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Moor End Community Primary School

Staff handbook 2025 - 26

Updated September 2025
Ready, respectful, safe
Introduction

This handbook is written for all members of staff and is designed to support new members of staff to settle into the school and remind experienced members of staff the expectations across school.

We hope it will be a useful source of reference and guidance but you should not expect it to answer all your questions. Please do not hesitate to ask for additional information or support from colleagues. 
Welcome to Moor End Community Primary School!

Nestled in the heart of the Oswaldtwistle community, we are a vibrant one-form entry primary school dedicated to nurturing young minds. Our facilities include a preschool for three-year-olds, offering up to 30 hours of weekly care, along with a dedicated special educational needs unit.

Our Facilities

Our classrooms are spacious and bright, designed to create an inspiring learning environment. We boast a purpose-built school library, tranquil internal gardens (our quad areas), extensive outdoor playgrounds, and a large playing field for outdoor activities.

School Hours

School Day: 8:45 AM - 3:20 PM

Wraparound Provision: Available from 7:30 AM to 6:00 PM, managed by our dedicated school staff at the Moor End Care Club.

We are proud to host community groups, including the Accrington Allstars Junior Football Club and the Hyndburn Netball Club, fostering strong community ties.

Our Team

Our Headteacher, Mr. Phil Sumner, has been a vital part of Moor End for over 13 years and took on the role of Headteacher in January 2023. Each class benefits from a minimum of two adults: an experienced class teacher and a member of our support staff. Laura Ridehalgh serves as our Designated Safeguarding Lead and full-time Learning Mentor, providing both individual and group support to our pupils and assistance to families in need. We pride ourselves on being accessible and supportive to our entire school community, embodying the true spirit of a 'Community' school.
‘Learning and having fun to be the heart and future of our community…’
Vision and values

At Moor End Community Primary School, we believe in the power of education to transform lives. Our ethos is built on the principles of inclusivity, collaboration, and continuous improvement. We are dedicated to providing a supportive and engaging learning environment where every pupil feels valued and inspired to achieve their best. We work closely with families and the community to create a strong foundation for our pupils’ growth and development.

We are guided by our core values of Confidence, Acceptance, Resilience, Enjoyment.

Confidence:

We empower our pupils to believe in themselves and their abilities, fostering a sense of self-worth and encouraging them to take risks in their learning.

Acceptance:

We celebrate diversity and promote an inclusive environment where every pupil feels valued and respected, regardless of their background or abilities.

Resilience:

We encourage our pupils to develop resilience and a growth mindset, helping them to embrace challenges and learn from setbacks.

Enjoyment:

We believe that learning should be enjoyable and engaging. We strive to create a stimulating environment that inspires curiosity and a love for learning.
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‘Signal for Lockdown
‘Signal for Allclear

On hearing the above signal for @ school lockdown take the folloving actions:

ACTIONS

Return to your classroom with pupils, as quickly and safely as
possible

Close all doors and windows, lock if able to.

Block any access points into the classroom by moving furmiture in
front of door

Draw all curtains/blinds and switch off lights.

Sit on floor, against a wall if possible.

Undertake a register as soon as possible. Report any missing pupils
o the office by telephone.

Remain inside with doors locked until the all-clear has been given, or
unless told to evacuate by the emergency services.
DO NOT leave the classroom to find out what is happening.

2T @

Keep pupils calm by offering constant reassurance. Keep as quiet as
CALM  possible.



[image: image5.jpg]We take part in
Operation Encompass

peration
ncompass

“It's every child’s right to be supported and safeguarded.”




 
[image: image6.png]Date:

Subject:

Objective:

Work to praise and share:

L.0. Misconceptions:

Presentation/basic errors:

Follow up/next steps:




 
[image: image7.jpg]Mm MMM MMM MMM MM N

mmmrmmMm

1

L O I 0

LR R R TR R )

G,xle [S. <& o

s P X e Subject I/ ) Objective: 4+~ |
Misconceptions: Work to praise and share:
2 | ¥
o 1 Go
// JARSS! 0, < e 2
& \
s s ¢
/ VAN
/
7 el
I

Basic skills errors presentation:

X AXSSac SN b‘j

AU AR D ¢

Simels L 2 {~creon SRS

< S sers—

Actions (who/what/when):

A A

—» ¢ cAror

corO— gt

ko

o ASCURAN

Follow up:

Thkasupen L6, «. 70

e





School Rules

We are also guided by our core rules of Ready, Respectful, and Safe:
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Ready:

We prepare our pupils for success by equipping them with the skills, knowledge, and confidence they need to embrace challenges and seize opportunities.

Respectful:

We cultivate a culture of respect, where everyone’s voice is valued, and diversity is celebrated. We encourage our pupils to show kindness and empathy towards one another and the wider community.

Safe:

We prioritise the safety and well-being of our pupils, ensuring a secure and supportive environment where they can learn, grow, and express themselves freely.

