed near the whiteboard.
● All boards should have a title made on the ‘Instant Display’ website – this needs to be
fully cut out and laminated and displayed above the boards.
● All surfaces in rooms to be kept tidy and uncluttered- any teacher resources should
be put away in drawers/stockrooms.
● No additional paperwork/timetables/notes etc. should be stuck on
doors/windows/walls.
Every class should have:
-The School Vision and key curriculum driver questions displayed – in a central part of the
room.
-Main display - Topic display (title of the topic to be displayed)
- Attractively displayed - a range of different work – written, practical (photos), art work,
maths links/cross curricular work. Labels. Key words with visuals and interactive desktop
display where possible.
Role play areas/small work linked to topic in FS and KS1 classrooms.
This display should be built up and as the work is completed.
-A reading/class text display (title of book and author to be used)
-Book cover, photo of author & information
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-Children’s work (from reciprocal reading/comprehension/written reviews to be displayed)
-Critical reading –phrases – Can you clarify, Predict, summarise with examples displayed.
-Key visuals/vocab
- A Phonics/RWInc Wall (FS) or a working SPAG wall (KS1/2)
- Weekly R.I and focus displayed.
-Key prompts with visuals
-A We are Writers Wall
-Joins and marking conventions,
-Examples of children’s work
-Handwriting hero’s work
-features of the genre displayed
-Celebration of achievement of pen licence
- A Maths Working Wall
- A Science display-KS1&2 (the title of the science subject area can be used)
-LI’s displayed
-photos/diagrams/scientific vocabulary and examples of children’s learning.
-EYFS linked to areas of the curriculum.
-An RE or PSHE display
-Includes Weekly L.I, photos, group discussions outcomes, prompts, key words, artefacts.
-Learning Prompts
- The 5 R’s of learning need displaying somewhere the children can see this.
- Help stations/children’s resources/prompts for learning accessible and labelled.
NB All boards should reflect age expected standards and be of high quality.
Classroom door to show: class author, linked books, home reading chart, attendance chart ,
name of teacher and year group/s.
Corridors should have:
- Lunch box crates outside classrooms (or in cloakrooms)
- Tidy and organised Library areas.
- Clear sides
- Topic work from classes displayed.
- Borders of displays laminated in busy areas.
- Any resources/equipment should be stored away in stockrooms
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Non-Negotiables for SEN
In class
● Resources used in interventions need to be available for use in the
classroom in order to develop independence and confidence
● Adult support should be provided but opportunities given
throughout the lesson for pupils to work independently as well
● Pupils should be given at least 10 seconds to respond and then the
question re-worded for them so that they can succeed
● Writing should be supported with writing frames and word banks
and where needed alphabet boards so that children can work
independently in all curriculum areas.
● Extra time should be given to complete tasks
Planning
● Work needs to be differentiated to the appropriate level
● SEN pupils should be identified on planning with the extra support
that they require for that lesson and their area of need
● Interventions/additional support should be identified on weekly
class overview
● SEN Support plans to be implemented for children identified.
● Targets should be clearly identified on the Support plans. These
should be easily measured, achievable and shared with parents and
children at the meetings held once a term.
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TEACHING ASSISTANTS
Non Negotiables
● Be familiar with all planning for all lessons prior to starting, and of your
role in the development of children’s learning in every part of the lesson.
● Be able to communicate your role to any visitor.
● Be proactive and familiarise yourself with all provision plans for SEND
children.
● Ensure you have a meaningful role during teacher talk.
● Assess learning and suitability of challenge, changing when necessary.
● Monitor good learning behaviours.
● Have very good knowledge of children’s needs and of the curriculum.
● Be flexible and adaptable.
● Promote independence (including 1:1 children).
● Be consistent in classroom routines and management.
● Feedback pupil progress and attainment to the class teacher.
● Be intuitive with the class teacher, changing roles as needed.
● Use 5 R’s of Learning vocabulary when talking to the children.
● Use praise, rewards and sanctions as necessary.
NB: At times we will need to ask TAs to cover in other year groups and we
ask everyone to be flexible and positive about this. This is always needs led
and done in the best interest of the pupils.

● It is vital that TAs listen to readers during assembly time and record
in learning logs so that all children are heard read at least once each
week.
● TA’s have 30 minutes’ lunch break and 30 minutes’ yard duty.
● TAs are paid 8.30 to 3.30 and 8.30-4.30 on Wednesdays in order to
attend whole staff cpd sessions.
● TA’s to be involved in the marking & feedback of all daily lessons
following the school policy.
.
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STAFF CODE OF CONDUCT

●

●

●
●
●
●
●

●
●

With Children:
We act respectfully towards children at all times, for example:
Speaking in a calm and objective way, even in the face of challenging
circumstances
Using a range of vocal volume that is appropriate to the learning
activity (we may raise our voices in a controlled way to achieve a
desired impact, but we never shout in anger)
Showing good manners to children and thereby modelling what good
manners are
Taking seriously what all children tell us. Our first response is always
to believe what we are told
Giving children time to express themselves
Considering how we would expect to be spoken to ourselves
Pursuing settlements to conflicts between children in a way that is
demonstrably fair and listens to all points of view before making a
considered judgement
We judge children based on the current situation and not on past
behaviour
Making clear to children why a course of action has been necessary

● We acknowledge that we are in ‘loco parentis’ and, as such, have a
duty of care for all children in the school.
●

●
●

We are consistent in the way that we apply rewards and sanctions
to the children, so that each individual child knows that they will
receive the same treatment from any member of staff.
We understand that children have a right to be heard
We are friendly and supportive to all children, but maintain our
professionalism at all times.

