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Introduction  - A letter from our Parish Priest 
 

I am happy to write a short introduction to 

the Prospectus for St. Joseph’s School and to 

warmly recommend the School to present and 

prospective pupils and parents.  

 

St. Joseph’s is a Catholic School, which 

promotes the teachings and practices of the 

Catholic Church. It radiates a warm, friendly 

atmosphere, where pupils feel secure and 

contented, and which is conducive to 

learning. It aims to develop the whole child – 

spiritually, intellectually, emotionally and 

physically. Those who receive their formative 

education at St. Joseph’s become well-

balanced citizens with decent values and a 

healthy respect for the beliefs of others. 

 

We are fortunate in having a dedicated 

Headteacher and a very committed staff, 

where the keynote is team work. They are well 

supported by the Governors, who take a great 

pride and an enthusiastic interest in the 

school. There is also a strong bond between 

the staff and parents, which benefits the 

children enormously. 
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Leadership and Management of the School (1) 
 
 

 
Governing Body 

 

 
 

Chairperson Mrs. D. Gaskin 

Vice Chairperson Mr. C. Burns 

LEA Governor Dr. G. Kirkland  

Foundation Governors Fr. L. Hulme 

 Mr. E. Diamond 

 Mrs. L. Pennington 

 Mr. T. Charlesworth 

Staff Governor Mrs. B. Boswell 

Parent Governor Mr. K. Bentham 

Parent Governor  Mr. B. Thompson 

Headteacher Mrs. C. Knight 

Clerk  Mrs. J. Matthews 
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Leadership and Management of the School (2) 

 

 
Staffing 

 
 

Head Teacher Mrs C. Knight 

Reception Miss A. Kendall 

Year 1  Miss F. Celli / Mrs C. Keane 

Year 2   Miss K. Hulbert 

Year 3  Mrs J. Heatley 

Year 4  Mrs H. Harvey / Mrs. C Bates 

Year 5  Miss K. Edwards 

Year 6 /Deputy Headteacher Miss K. Choma 

SENCO & Management Time Mrs Westhead 

  

Teaching Assistants  Mrs L. Hordern 

 Mrs. E. Hart 

 Miss S. Roberts 

 Mrs M. Russell 

 Miss M. Gordon 

 Mrs. N. Kealey 

 Mrs. K. Shanbhag 

 Miss. V. Wilkinson 

 Mrs C. Condliffe 

 Mr R. Voller 

 Mrs C. Pratt 

 Mrs A Westhead 

  

School Business Manager Mrs. B. Boswell 

Administrator Mrs. M. Towell 

  

Superintendent Mr S. Barber 

  

Cleaners Miss A. LeBrunn 

 Mr. J. Tyrie 

  

Cook in Charge Mrs J. Brylov 
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Lunchtime Supervisor Mrs A. Webster 

Lunchtime Assistants Miss K. Hope  

 Mrs M. Russell 

 Mrs A. Westhead 

 Mrs L. Hordern 

 Mrs. E. Hart 

 Miss S. Roberts 

 Miss M. Gordon 

 Mrs. N. Kealey 

 Mrs. K. Shanbhag 

 Miss. V. Wilkinson 

 Mr R. Voller 
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School Uniform 

 
 

GIRLS 
White shirt or blouse     
 
Grey skirt or pinafore dress or mid grey trousers (not fashion)  
 
Green sweatshirt or cardigan (with school logo) 
 
School tie 
 
Green or grey tights / White knee length or ankle socks 
 
Black School Shoes 
 
In the summer, green check dress may be worn if desired (from Easter to October 
half term) 

 

BOYS 
White shirt 
 
Mid grey trousers, short or full length 
 
Green sweatshirt (with school logo) 
 
School tie 
 
Grey socks 
 
Black School Shoes 
 
In the summer, a gold polo shirt may be worn if desired (from Easter to October half 
term) 

 

P.E. KIT 
All children require P.E. kit which is the same for boys and girls: 
 
Green shorts 
 
Yellow t.shirt with logo 
 
Plain black pumps 
 

All items of school uniform should be clearly labelled with the child’s name.   
Uniform is available at JR Sports shop, Otley. 