Together, we are committed to fostering a community of lifelong learners who are not only academically successful but also socially responsible and compassionate individuals.
Safeguarding - KEEPING OUR CHILDREN SAFE

The most important job we do at Moor End Primary School is keeping our children safe. To do this we have a number of policies and procedures that everyone who comes to our school must follow. As a school we keep a ‘safeguarding portfolio’ which all staff have read and agreed to follow. We follow Lancashire County Council guidelines and use their ‘Working well with the children and families in Lancashire’ document to decide the level of support our children require. The designated safeguarding lead (DSL) in school is Laura Ridehalgh (Learning Mentor) who has overall responsibility for safeguarding. We have three back up DSLs: Philip Sumner (Headteacher) Hannah Clugston (Deputy Headteacher) and Paula Holdsworth (EYFS lead). All four members of staff are qualified to make decisions regarding the safety of our children. We aim to work closely with families in times of need, and early intervention can reduce social barriers to learning effectively. However, we will also work closely with outside agencies such as family support workers, the police and social workers if we think any of our children are in danger. We make no apologies for making difficult decisions if needed.

CPOMS- It is the responsibility of all staff to access and update CPOMS with any incidents that are necessary. 

IF YOU HAVE ANY ISSUES REGARDING CHILD PROTECTION YOU MUST SPEAK TO ONE OF THE DSL  AS SOON AS POSSIBLE BEFORE YOU CONTACT PARENTS.  WE RECORD ALL ISSUES ON CPOMS. OUR SAFEGUARDING POLICY IS UPDATED ANNUALLY FOLLOWING NATIONAL GUIDELINES AND CONTAINS ADDITIONAL INFORMATION AND CONTACT NUMBERS.
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| can introduce the topic and have clear subheadings.

| can use a relative clause (with a relative pronoun): who,
whom, whose, that, which.

| can use a some;others sentence.

| can use a range of subordinating conjunctions (even if, if,
unless, although, so that, wherever, whenever, when)

| can use a range of conjunctive adverbs (ALSORTS-
Furthermore, Although, However, In Short, As for)

| can use parenthesis to add additional information (), , - -





[image: image9.png]CONFIDENT COLIN

@

\\

T can believe in myself and
try new things!




OPERATION ENCOMPASS

We are part of Lancashire's County wide scheme called 'Operation Encompass'. This means that if any incidents occur within the family setting that affects our children, we receive a police notification immediately. This allows us to be prepared for any child coming to school that has potentially involved in a traumatic experience. More information can be found on the link below.

The project, which commenced in April 2019, aims to support children who are affected by domestic abuse.

Following a domestic abuse incident attended by Lancashire Police, at which children from our school were present, Lancashire Police will notify us early the next morning and prior to the start of the school day. This enables us to offer support or whatever is needed to any child arriving at school.

Each school has a member of staff (key adult) who is trained to liaise with the police, when required, whilst ensuring support is available to the child. The adults in our school are Mr. Sumner (DSL) and Laura (Family Support Worker).
Moor End School Curriculum – overview

At Moor End, we believe that our curriculum should be our children's gateway to lifelong learning. We aim to inspire curiosity in a world beyond that which they can experience first hand. We aim to equip them with the knowledge and skills that they will need in order to succeed in a wide range of areas and the confidence to discover more as they grow into competent and ambitious adults. As a school, we use the KAPOW curriculum as basis for our curriculum and then tailor it to the needs of our children.
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In July 2023, all stakeholders at Moor End where asked to select the 4 values that they believed best reflected the school's educational purpose. The 4 most popular values were:

Confidence, Acceptance, Resilience, Enjoyment

At Moor End, our lesson planning adopts a spiral curriculum model; this is where key knowledge and skills are revisited and built on at a level appropriate to children’s development.
Using a spiral curriculum in teaching does not result in children learning the same concepts over and over again. It’s about using what has already been taught to make connections between new concepts and previously learned material.
A spiral curriculum enables our teachers to introduce complex topics to young children in a way that is both accessible and engaging. This method builds a strong pedagogical foundation, which can be developed further as children progress through school. Our units of work are designed for teachers to use sequentially to embed learning over time.

These aspects are reflected in our Topics and Themes from our wider school curriculum and whenever possible the programmes of study should be taught alongside those themes.
We encourage flexibility to meet the wider aims of our curriculum. Our school curriculum evolves and changes to meet the needs of our children and to reflect both the school community and the community our children come from. We will always meet statutory coverage, however, our themes and topics will change as our community and the community we serve also changes.
School Routine
Our Daily Routine

8.30am – Teaching staff are required to be on the school premises from this time unless otherwise arranged with either the Headteacher or Deputy Headteacher as part of their directed time (see hours at back of this handbook.)
8.45- Soft start due to breakfast ‘Grab and Go’
8.45am – The school gates are opened by the site supervisor and a member of the leadership team and the children are allowed to go straight into their classroom. All teachers are expected to be in their classroom, ready to greet the children. 
A morning activity should be provided before the children enter the classroom.
8.50 - Registration will open.