● We protect ourselves and our pupils by making sure that we avoid
being alone with individual. But if it is unavoidable to do so, we ensure
that we are in a place where others can see us .
●

We all take responsibility for our actions and are prepared to
apologise when we have made mistakes and undertake to learn from
those errors.
33

● We have a professional responsibility to inform an appropriate
person if we believe that a colleague is behaving in a way that
compromises the safety or well-being of any child or group of
children.

With parents:
● Parents have an entitlement to be informed about their child’s
learning and well-being.
● We always seek to involve and engage parents in this process
● We recognise parents’ entitlement to express any concerns they may
have about their child’s learning, safety or well-being.
● We always seek to work in partnership with parents, using their
understanding of their own child to help us to provide the best
learning opportunities that we can.
● We recognise that parents’ worries and concerns can be extremely
emotive and we acknowledge that, at times, we will need to speak to
parents when they are upset.
● If we are concerned that a parent may be aggressive or otherwise
inappropriate towards us, we can ask for a colleague to be present.
● In extreme circumstances, the Headteacher may decide that it is
safer for a teacher to communicate with a parent through different
means.
● We are honest with parents, without undermining colleagues and
respond fairly to their concerns.
● When speaking to parents, we always consider how we would expect
to be spoken to ourselves
● We take responsibility for our actions and are willing to apologise
when we have made mistakes.
● We protect ourselves by ensuring that we meet with parents in areas
of the school that are visible.
● We always make sure that colleagues know when and where we are
meeting with parents
● We recognise the right to confidentiality of all members of the
school community.
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With other members of staff:
● We act in a professional manner towards colleagues, irrespective of
our relative position or status within the school hierarchy, for
example: Speaking politely to one another
● Being flexible and understanding of necessary changes within the
school day
● Assuming that the actions of others are carried out in good faith
● Communicating clearly and honestly with colleagues
● Addressing concerns openly and honestly with the person to whom
the concern is addressed, whenever possible, without publicly
criticising anyone
● Being publicly supportive of colleagues, and dealing with concerns or
disagreements privately, with support if necessary
● We never act in a way that publicly undermines a colleague
● We all take responsibility for our actions and are prepared to
apologise when we have made mistakes and undertake to learn from
those errors.
● During staff meetings/training sessions we all actively participate at
the appropriate times avoiding unnecessary interruptions and
respecting other people’s right to express their opinions.
● We all ensure that any new staff or supply staff are made to feel
welcome and are clearly informed about routines, expectations/nonnegotiables.

DRESS CODE
● We dress in a manner that exhibits the importance of the job that
we do.
● We wear smart, practical clothes
● We avoid wearing clothes that could cause offence (logos/slogans)
or embarrassment to others e.g. strapless/low-cut tops/dresses.
Short skirts/shorts.
● Jeans/jeggings are not considered acceptable, unless participating
in a trip or visit that requires harder wearing clothes (e.g.
residential trips)
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When leading physical activities and/or PE lessons (including
Sports Day), we change into suitable clothing for that lesson (e.g.
training shoes and track-suit)
● We wear smart shoes/boots not flip flops/pumps
● We do not wear excessive amounts of jewellery and understand our
own Health and Safety responsibilities
●

●
●
●

●
●

OTHER AREAS
Staff members should arrive in school by 8.15 am (for morning
briefing.
Any issues/questions raised in briefing should be discussed with
SLT in an appointment at a different time
If for any reason we are delayed in the morning, it is our
responsibility to ensure that the Office is informed at the earliest
opportunity.
Teachers are available after the end of the school day to meet
with colleagues, parents and managers.
We support and use the systems in place for monitoring who is on
site and understand that these systems are for the Health and
Safety of us and others.