No jewellery, make-up or nail polish may be worn, with the exception of stud 
earrings. 
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St Joseph’s Catholic Primary School Otley, a Voluntary Academy 

 

Admissions Policy 2015-16 

Saint Joseph’s Catholic Primary School Otley, a Voluntary Academy was 
founded by the Catholic Church to provide education for baptised Catholic 
children. The school is run by its Trust Board, as part of the Catholic Church 
in accordance with its Trust Deed and Memorandum and Articles of 
Association and seeks at all times to be a witness to Jesus Christ.  

If the number of preferences received is less than the admission number then 
all preferences will be met. However, when there are more applications than 
places available, priority will always be given to Catholic applicants in 
accordance with the oversubscription criteria listed below. By applying to this 
school parents, or carers, are declaring their support for the aims and ethos of 
the school. 

The Trust Board has responsibility for admissions to the school and intends to 
admit 30 pupils to Reception in the school year which begins in September 
2015. 

Oversubscription criteria 

At any time where there are more applications for places than the 
number of places available, places will be offered in the following order 
of priority: 

1. (a)Looked after children from Catholic families or children from Catholic 
families who were   previously looked after but ceased to be so because 
they became adopted or became subject to a residence or special 
guardianship order with siblings who attend St Joseph’s Catholic Primary 
School Otley, a Voluntary Academy. 

(b)Looked after children from Catholic families or children from Catholic 
families who were previously looked after but ceased to be so because 
they became adopted or became subject to a residence or special 
guardianship order. 

 

2.  (a) Baptised Catholic children with siblings who attend St Joseph’s 
Catholic Primary School Otley, a  Voluntary Academy and who live in the 
defined area. 

(b) Baptised Catholic Children who live in the defined area. 

(c) Catechumens with siblings who attend St Joseph’s Catholic Primary 
School Otley, a Voluntary Academy, and who live in the defined area. 

(d) Catechumens who live in the defined area. 

 

3.  (a) Other Baptised Catholic children with siblings who attend St Joseph’s 
Catholic Primary School       Otley, a Voluntary Academy. 

 (b) Other Baptised Catholic Children. 
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(c) Other Catechumens with siblings who attend St Joseph’s Catholic 
Primary School Otley, a Voluntary Academy. 

     (d) Other Catechumens. 

 

4. (a) Other looked after children or other children who were previously looked 
after but ceased to be so because they became adopted or became subject 
to a residence or special guardianship order with siblings who attend St 
Joseph’s Catholic Primary School Otley, a Voluntary Academy. 

(b) Other looked after children or other children who were previously looked 
after but ceased to be  so because they became adopted or became 
subject to a residence or special guardianship order. 

 

5.   (a) Other children with siblings who attend St Joseph’s Catholic Primary 
School Otley, a Voluntary Academy. 

(b) Other children. 

 

Tie Break 

 Where the offer of places to all the applicants in any of the categories 
listed above would still lead to oversubscription, the available places will 
be offered to those living nearest to the school. ‘straight line distance’ will 
be used as the measure (see Notes). 

 If two or more pupils live equidistant from the school, the distance each 
pupil lives by road from the preferred school will be measured and the 
place offered to the pupil who lives nearest by this means. In the event of 
this being equal, places will then be decided by random allocation (see 
Notes). 

 Where there is more than one application from a postal address contained 
within a block of flats, places will be decided by random allocation (see 
Notes). 

 
Application Procedures and Timetable 

Failure to provide a Common Preference Form (CPF) would mean that the 
application is not valid and failure to provide a Supplementary Information 
Form (SIF) could mean that the applicant is placed in the last criteria.  

A standard application form, known as the Common Preference Form must be 
completed and returned to the Local Authority (Admissions Team, 10th Floor 
West, Merrion House, 110 Merrion Centre, Leeds LS2 8DT) by 15th January 
2015.   