9:00am – Registration closes, gates close, any child arrives after that time they are marked as late.
9.00am – Monday morning briefing in the staffroom
9:00am- Assemblies on Monday (Mr Sumner), Thursday (singing) and Friday (Good News assembly)
10.30 – 10.45 – KS1 and KS2 school play time
All teachers are expected to supervise their class on the way out to play and collect them promptly at the end of playtime from the playground. Teachers and TA’s, who are on duty, are expected to be out on the playground promptly when the bell rings. 

Dinner Time organisation 2025-26- All teachers are expected to escort their class out onto the playground, or into the hall where they will be met by a member of the welfare staff. 
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2.00 – 2.15 – Infant playtime (flexible)
3.20 – School Finishes.   All teachers are expected to supervise their class on the way out of school and stand on the playground until 3.30 or until all children have been collected. 
EYFS- Early Years children have their own entrance/exit at the back of school. Pre School stay in the unit and are called when adults can be seen. Reception children are lead out and wait behind the railings to be released when an adult calls their name. The children have to go down the ramp to be released. 

All Key Stage 1 children will enter and exit school through the Key Stage 1 door at the back and all Key Stage 2 children will enter and exit school through the Key Stage 2 door at the side of school. 
3.30pm – Teaching staff are required to be on the school premises until this time unless otherwise arranged with either the Headteacher or Deputy Headteacher as part of their directed time (see hours at back of this handbook.)

PPA- PPA is allowed to be taken from home. 
Teaching staff still need to be available to be contacted and should ensure they are on the school premises no later than 15 minutes before their day starts.
Reflection room- Held in the support hub/care club. Done by Joanne every day.
The Nest

Nest and sensory room- At Moor End Community Primary School, our vision to be Ready, Respectful, and Safe underpins every aspect of pupil support and wellbeing. The Nest is a vital provision within our school, designed to support pupils who need a calm, supportive environment to regulate their emotions and behaviours. The Nest is a calming area within school where pupils can take time away from the classroom environment when they are feeling dysregulated or overwhelmed. It provides a safe, nurturing space that supports emotional self-regulation and mental wellbeing. The Nest aligns with our school values by helping pupils become Ready to learn again, encouraging Respect for themselves and others through restorative practises, and ensuring they feel Safe both physically and emotionally.
When and How Pupils Use The Nest 
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Regardless of class, they then go for their lunch at 12.30.
Please take them down to the hall for lunch at 12.30. At 12.50,
they then go back to their class.

Quist club (colouring/ehassfboard games): Year 6
To cover if staff absent: Phil/Hannak/Paula



Pupils may be directed to The Nest by staff when they show signs of distress, anxiety, or dysregulation that prevent effective engagement in classroom learning.

· Pupils can also request time in The Nest as a proactive strategy to manage their emotions.

· Time spent in The Nest is intended to be short-term and purposeful, supporting pupils to regain composure and readiness to rejoin their class.

Supervision and Safety

· Pupils must not be left unoccupied in The Nest at any time. Staff supervision is mandatory to ensure safety, provide emotional support, and monitor wellbeing.

· Staff should maintain a calm, reassuring presence, using de-escalation techniques and encouraging pupils to engage with the resources available.

· The use of The Nest should be logged by staff, noting the reason for use, duration, and any follow-up actions required.

Facilities and Resources in The Nest

Safe Space to Work

· The Nest contains a designated safe workspace where pupils can complete age-appropriate tasks if they are able and willing.

· This space is intended to encourage a sense of achievement and normality while pupils self-regulate.

Age-Related Activities

· A selection of age-appropriate activities is stored in The Nest, designed to engage pupils constructively and support emotional regulation.

· Activities include puzzles, colouring materials, calming games, and sensory toys tailored to different developmental stages.

Mindfulness and Sensory Resources

· Mindfulness activities such as guided breathing exercises, visualisation cards, and calming audio tracks are available to help pupils develop self-regulation skills.

· Sensory resources are provided to support pupils with sensory processing needs, particularly those with ASD or other SEN.

The Sensory Room

· The school’s Sensory Room is a complementary facility available to all pupils who may benefit from sensory input or a quiet environment.

· Use of the Sensory Room must be supervised by an adult at all times to ensure safety and appropriate use.

· Staff should facilitate access to the Sensory Room in line with individual pupil needs, ensuring that time spent there supports emotional regulation and sensory integration.

· The Sensory Room is not a space for unsupervised time out and should be used as part of a planned support strategy.

Staff Responsibilities and Procedures

· Staff must be familiar with the purpose and protocols of The Nest and Sensory Room.

· Before directing a pupil to The Nest, staff should attempt to use classroom-based strategies for emotional regulation where appropriate.

· All use of The Nest and Sensory Room must be recorded and monitored by designated staff (e.g., SENCO or pastoral leads) to ensure consistent practice and identify any patterns requiring further intervention.

· Staff should communicate with parents/carers regarding significant or repeated use of The Nest to foster a partnership approach to pupil wellbeing.