STAFF SICKNESS/ABSENCE
Non-Negotiables
● If you are sick/ill you must speak to Zowie, Faye or Louisa from
7.00am to 7.30am or the night before where possible. If you can’t
get Zowie speak to Faye and then Louisa. (It is the responsibility of
the staff member to ensure their absence has been received by a
member of the SLT- so a left message or text is not acceptable).
● Each day you are off you must speak to school about the following
day by 3.00pm to say whether you are returning or not (unless under
medical note) Again e- mails and texts are not acceptable. We need
this information to know whether to cover you or not.
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● If you are unwell whilst at school, please ensure that Zowie, Faye or
Louisa are made aware so the cover for the children can be made
a.s.a.p before you are sent home.
● Any meetings/courses/visits/duties/SEN support will need raising to
Zowie,
Faye
or
Louisa
so
that
cover/support/rearrangements/cancellations can be made by SLT.
Please do not try to organise this without SLT knowledge as much
timetables for staff will have been organised and this could lead to
lack of cover for other classes and/or double bookings.
● Staff absence will be arranged in house first where possible. This
may mean that PPA/L & M time may be at a different time of the
week where this happens.
● Where possible, appointments for Doctor, Dentist, Optician, Hospital
etc. should be made outside of normal working hours.
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Safeguarding
If a teacher has any concerns about a pupil’s safety in or outside school
these concerns must be discussed promptly with the appropriate staff:
Zowie Norris, Dianne McConnell, Faye Bettison, Louisa Arnold. All new
staff will be issued with the school safeguarding policy and it is
everybody’s responsibility to ensure they are aware of the procedure
within. The key points to remember if a child discloses something of
concern to you are:
-

Listen and make notes if possible

-

Do not promise to keep the information to yourself – you have a
duty to report this to the Dianne if you are concerned about the
child’s welfare

-

Do not try to investigate the matter yourself. Record the details
as accurately as possible and talk the SLT.

-

Information needs to be recorded on the cpoms system.

All staff are required to read and sign a declaration saying they
understand the school’s policy on child safeguarding. The safeguarding
induction pack is included within this document which should be given to
you on commencement at West Melton. If you require another copy
please contact the school office.

Confidentiality
Whether you are a permanent or temporary member of staff, a volunteer
or a supply teacher you have a personal responsibility to maintain
confidentiality at all times. Nothing disclosed within the school setting
should be discussed outside of work. This is in line with the LA code of
conduct for all employees whether permanent, temporary or ad hoc.
Information for supply teachers
Please leave planning and assessment files available for supply teachers.
Ensure they have a copy of the non-negotiables document. Please make sure
all files are kept up to date. Highlight any specific needs:
• Medical
•
•
•
•

Behavioural
Educational
Social difficulties
Or any other special arrangements
38

Discrimination
Everyone must report incidents of bullying, racism and homophobia. All
members of staff are responsible for noting the incident and discussing it
with children and their parents. If there is any doubt, please speak to a
member of the SLT before contacting parents. There is a Racist/Anti
Bullying Log in the main Office. All forms will be kept on individual pupil
files. Incidents are reported to governors.
Child Illness
If a child complains that they feel unwell, check they have removed their
jumper, had a drink of water, had food at lunchtime, have been to the toilet
etc.
Arrange for the child to sit near the sink or with a bucket. Children can
often carry on with their learning while in their new classroom position. If
a child continues to complain, inform the school office. Never tell the child
that they will be sent home and never send a child up to the office with
their coat and bag. The office staff will contact the parent and children
will be sent home if a First Aider feels it is necessary. The majority of the
Support Staff and the FS team are qualified First Aiders.
Medication
Only prescribed medicines that need to be given 4 x daily can be
administered by a named adult after completing a permission form in the
office. The medicine is stored in a safe place and administered by a named
adult. Teachers are under no obligation to administer medicines. All the
First Aiders will collaboratively make arrangements and devise a system to
issue medicine to the pupils who require it.
Fire Drill
Fire exit points are displayed in every classroom. It is your responsibility
to read these. Fire drills will occur at least 3 times a year. All members of
staff should be aware of the quickest and safest route to the school field
from any part of the building. On hearing the fire alarm children should
leave the building immediately, led out by their teacher/lunch time staff,
to line up quietly on the top section of the playing field. Classes will line up
with their teacher and other adults. There is a paper copy of the registers
in each class that will need to be brought our by staff and checked against.
It is important to stress that all drills are carried out in a calm, quiet and
orderly manner. Staff who intend to leave the premises at lunch time must
‘sign out’ in the register which is held in the reception area in a red folder
so we are aware that you are offsite.
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All West Melton staff should ‘sign in’ the book on arrival and ‘sign
out’ when they leave the building – even if you are going out at
lunchtime. Supply teachers should also sign in and out of the visitor
book which is kept in the main reception area.
Break times
Teachers are given at least one break time playground duty each week. If
it is your duty, please ensure you are on the playground promptly. Duty
staff should supervise the children going out to play and returning to the
building. Teachers should ensure that all children have safely left the
classroom. Drinks should be in safety cups.
All areas of the yard need to be covered by the adults on duty.
A teaching assistant should be in each cloakroom to monitor behaviour.
If, for any reason you cannot do your yard duty then it is your responsibility
to arrange a swap with another member of staff and inform the SLT that
week of the swap.
It is everyone’s responsibility to supervise the children at the end of
playtime so you will need to be on the yard just as playtime ends to
supervise the children entering the classroom.
Children should stay on the main playground area, or if appropriate, on
the grass.
During wet playtimes the teacher and TA’s should stay in class to
supervise the children’s break. If you need to leave the room, it is your
responsibility to ensure children are supervised.
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