Parents and carers are also able (from 1st November 2014) to register their 
preferences online with the local authority by 15th January 2015. 
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The Supplementary Information Form attached to this policy should be 
submitted by 15th January 2015, direct to the school.  Parents or carers will be 
advised of the outcome of their applications on 16 April 2015. Unsuccessful 
applicants will be given reasons related to the over-subscription criteria listed 
above and advised of their right of appeal to an independent appeal panel. 

Deferred entry to primary schools 
 
Parents of children who are offered a place at the school before they are of 
compulsory school age can defer their child’s entry until later in the school 
year or until the child reaches compulsory school age in that school year.  
Where entry is deferred, the school will hold the place for that child and not 
offer it to another child during the remainder of the school year.  Parents 
cannot defer entry beyond the beginning of the term after the child’s fifth 
birthday, nor beyond the academic year for which the original application was 
accepted. Parents can also request that their child attends part-time until the 
child reaches compulsory school age. 
 
Admissions outside the normal admission round  
 
Applications should be made to the school and will be dealt with by the 
admission authority of the school i.e. the Academy Council. If there is more 
than one application for an available place the Trust Board will make their 
decision using the oversubscription criteria listed in the appropriate policy for 
the year group. Unsuccessful applicants will be given reasons related to the 
oversubscription criteria listed above and will be advised of their rights to 
appeal the Trust Board’s decision to an independent appeal panel. 
 
 
Waiting Lists  

As well as their right of appeal, unsuccessful applicants will be placed on a 
waiting list. This waiting list will follow the order of the oversubscription criteria 
set out above. Names are normally taken off the list at the end of the 
academic year – July 2016.  Applicants must reapply, directly to the school, if 
they wish to be on a waiting list for the academic year 2016/17 

 
Pupils with a Statement of Special Educational Needs 

The admission of pupils with a Statement of Special Educational Needs is 
dealt with by a completely separate procedure. This procedure is set out in 
the 1996 Education Act. Details of this separate procedure are set out in the 
Special Educational Needs Code of Practice. 

Schedule 27 of the 1996 Education Act states that there are only two reasons 
for an admission authority to refuse admission to a statemented child: 

 The school is unsuitable to the child’s age ability or aptitude or to 
his/her special education need, or 

 The attendance of the child at the school would be incompatible with 
the provision of efficient education for the children with whom he/she 
would be educated or the efficient use of resources. 



 9 

Notes (these notes form part of the over-subscription criteria) 

Catholic means a member of a church in communion with the See of Rome. 
A certificate of baptism in a Catholic church, or a certificate of reception into 
the full communion of the Catholic Church, will normally evidence this. This 
includes the Eastern Catholic Churches. 

Catechumens are those children who have given an explicit desire to be 
baptised into the Roman Catholic Church and who are currently preparing to 
receive the same by regular participation in Sunday worship and a recognised 
programme of preparation. A letter confirming this is required from the 
Catholic priest preparing the child. 

Looked After Child has the same meaning as in section 22 of the Children 
Act 1989, and means any child in the care of a local authority or provided with 
accommodation by them e.g. children with foster parents. 

Looked After Children from Catholic Families – this has a dual meaning.  It 
could be the child themselves who are baptised Catholic or it could be the 
family who are caring for the child that is Catholic.  If it is the child who is 
baptised Catholic normal rules apply and a baptism certificate should be seen 
by the admissions authority.  However, (in limited situations) this may not 
always be possible and in these cases the admissions authority should seek 
to ensure that the child is baptized.  If a child is placed with a Catholic family 
who wish the child to have a Catholic education this should be evidenced by a 
baptism certificate of either parent/carer. 

Defined area is a geographical area. Please see boundary maps available for 
inspection in school (boundaries determined by the Diocese of Leeds). 

Siblings (Brothers and Sister) includes children with brothers and sister 
(including step-siblings, adoptive siblings and foster siblings) of statutory 
school age, living at the same address, in attendance at the same school on 
the date of admission. 
 