· Staff must ensure that pupils’ dignity and confidentiality are maintained throughout.

Roles and responsibilities

Staff hours and conditions of service (see relevant pay and conditions documents)
Teachers are required to work 195 days per year; 5 of these are designated training days or twilight sessions. In total, teachers are required to work up to a total of 1265 hours directed time in one year.  This includes additional time for meetings and to contribute to extra curricular activities – see additional information at the end of this handbook.
Meetings

Staff meetings –These are held on a weekly basis on a Wednesday night at 3.30pm and are used for a range of purposes. These included keeping staff up to date with the curriculum, assessment, pupil progress, subjects, events and legislation. All teachers will be required to contribute towards staff meetings on a regular basis.  Staff meetings will be planned over the school year in advance as much as possible. They will last no later than 5.00pm unless arranged in advance. On occasion our work with other schools will mean the meetings take place on another day. This will be communicated in advance.
It is also our intention to hold regular planning meetings as part of the regular staff meetings to ensure additional staff time is not required to keep a work/life balance.

School Leadership Team meetings – These will be held on a Monday, 3.30pm – 5.00pm and will be planned over the school year in advance as much as possible.
TA meetings – These are held on a Monday afternoon or when necessary and provide an opportunity for senior school staff to keep TA’s up to date with any whole school issues.  They also provide TA staff with an opportunity to raise issues with senior school staff. They will usually be held by the Headteacher/Deputy Headteacher.
Parents meetings – Parents are invited to regular events in school.  Parents must be made to feel welcome in school at all times.  They have a right to be kept up to date with the progress of their child.  Parents will be invited to attend two formal parents’ evenings throughout the year. 

1. A formal progress meeting (End of autumn first half term) 

2. A formal progress meeting (End of the spring term) 

If parents would like to speak to staff they can make an appointment directly with the member of staff or through the school office. 

Online calendar
Please ensure any meetings or dates are in the school diary and on the school online calendar. 

School visitors

Please ensure that Phil/Hannah are aware and have given permission for any visitors to school. These should also be on the school online calendar so all staff are aware. 

Communication in school

· Staffing details are updated on a daily basis on the staffroom whiteboard. 

· Written information is displayed on the whiteboard or the large notice board in the staffroom. These notices should be removed by the person who displayed them.
· Memos and other relevant information are sent out to staff if required
Teaching Assistants' Additional Hours Claim Policy

1. Claim Eligibility

· TAs can claim for additional hours when covering for a class teacher for prolonged periods.

2. Claim Details

· Morning Coverage:

If covering for a morning session, TAs are entitled to claim one additional hour of pay.

· Afternoon Coverage:

If covering for an afternoon session, TAs can claim:

The additional time worked (e.g., if finishing at 2 PM).

Plus, an additional hour of pay.

3. Shared Coverage

· If a class teacher is absent and there are two members of staff in the room:

· Only one TA can claim for covering.

· Claims should be scheduled alternatively, with one TA stepping up each time.

4. Ad-Hoc Coverage

· Claims for ad-hoc occasions (e.g., covering for 20 minutes) will not be claimable. 
This policy is obviously linked to leadership’s goodwill. We try our best to ensure all staff can go to their own events/appointments/funerals as and when needed but it needs to work both ways. 

Mobile phone use – Mobile phones are not to be used during lesson times, when pupils are present (if on break or lunch duty with the children) or at any other directed time. Eg: staff meetings, assembly time etc. Please make sure that no mobile devices leave the premises with photographs of children on them for your own safeguarding purposes.
Communication outside school 

All staff are advised to record any correspondence or telephone conversation with parents or professionals (on CPOMS) noting the time, date and brief summary of content.  This needs to be kept by the teacher incase its needed in the future.
Letters – A bank of letters which are routinely sent out to parents is kept by the school bursar.  Letters will be written by the school office staff with appropriate notice.  Letters must not be sent out to parents without being shown to the Headteacher or Deputy Headteacher.  This is to ensure senior school staff are aware of all communication should there be any issues that need addressing.
Newsletter – A school newsletter is sent out when required.  The newsletter is a good way of communication information to parents.  If you would like to include information on the newsletter please provide the information to the school office.
Seesaw – We use the app seesaw to communicate electronically with parents. Letters, newsletters and additional information are placed on the platform from the office. Teachers should use Seesaw to keep parents updated on classroom activities, spellings, notices and children’s achievements.
Tapestry – This is the platform to communicate electronically with parents in the EYFS classes. It let’s parents share ‘wow’ moments from home and gives staff a way to update families on each child’s learning journey.
Facebook – The school Facebook account is accessed only by designated staff. If you wish to post something on Facebook please see either the Headteacher or Deputy Headteacher. Members of FAME also have access to promote forthcoming school events.

Teachers should contact parents if they need to discuss an issue.  TA’s should not be expected to contact parents or deal with any issues regarding parents.

Planning, Preparation and Assessment time.

All teachers are guaranteed PPA time.
It is not the school’s place to dictate what activities should take place during PPA time; however it is recommended it  should be used to:

1. Plan lessons and activities.

2. Prepare resources for lessons.

3. Work collaboratively with other staff on planning and assessment tasks.

4. Use assessment data and monitor pupil progress individually and collaboratively to improve their learning outcomes.

Staff can take their PPA in school or at home. Please be available to be contacted during school hours, if working off the school premises.
Marking

The principle of ‘Responsive Teaching’ underpins our feedback policy. This includes the important element of marking. Feedback is an essential part of the teaching & learning cycle and research shows that feedback given closest to the point of teaching and learning has a greater impact on pupil achievement.

We therefore aim for children to receive timely and purposeful feedback that furthers their learning, and for teachers to use assessment information to adjust their teaching both within and across a sequence of lessons.

Theory behind our approach 

The Education Endowment Foundation research shows that effective feedback should: 

· Redirect or refocus either the teacher’s or the learner’s actions to achieve a goal 

· Be specific, accurate and clear 

· Encourage and support further effort 

· Be given sparingly so that it is meaningful, manageable and motivating 

· Provide specific guidance on how to improve in the longer term 

We are mindful also of the workload implications of written marking, notably, the DFE’s research that has highlighted written marking as a key contributing factor to teacher workload. As such we have investigated alternatives to written marking which can provide effective feedback in line with the EEF’s recommendations, and those of the DfE’s expert group which emphasises that marking should be: Meaningful, manageable and motivating. 

We have also taken note of the advice provided by the NCETM (National Centre for Excellence in Teaching Mathematics) that the most important activity for teachers is the teaching itself, supported by the design and preparation of lessons.

Principles of marking and feedback

· The purpose of feedback and marking is to further children’s learning. 

· The main focus of feedback should be against the LO and the Success Criteria. 

· Feedback should empower children to take responsibility for improving their own work; adults should not be doing the thinking for pupils. 
· Feedback should take place at the earliest opportunity to have the greatest impact. 

· The impact of feedback should be evident longer term and not only on the piece of work. 

· Feedback takes many forms, such as verbal feedback and modelling (including the use of technology), questioning strategies, use of talk partners, peer assessment and/or self assessment.

· Feedback is part of the school’s wider assessment processes, which aim to provide an appropriate level of challenge to pupils in lessons, allowing them to make good progress. 
Feedback in the AfL Cycle

To maximise the impact of feedback it must be embedded in effective assessment for learning:

· Children, and all adults in the classroom, must be clear about the learning taking place and the expected outcomes (eg. clear, focused learning objectives; success criteria which support these; appropriately differentiated learning activities etc)

· Skilful questioning is used to explore children's understanding of the learning taking place; identify misconceptions; challenge and develop thinking, learning and understanding and thus provide opportunities for adults to give well-directed feedback

· When and where appropriate, mini plenaries give feedback to individuals/groups/whole class and address misconceptions; provide opportunities for extra challenge; allow children to reflect on their learning and make improvements during the lesson

· Effective self and peer assessment allows children to reflect on progress in their learning – identifying areas of success and opportunities for improvement

· Feedback given will inform planning for learning

Marking Strategies

Approaches:

Oral feedback – given by an adult in the presence of the child or group of children.

This may happen whilst the children are working or after the learning has taken place.

A record of this could take any of the following forms;

· Annotated notes on plans

· One sheet marking

On the spot feedback – this is completed orally. Good examples or misconceptions can be shared with the class using Airserver to project the work on to the interactive whiteboards in each classroom.

Self –assessment and evaluation – pupils are given opportunity to reflect on their own learning; identify progress towards success criteria/targets etc and identify areas for improvement (for this to be successful, effective feedback must first be modelled by the teacher; children must then be taught how to assess and evaluate their own learning/work)

Peer assessment and evaluation – pupils are given opportunity to work with other pupils to assess and evaluate their own, and others' learning, and to make suggestions for improvement. 

Marking ladders- Children can self-assess and peer assess their work using marking ladders that have pre-determined criteria taken from the L.O. and Success Criteria (see example).
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One sheet marking (by adults)

Adults will use one sheet marking to evaluate pupils work. Misconceptions will be addressed and children who are struggling will be identified and learning followed up through intervention as soon as possible after or during the lesson. Actions will be recorded and inform future planning and teaching.

Responsibilities

It is the responsibility of the Class teacher to ensure that all class work and homework is assessed regularly in accordance with this policy. It is the responsibility of SLT to monitor the consistent use of this policy throughout school and feedback to the Headteacher and staff. The Headteacher will also inspect the quality of marking when he gathers in samples of children’s work to monitor standards of teaching and learning.

Expectations

Each piece of work will be acknowledged by an adult or peer and feedback (often immediate and verbal) given

· Staff will record using the one sheet marking frame

· All work will be assessed by the next lesson in that particular subject

In Maths:

· Correct answers will be indicated/highlighted by the teacher or pupils

· incorrect attempts and misconceptions will be dealt with by the teacher with the pupil as soon as possible (during the lesson if practical)

In other areas of learning:

· Feedback and marking needs to acknowledge progress towards the learning objective

· When writing has taken place, persistent spellings and grammar should be highlighted for corrections
In the children’s books:

· If the child has achieved the learning objective, highlight it pink.