Twins or Triplets (or multiple births) - where a family of twins or triplets 
request admission and if one sibling has been offered the 30th or last place 
the ‘excepted pupil’ rule comes in and the other twin/triplets are offered a 
place. 
 
Live - In all categories “live” means the child’s permanent home address. A 
child is normally regarded as living with a parent or guardian and we will use 
the parent or guardian’s address for admission purposes. You cannot lodge a 
child with a friend or relation in order to gain a place at a school. For 
admissions purposes only one address can be used as a child’s permanent 
address. When a child lives with more than one parent/carer, at different 
addresses, we will use the preference expressed by the parent/carer at the 
address where the child lives the majority of the time during the school week 
as the main place of residence.  
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Straight Line Distance - in all categories, when decisions have to be made 
between children satisfying the same criterion, children living nearest to the 
school, using a straight line measure, have priority. The distance measured 
will be from the middle of the applicant’s house to the centre of the main 
school building (Local Authority measurement descriptor). 
 
Random Allocation – this is only to be used when the last place to be offered 
would fall into one of the two categories above i.e. children living in a block of 
flats or children who live equidistant from the school using straight line 
distance criterion. An independent person will be used to make the random 
selection. 
 

Admission Appeal  

Appeals letters should be sent to: The Clerk to Appeals, Catholic Schools 
Appeals Panel, 4th Floor West, Civic Hall, Leeds LS1 1UR (Telephone 0113 
2472454). 

Please see school website stjosephsotley.org.uk for Appeals Timetable, 
admissions Policy and Supplementary Information Form.   
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A Statement of the Governing Body’s Curriculum Aims 

 

It is and has been, from the beginning, the belief of the Church that she has 
an obligation to provide an education for her children by which their whole 
lives may be inspired by the spirit of Christ. 
The Second Vatican Council declares that it is the religious dimension that 
makes the Catholic School distinctive.  Religious dimension can be found in 

 The context in which the education is delivered, 
 The means by which the personal development of each student is 

achieved, 
 The relationship established between culture and the faith of the 

Church in the message of Christ, 
 The fact that all knowledge is informed by and derives its ultimate 

meaning from the faith within whose context it is pursued. 
 
It is very important to realise that the Catholic identity of our school is not 
exclusively related to religious instruction. The educational process is not 
confined to the curriculum, nor to the academic, technical, artistic and sporting 
achievements of the school. The Catholic School should be seen as offering 
the possibility not only of exploring the mystery, which God is, but of 
demonstrating the Gospel in action. 

 

Positive Behaviour Policy 
A high standard of behaviour and a responsible attitude to work is expected at 
all times. Pupils are made aware of what is expected from them and the 
emphasis will always be on self-discipline. 
 
Our aim at St. Joseph’s is to ensure that misbehaviour is minimised by 
employing procedures which are clear to staff, pupils and parents. 
 
The policy supports the principle that all pupils should have an equal right to 
develop and reach their full potential through the education system. 
 
The school rules are: 
 

 We take care of everyone and everything 

 We tell the truth and are polite 

 We do what adults ask 

 We walk quietly and sensibly around school 

 We do our best work 

 
 