· If the child has partly achieved the learning objective but still requires some support, highlight it yellow.

· If the child has not achieved the learning objective, highlight it green.
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Assessment
At Moor End Community Primary School, assessment is a vital element in ensuring every pupil is Ready, Respectful, and Safe to engage in their learning journey. This section outlines the comprehensive approach to assessment used throughout the school to inform teaching, support pupil progress, and ensure inclusive and effective learning outcomes.

Key Assessment Points Through the Year

Assessment at Moor End Community Primary School is strategically scheduled at three key points during the academic year:

· Autumn Term (Baseline and initial assessment)

· Spring Term (Mid-year review)

· Summer Term (End-of-year summative assessment)

These key points facilitate timely and robust judgments about pupil progress and attainment, allowing staff to adapt teaching strategies and interventions to meet pupils’ needs effectively.

Using Assessment to Impact Lessons

Assessment is not an isolated task but a dynamic tool used to inform and enhance teaching and learning. Teachers use assessment data to:

· Identify pupils who require additional support or challenge.

· Adapt lesson planning to address gaps in knowledge or skills.

· Provide targeted feedback to pupils to promote self-improvement.

· Share insights with colleagues to ensure consistency and progression across year groups and phases.

For example, after the autumn term assessment, a teacher may identify pupils who are struggling with key phonics skills and implement focused small-group interventions to address these gaps before the spring term.

Judgements Made at Three Key Points in the Year

At each of the three assessment points, teachers make professional judgements based on a range of evidence, including:

· Day-to-day formative assessments (observations, questioning, work scrutiny).

· Summative assessments aligned with the curriculum expectations.

· Outcomes from PIVATS assessments for pupils working significantly below age-related expectations.

These judgements are recorded and reviewed during pupil progress meetings, ensuring a clear and consistent understanding of each pupil’s attainment and progress relative to their starting points.

Data Management and Insight

All assessment data is recorded centrally on the Insight assessment platform, which provides:

· Secure and accessible data storage.

· Comprehensive tracking of pupil progress across subjects and time.

· Data analysis tools to identify trends, strengths, and areas for development at pupil, class, and whole-school levels.

Using Insight enables senior leaders and teachers to monitor progress effectively, target resource allocation, and prepare for OFSTED inspections with confidence in the robustness of the school’s assessment system.

PIVATS for Pupils Working Significantly Below Age-Related Expectations

For pupils with complex needs or those working well below national expectations, including many with EHCPs or on the SEND register, we use PIVATS. This tool allows for:

· Detailed assessment of small steps of progress.

· Individualised target setting that reflects each pupil’s unique learning profile.

· Clear evidence of progress for pupils who may not be able to access standard assessment frameworks.

Teachers and support staff use PIVATS data alongside other assessments to inform personalised planning and interventions, ensuring all pupils are supported to maximise their potential
Pupil Progress Meetings

Regular pupil progress meetings are held following each assessment point. These meetings involve:

· Class teachers

· SENCO (Special Educational Needs Coordinator)

· Senior leadership team members

The purpose is to:

· Review assessment data and professional judgements.

· Discuss individual pupil needs, barriers to learning, and planned interventions.

· Adjust provision and targets as necessary.

· Ensure accountability and shared responsibility for pupil outcomes.
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Staff development

This will be done through the process of annual staff appraisals.  All staff will have the opportunity to meet with a senior member of staff to discuss their individual achievements; set targets and identify training needs for the forthcoming year.  Details of courses and other training activities are sent to relevant staff via email or can be accessed through the Lancashire CPD website.  The Headteacher is the school CPD co-ordinator.  Any member of staff wishing to apply for a course should see the Headteacher to discuss the course content and relevance in line with school development priorities.   All Staff should be prepared to disseminate information from courses to other staff in order to maximum benefit is gained from the training.
When on a course, it is the teachers responsibility to ensure that all work is fully planned and resources, especially when being covered by either a teaching assistant or supply. 

Appraisal Policy Overview

Appraisals provide structured opportunities for reflection, goal-setting, and professional growth, ensuring that every member of staff is supported to contribute effectively to our school community. 

Applicability

All staff employed at Moor End Community Primary School, including teaching and support staff, are subject to the appraisal process. This ensures a consistent and fair approach to professional development across the school.

Responsible Appraisers

· Appraisals for all staff are conducted by Mr Sumner and Miss Clugston.

· This dual responsibility allows for balanced and comprehensive evaluations, incorporating different perspectives on teaching practice and professional contribution.

Appraisal Process for Teachers

1. Objective Setting
At the start of the appraisal cycle, teachers will collaboratively set SMART (Specific, Measurable, Achievable, Relevant, Time-bound) objectives with their appraiser. These objectives will reflect:

· The school’s school development plan
· Professional development goals aligned with individual career aspirations and whole-school priorities.