St. Joseph’s Code 
 

Be Happy…...Have Fun…….Be Good……..Work Hard 
 



 12 

 
General Curriculum 

 
We aim to provide a Catholic ethos where children can learn about their immediate 
environment and the wider world in which they are going to live. Emphasis is placed 
on developing social skills, as well as reading and number skills, as the basis for 
wider study of science, technology and the environment. Creative work is actively 
encouraged across the spectrum of subjects. Opportunities are included for physical 
and artistic development both within the daily curriculum and via participation in club 
activities.  The adoption of the International Primary Curriculum supports this.  
Curriculum 2000 is fully in place for all subjects. The National Literacy and Numeracy 
Strategies are also fully implemented.  ICT resources have increased enormously 
over the last few years, and are used widely to support the curriculum. 
In addition, the school places great emphasis on Citizenship and Personal, Social 
and Health Education – this non-statutory subject is taught across all age groups. 
The school also has a school council where children help make decisions on a whole 
range of issues as we believe this encourages responsibility. 
We are committed to providing our children with a broad and balanced curriculum.  In 
recent years this has been enhanced by violin, woodwind and brass lessons, French, 
craft club, flute, ICT club, film club, G & T maths games, performing arts, philosophy 
club, recorders, games club, netball, rounders and football.  In particular, our 
provision for P.E. both within the curriculum and after school, has grown 
tremendously due to support from St. Mary’s, Menston.  Curriculum evenings are 
held in each class in the Autumn term.  

  

School Organisation 
The children are taught in seven mixed ability year groups according to age.  This is 
reviewed every year in the light of numbers in the class and adjustments are made 
across age groups when necessary.  Tasks are differentiated to take account of the 
children’s different needs and abilities. 

 
Special Educational Needs Provision 
At St Joseph’s we seek to appreciate the unique individuality of each child.  This 
appreciation encompasses the whole child and involves his/her physical, social and 
emotional development as well as intellectual.  Our policy is one of integrating all 
children and giving each child equal opportunity and access to the National 
Curriculum at his/her own level. 
To this end, teachers’ planning takes into account the individual needs of the pupil 
within the classroom and the diversity of that need.  Teaching strategies and 
classroom organisation management are continuously reviewed and adapted to 
maximise the child’s entitlement to a broad and balanced curriculum. 
 

Religious Education 
The practice of our Christian beliefs is fundamental to our existence as a Catholic 
School.  The religious education at St Joseph’s is according to the rights and 
practices of the Catholic Church.  Where Holy Days of Obligation occur in the school 
term, we celebrate Mass in the Parish Church at 9.15am.  Children arrive in school 
as normal and we all walk to Church.  Assemblies for the whole school are on Friday.  
Sometimes they are themed around the Church’s calendar and at other times they 
display class or school work.  Parents are always welcome. 
The ‘Way, the Truth and the Life’ Scheme is used throughout school, supplemented 
as and when appropriate. 
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Whole school and class masses are held in school each term.  Assemblies take 
place regularly with a Family assembly led by each class in turn on Fridays.  
A collective Act of Worship takes place each day. 
Practising the Catholic Faith is fundamental to the life of our school and is in 
accordance with the rites and teachings of the Catholic Church.  Parents wishing to 
withdraw their child from R.E. or Collective Worship must arrange to discuss their 
concerns with the Headteacher.  The school supports the Parish in its sacramental 
preparation of children.  
 

Swimming 
Children in Year 3 receive instruction once a week in the pool at Prince Henry’s 
Grammar School.  Our aim is to teach all pupils to become competent swimmers in 
this year. 
 

Education in Sex and Relationships 
In line with the Diocesan recommendations, and the policy of the Governing Body, 
Years 5 and 6 receive education in sex and relationships.  Our approach is to present 
this topic in a positive framework of Christian ideals and values and as part of the 
Church’s teaching about what it is like to be truly human.  Education in sex and 
relationships forms part of our PSHCE work - the full policy is available in school.  
Children from Year 1 to Year 6 study our whole school scheme “In the Beginning”, for 
education in personal relationships. 
Parents do have the right to withdraw their child from sex and relationship education 
and they should arrange to discuss their concerns with the Headteacher. 
 

Educational Visits 
Educational visits are arranged during the year and are considered an important part 
of the child’s work and development.  At the start of each new school year, parents 
will be asked to sign a permission slip for local visits involving no transport.  Many of 
these visits need to take advantage of good weather and the availability of additional 
adults. 
Parents will be informed of other planned trips well beforehand and are asked to give 
permission in writing. 
Trips are arranged in accordance with the charging policy laid down by the 
Governors, which is available for inspection in the school. 
It is important to point out that most of these visits could not take place without 
voluntary contributions from parents. 
 

Arrangements for Visits by Parents 
Prospective Parents 
Parents considering enrolling their child in the school should write to or telephone the 
Headteacher to arrange a mutually convenient appointment.  They will be welcome to 
look round the school.  An Open Day is usually held in September/October and again 
parents are most welcome to visit. 
Children commencing Reception class in September will be invited with their parents 
to make a number of afternoon visits during the summer term. 
Existing Parents 
Parents’ Evenings are held twice a year, Autumn and Spring by appointment.  
Parents can of course meet with teachers at other times during the year.  Parents of 
children in Year 2 and 6 also have an opportunity to meet with their child’s teacher to 
discuss SAT’s tests. 
Parents who wish to see the Headteacher or their child’s teacher should contact the 
appropriate teacher or the school secretary to arrange a convenient appointment. 
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The School Day 

 
 
The school day is as follows: 
 
8.40am   Doors are open to children and parent 
8.55am   Start of school 
8.55am – 12.00/12.05pm Morning classes with a 15 minute break, including 
                                               collective worship/assembly 
12.00pm – 1.05pm  Lunch time for KS1 
12.05pm - 1.05pm  Lunch time for KS2 
1.05pm – 3.15pm  Afternoon classes, with a 15 minute break for KS1 at  

an appropriate time 
 

Reception, Years 1 and 2 (KS1) 
The Reception class and Years 1 and 2 should be brought to the Key Stage 1 
playground in the morning.  In the afternoon, parents are asked to wait outside the 
Reception door.  Parents are welcome to call into the classroom either when the 
doors open at 8.40am or after all the children have safely left the building at the end 
of the day. 
 

Years 3 to 6 (KS2) 
Children in Years 3 to 6 enter their playground by the side of the Parish Centre.  In 
the afternoon parents should wait in the KS2 playground to collect the children. 
Parents are asked not to come into the school building to collect their children in 
order to avoid additional congestion and to maintain safety and security measures. 
 

Safety 
Parents must not use the staff car park to drop off or collect children as this is highly 
dangerous.  In addition, the approach road to school is a public road with double 
yellow lines and we would ask you not to park here.  In view of these difficulties, we 
request that parents using cars should park in the Cattle Market car park (the Licks) 
or Beech Hill car park.  We have a dispensation from Leeds City Council that no 
charge will be made for cars parked only for the purpose of dropping off or collecting 
children from school.  The time allowed is approximately 15 minutes before and after 
school start time (8.55am) and finish time (3.15pm).  The Council has pointed out 
that this is a privilege and asks that parents do not abuse it.  A school badge to 
display in your car may be obtained from school, without which you may become 
liable for parking fees. 
 

Arriving at and Leaving School 
We are unable to accept responsibility for the safety and well-being of children who 
are in the playground before the doors open at 8.40am and who are unsupervised.  
The same applies for children who are not collected promptly at the end of the school 
day (3.15pm).  Brothers or sisters of children who are taking part in after school 
activities may not stay on the school premises without prior arrangement with the 
Headteacher.  We will of course do our best to help in an emergency. 
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Before and After School Care 
We are currently running a ‘Before School Session’ from 8am each morning.  The 
cost is £3 per child per session (or £1.50 per child after 8.30am).  This is non-profit 
making and is only able to run if sufficient parents help to run it and use it. 
 

School Meals 
The school meals are supplied by Leeds Catering ‘cook-freeze’ Unit and are 
prepared in the school’s own kitchen.  The meals are nutritionally balanced, 
wholesome and attractively prepared. 
Dinner money is payable through the online system Parentpay.  Children may bring 
packed lunches if they prefer. 
During the lunch break, the Midday Supervisor and Lunchtime Assistants are in 
charge of the children in the dining room and afterwards in the playground. 
The consumption of sweets and chocolate is not allowed during the school day.  We 
encourage all children to eat fruit at morning break which is provided free for KS1.  
There is always fruit on sale at 25 pence per piece for KS2 children. 
 