2. Mid-Year Review
A formal mid-year review meeting will be held to discuss progress, address challenges, and adjust targets if necessary.

3. End-of-Year Appraisal Meeting
The final appraisal meeting will evaluate performance against objectives, teaching standards, and contribution to the school community. Evidence may include lesson observations, pupil progress data, professional development activities, and feedback from colleagues or pupils.

4. Development and Support
Based on appraisal outcomes, bespoke professional development plans will be agreed upon to support continuous improvement and career progression.

SEN
All Teachers are responsible for the children in their class who have special educational needs. All children on the Special Needs Register must have a provision map on Insight and this monitored by their class teacher and the SENCO’s.  
The SENCO’s in school are Mrs Farnsworth and Mrs Booth and any questions should be directed to them in the first instance.

Educational Visits
Staff are expected to use the EVOLVE system to record external school visits. These should be accompanied by a relevant risk assessment.
The EVC is Phil Sumner. Back up EVC is Hannah Clugston. Please speak to them if you have any questions.
Staff dress and conduct

Teachers are seen as a role model and, as such, should give careful consideration to how they dress and act.  All staff must dress practically as a professional when in contact with the children during the school day.  For example, jeans are not appropriate dress for school.  Sports wear must be worn for all P.E. and games lessons to set a good example to the children. At times, adults may need to have physical contact with a child when dealing with first aid matters or when consoling a child who is distressed or unwell. However, staff must not place themselves in a position where accusations of improper conduct can be made.  

Staff personal information

It is the responsibility of individual staff to ensure the school office has up to date contact details.  If staff change their mobile phone regularly, please ensure the new number is provided to the school office in case of an emergency closure.
Staff absence procedure

If you are reporting an absence, you must telephone and not communicate via text as this can easily be missed or not seen until much later. Please can you ensure calls are made at your earliest convenience but no earlier than 7am on the morning you are going to be off and before the start of the school day to allow time for cover to be arranged. If no one answers the calls, please leave a voicemail. You can then send a text to ensure it has been picked up.
I also ask that you update by calling either the Headteacher, Deputy Headteacher or the school office about whether you are fit to return to work before the end of the school day. Calls should be made on a daily basis unless you have a sick note or you have been advised by a medical professional that you will need to take a specific number of days off. Again, this is to allow us time to organise cover for the next day within people's working day. We will of course make exceptions for exceptional circumstances but in the majority of cases, this should be possible. 
On the day of return, ALL STAFF should complete a back to work meeting with either Phil, Hannah, Paula or Pam.

Appointments and special leave 
Staff are expected to make every effort to arrange medical, dental and personal appointments outside of school hours.  This includes time out to assist family members.  If every effort is made to arrange absence outside school hours and this is impossible, it will be down to the discretion of the headteacher or deputy headteacher in his absence. All medical appointments need to be sent in to school.
If extended leave of absence is needed for special circumstances this must be put in writing to the headteacher.  As an employer, we are not obliged to pay staff for certain types of leave.  This is down to the discretion of the headteacher and Governing Body, who may decide that leave will be granted without pay.  
All staff absence is recorded to ensure that children receive their full entitlement to a high quality education. As lead professionals, teachers also set the example for colleagues and children as to the importance of outstanding punctuality and attendance. At Moor End, we recognise that special family circumstances do occur when leave is required. Please speak to Phil if this is the case.
In regards to special leave for family events, all requests need to be given in advance to Mr Sumner. It will be down to the discretion of the headteacher or deputy headteacher in his absence. Proof of events need to be provided.
Emergency school closure 

School will remain open during periods of adverse weather if the staffing ratio can be achieved and it is safe to do so. We would never ask staff to risk their safety but would appreciate it if every reasonable effort to attend work is made. Please inform either the Headteacher or Deputy Headteacher as soon as you know so that a decision for the whole school can be made to avoid as much disruption as possible.
First Aid

A list of qualified first aiders can be obtained from the school office.  All qualified first aiders are expected to attend any child who needs assistance.  First aid boxes are located in all classrooms, hall, staffroom, offices and additional rooms.   The content of first aid boxes need to be checked regularly by the teacher responsible for the room.  The site supervisor will check first aid boxes in common areas such as the staffroom and the hall.   If and items need to be replenished please see the school bursar who has a small general stock.
All injuries must be recorded in the first aid book.  The main first aid book is in the staffroom with an additional one in the EYFS.  Bumped head letters must go home to parents.  If you are unsure about the injury or condition of a child or member of staff (if they appear serious) do not attempt to make a diagnosis or move the person contact the emergency services.
Medicines in school
Medicines in school are managed on an individual basis. Parents must fill in the relevant paperwork from the office and this will then be passed on to the appropriate member of staff.
Students

All students will be required to contact school to arrange an initial induction visit. At the time of this visit, they will be required to bring any relevant paperwork including details of an up to date DBS certificate. At this visit, a plan will be put into place to meet their requirements and to discuss their role within our setting. They will also be provided with an induction related to any relevant school policies and procedures.