Illness and Absence 
If your child is ill or has a medical appointment, please let school know as soon as 
possible, either by telephone or in writing. 
Parents are asked to consider very carefully before making the decision to take a 
child on holiday during term time.  Applications requesting holiday absence should be 
sent to the Headteacher.  Only a maximum of 10 days can be authorised in any one 
academic year.  Authorisation will be dependent on the child’s attendance record and 
events that the child may miss.  Otley Schools have agreed that holidays during 
September and during national school tests should not be authorised. 
If a child is unable to participate in swimming or P.E., an explanatory letter must be 
sent to school. 
Parents are asked to ensure that school has an up to date telephone number where 
they, or another member of the family, can be contacted in an emergency. 
Any changes in family circumstances should be notified as soon as possible. 
If a child has an accident at school, the appropriate medical attention will be given.  If 
it is thought necessary, the child will be taken to Otley Hospital and the parents will 
be notified immediately. 
If your child has a medical condition or suffers from allergies, please ensure that 
school is informed in writing. 
 

Medicines 
Children must never bring tablets or any medication apart from inhalers into school.  
Requests to administer medication should only be when absolutely necessary and 
prescribed by a doctor.  This must be done by prior arrangement and must be 
brought to and then collected from the office.  A Medicine Administration Form must 
be completed. 
No member of staff is ever permitted to administer paracetamol in any form. 
 

Trainee Teachers 
St Joseph’s school is committed to working with Trinity and All Saints College and St 
Mary’s Teaching School to provide placements for trainee teachers.  From time to 
time most classes will have a trainee – we regard them as a valuable resource and of 
course the teachers of the future.  They may well attend an occasional parents 
evening or other meeting in the course of their training and are naturally fully aware 
of confidentiality issues. 
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Charities 
Our school collects for various charities throughout the year.  This encourages the 
children to help those who do not have their advantages. 

 
The Friends of St Joseph’s 
This is an active and committed association that aims to raise funds for the school 
and provide social events for the children, parents, teachers and friends.  The FOSJ 
meet approximately once a month and would welcome any parent attending. 
 

Complaints Procedure 
Current legislation requires formal arrangements and procedures to be in place to 
deal with complaints relating to the National Curriculum, collective worship, school 
admissions, pupil exclusion and other functions of the Governing Body.  Any concern 
that a parent may have regarding any of the above should be raised with the 
Headteacher who will seek to resolve the problem through discussion with the 
parent.  In the event that an agreement cannot be reached, the Headteacher will 
advise on the appropriate procedure for the pursuit of the complaint. 
From time to time, parents or members of the public may express concern or make a 
complaint about the conduct of the Headteacher or other members of staff.  The 
school has adopted a complaints procedure to ensure that such complaints are dealt 
with effectively and with fairness to all parties. 
All complaints or expressions of concern about members of staff should be referred 
to the Headteacher, whereas complaints about the Headteacher should be 
addressed to Mrs D Gaskin, Chair of Governors.  The procedure incorporates a 
timetable for dealing with complaints whether made orally or in writing. 
A copy of the staff complaints procedure is available from the Headteacher or any 
Governor. 
 

Access to Information 
A number of documents including Government Reports and Regulations relating to 
the Education Reform Act, the Governing Body’s Annual Report to Parents and the 
procedures referred to in this prospectus – the Admissions Policy, the PSHCE policy, 
the charging policy for educational visits and the complaints procedure – are 
available for inspection in the school by arrangement with the Headteacher. 
 

Changes in Arrangements 
This prospectus has been prepared by the Governing Body.  The information herein 
was correct at the time of publication, however it should not be assumed that there 
would be no changes affecting this information before or during the next school year 
(2015 – 2016). 
 

Attendance 
Attendance for the academic year (2013-2014) is as follows: 
 
Overall attendance rate  96.6% 
Authorised absence        3% 
Unauthorised absence    0.3% 
 
 
 
 