Fire drill
If you discover a fire, activate the nearest fire alarm point and notify the school office of the location of the fire. The fire service will be called immediately.

In the event of the fire alarm sounding, everybody should leave the building by the nearest fire exit, as quickly as possible in an orderly fashion. You should follow the evacuation plan in each room and go to the designated assembly point.

· Each class has evacuation procedures clearly displayed in each room by the fire door.

· All staff are made aware of fire evacuation procedures.

· Fire alarm is tested on a weekly basis from different call points.

· Fire drills will take place on a half-termly basis.

· Fire equipment checks take place every 12 months.

	Chief Fire 

Warden
	· Check areas has been completely evacuated
· Oversee evacuation and assist where needed

	Fire Manager
	· Check Fire Panel to establish activation area

· Ring 999 if required

· Check area has been completely evacuated

· Advise when safe to renter the building

	Fire

Wardens
	· Check area has been completely evacuated
· Check the toilets
· Once at the assembly point ensure register has been taken
· Alert the Head teacher/Deputy/School Business Manager if anyone is missing

	Office

Staff
	· Check area has been completely evacuated

· Check the staff and visitor register

· Alert the Head teacher/Deputy/School Business Manager if anyone is missing

· Ensure all visitors to site are notified of our fire procedures


DO NOT RETURN TO THE BUILDING UNTIL YOU GET THE ALL CLEAR FROM A MEMBER OF SLT.

	STAFF FIRE RESPONSIBILITIES 

	
	Main
	Reserve

	Chief Fire Warden – Office, meeting room, RS, Staff room, Y2, care club & learning mentor
	Phil Sumner
	Mrs Hindle

	Chief Fire Warden – Hall, Year 1 & Y1 toilets
	Sandra Hindle
	Amelia Dawson

	Fire Manager – Check panel
	Pam Clugston
	Amelia Dawson

	Fire Warden – Kitchen, library, Y3 & Y4
	Lisa Whalley
	Beckie Hartley

	Fire Warden – Y5, Y6, ladies’ toilets, boys & girls toilets
	Jill Keightley
	Pam Clugston

	Fire Warden – Pre school, reception & their toilets
	Jodie Christie
	Leah Booth


Lockdown

Directed time at Moor End Community Primary School
The STPCD (School Teachers Pay and Conditions Document) applies to teachers in England and Wales who are employed by a local authority or by the governing body of a foundation or voluntary aided school.
A full-time teacher must be available for work on 195 days and, on 190 of these, the teacher may be required to teach pupils. Five days are INSET days.
The number of hours for which teachers can be directed to teach or undertake other professional duties is subject to a limit of 1,265. On top of this teachers are expected to work ‘reasonable additional hours’ to fulfil their professional responsibilities.

No teacher can be required to undertake lunchtime supervision  under their STPCD contract of employment as a teacher. Any teacher who works for more than one school session on any school day must be given a break of ‘reasonable length’ between sessions or between the hours of 12 noon and 2pm. That dinner hour is not calculated as directed time.

If any member of staff leaves the school premises between the hours of midday and 1.00pm please complete the signing in book in case of an emergency. 
Calculating ‘Directed Time’

1,265hrs per year divided by 195 days = 6.5 hours per day = 32.5 hours per week
8.30am – 12.00pm = 3.5 hrs

1.00pm – 3.30pm = 2.5 hrs        =   6hrs per day or 30 hours per week
This leaves 2.5 hours per week directed time for each of the 38 weeks of teaching.

2.5 hours per week x 38 weeks  = 95 hours

Staff meeting time = 1.5 hours x 25 meetings (see SDP) =62.5hours 
This leaves 32.5 hours directed time available to allocate.

2 X Parent evenings = 10 hours

2 X concert evening = 10 hours

12.5 hours directed time not allocated to recognise that unforeseen circumstances can occur.

INSET days and ‘Directed Time’.
INSET days are calculated for the same duration as teaching days = 6.5 hours per INSET day.
At Moor End 2 INSET days are spent in school (2022-23). 3 INSET days are not specifically assigned = 6.5hours  x 3 = 19.5 hours. 
19.5 hours + 12.5 hours are not allocated but will be used throughout the year to cover times when extra curricular activities such as FAME discos take place. Notice will be provided for those activities and we try to be as flexible as possible with a portion of directed time to accommodate the needs of the school across the whole year – recognising that no week is exactly the same.
New staff checklist
· Add them to the shared calendar
· School email
Create logins for:
· White Rose
· KAPOW
· CPOMS
· Twinkl 
· Spelling Shed
· Insight
· Phonics tracker
· Smartgrade
· TTRS
· Staff computer
· WIFI
· SIMS Next Gen
· Lanyard- photo

· Staff uniform- sizes
· Registers
· Class timetables

· Website login

· Rota- share

· Locker?

· Door codes

· Contact numbers

· Marking
· Extra curricular

· Timetables
Example marking:








