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Our School 
 

Sacred Heart School is a Voluntary Aided Primary School in the 

Roman Catholic Diocese of Hexham and Newcastle. 

 

Originally, Sacred Heart consisted of two schools, the classrooms 

at the front being the junior and infant school which opened on the 

22nd October 1934.  The other classrooms housed the mixed 

secondary school which opened on the 4th February 1935. 

 

In 1940, the secondary part of the school was re-organised into a 

Senior Boys School and a Senior Girls School. 

 

In 1963, the Senior Girls were transferred to St. Anne’s School and 

the Senior Boys to St. Bede’s.  From that date, only primary pupils 

have been in the building. 

 

The staff work hard to provide a happy, stimulating environment in 

which your child will grow spiritually, intellectually and physically. 

 

At Sacred Heart we regard education as a partnership between 

school, home and parish.  We all have a vital role to play in the 

education of your child. 

 

The School, the Headteacher and Staff are always willing to answer 

any questions or provide further information. 

 

Mr D. Johnson 

Chair of Governors 

 
 

 

 

 



Mission Statement 
 

 

Sacred Heart Primary School is committed to providing the highest quality of 

education for each child.   

 

The ethos of the school is based upon the belief that Christ is the centre of our 

lives, therefore all that takes place in our school is a reflection of God’s loving care 

for each individual.  We seek to nurture in each child the knowledge and love of the 

Catholic Faith.  We aim to develop (ensure) a Christian community where the Spirit 

of Christ pervades all aspects of school life, uniting it’s staff, pupils and parents 

whilst being understanding towards other races, religions and ways of life.  Every 

member of the school community has a responsibility to contribute to these values. 

 

Within the Christian community of Sacred Heart School we aim: 

 

 to deepen the Catholic faith of our children; 

 

 to foster their spiritual and moral development through the teachings of 

Christ, while respecting the beliefs of others in the multi-cultural society in 

which we live. 

 

We seek to provide by example: 

 

 a safe, secure and welcoming environment that encourages children to develop 

a sense of responsibility and respect for themselves and others; 

 

 an environment where relationships within the school and the wider 

community can flourish. 

 

We endeavour: 

 

 to promote the love of learning; 

 

 to achieve high standards across the curriculum thus enabling each child to 

fulfil his/her potential. 
 

 

 

 

 

 

 



 

USEFUL ADDRESSES 
 

 

 

Director of Child & Adult Services 

Hartlepool Borough Council 

Civic Centre 

Hartlepool 

TS24 8AY 

Telephone 01429 266522 

 

 

 

Attendance Officer 

Centre for Excellence in Teaching & Learning 

Brierton Lane 

Hartlepool 

Telephone 01429 284366 

 

 

 

Educational Psychologist 

Centre for Excellence in Teaching & Learning 

Brierton Lane 

Hartlepool 

Telephone 01429 284366 

 

 

 

 

School Nurses 

Hart Buildings 

University Hospital of Hartlepool 

Holdforth Road 

Hartlepool 

TS24 9AH 

Telephone 01429 522718 

 

 

 

 



SCHOOL TIMES 
 

 

NURSERY   NURSERY WRAP 

AROUND 

 

MORNING 8.30am – 11.30am  MONDAY/TUESDAY 8.30am – 2.30pm 

   WEDNESDAY 8.30am – 11.30am 

AFTERNOON 12.15pm – 3.15pm  WEDNESDAY 12.15pm – 3.15pm 

   THURSDAY/FRIDAY 8.30am – 2.30pm 

 

 

RECEPTION   Y1  

START 8.55am  START 8.55am 

BREAK   BREAK 10.00am – 10.15am 

LUNCH 11.45am – 12.40pm  LUNCH 11.45am – 12.40pm 

BREAK 2.00pm – 2.10pm  BREAK 2.00pm – 2.10pm 

FINISH 3.15pm  FINISH 3.15pm 

 

 

Y2   Y3  

START 8.55am  START 8.55am 

BREAK 10.00am – 10.15am  BREAK 10.45am – 11.00am 

LUNCH 12.00pm – 12.55pm  LUNCH 12.00pm – 12.55pm 

BREAK 2.00pm – 2.10pm  BREAK  

FINISH 3.15pm  FINISH 3.15pm 

 

 

Y4   Y5  

START 8.55am  START 8.55am 

BREAK 10.45am – 11.00am  BREAK 11.00am – 11.15am 

LUNCH 12.30pm – 1.05pm  LUNCH 12.30pm – 1.05pm 

BREAK   BREAK  

FINISH 2.55pm  FINISH 2.55pm 

 

 

Y6  

START 8.55am 

BREAK 11.00am – 11.15am 

LUNCH 12.30pm – 1.05pm 

BREAK  

FINISH 2.55pm 

 

 

 

Parents are asked not to leave children unaccompanied in the yard before 8.30am as we cannot accept 

responsibility for the safety of children until staff are present. 

 

Children are allowed to be dropped off from 8.30am and they can participate in a ‘Wake Up and Shake Up’ 

activity until 8.45am when they will proceed into classes. 

 

We know that time is very precious to some parents and this early drop off routine means they need not be 

detained in the playground any longer than is necessary. 



 

From the point of view of learning and progress, children can benefit hugely by engaging with the curriculum 

even for 5-10 minutes before school. 

 

With Health and Safety of both pupils and parents in mind this also reduces pedestrian congestion in the 

playground and vehicle congestion around school. 

 

Pupils enter the building via the following entrances: 

 

Foundation Stage (Reception)   Main Door 

Key Stage 1     P.E. Hall/Infant Door 

Key Stage 2     Rear Door of Key Stage 2 block. 

 

On wet mornings Reception, Year 1 and Year 2 children enter school from 8.30am via the main door as usual 

and Key Stage 2 children via the Key Stage 2 entrance to drop coats and bags off then proceed to the P.E. 

Hall. 

 

A request to withdraw a child during a school session must be made either in writing, by telephone or by a 

personal visit to the school office (e.g. dentist, doctor etc.).  If you inform your child’s teacher via Class 

Dojo you will also need to inform the office. 

 

If a parent is unavoidably detained and will be a few minutes late in collecting their child, they are asked to 

contact the school office as soon as possible.  The office staff will then inform the class teacher who will 

bring the child to the office reception area at the end of the school day to await his/her parent. 

 

If a child cannot find his/her parent in the yard they are instructed by staff to wait in the reception area 

of the school office.  They are not allowed to wait on the playground unsupervised. 

 

ATTENDANCE  

 

Attendance is scrutinised closely on a daily basis.  Children who are absent are identified from the registers 

and first day response telephone calls are made to parents who fail to contact school in the first instance, to 

establish the reason for absence.  Correspondence is also sent home by post.   

 

The Parent Support Adviser liaises with parents of children whose attendance is highlighted as an issue with 

involvement from the Local Authority Attendance Service and other agencies where appropriate.  Statistics 

and trends in pupil absence are also monitored and these are reported to Governors.  The school is 

committed to ensuring that children attend regularly and thereby receive the best possible education.  All 

frequent or unexplained absences and persistent lateness are followed up. 

 

All children arriving after the buzzer at 8.55am enter the building via the main entrance but are not 

recorded with a late mark until 9.01am.  All children entering by this door are recorded by the office staff 

and are given a card to hand to their class teacher to indicate that their arrival has been recorded by office 

staff.  This is a precaution in case they miss their registration period whilst visiting the cloakroom.  This 

routine ensures we have accounted for all children on the premises in accordance with Health and Safety 

Regulations. 

 

Lateness is also monitored by the Parent Support Adviser who reports to the Local Authority Attendance 

Officer on a termly basis as this can have a huge impact on the child’s learning. 

 

Children arriving late miss the initial instructions for the lesson which means teaching staff have to stop the 

lesson, repeat the instructions which disrupts the flow of the lesson for other children. 

 



Any child arriving after 9am needs to be brought to the school office by the person bringing them to school.  

They will then be asked to complete a form to indicate the reason for lateness. 

 

Parents are asked to inform the school office if a child is going to be late for school or if you need to collect 

a child early due to a medical appointment. 

 

HOLIDAYS DURING TERM TIME  

 
On the 1st September 2014, the Education (Pupil Registration) (England) (Amendment) Regulations 2013 came 

into force changing the rules about term-time holidays. 

 

The amendments specify that Headteachers may not grant any leave of absence during term time unless 

they consider there to be ‘exceptional circumstances’ for doing so.  If leave is granted, Headteachers should 

determine the number of days a child can be away from school.  A representative from the Department for 

Education explained that the government has not defined the ‘exceptional circumstances’ referred to in the 

2013 regulations. 

 

In the statutory guidance document on school attendance it says: 

‘Schools should consider each request individually, taking into account the circumstances such as: 

 

 the nature of the event for which leave is sought; 

 the frequency of the request; 

 whether the parent gave advanced notice; 

 the pupil’s attainment; 

 the pupil’s attendance percentage; 

 the child’s ability to catch up on missed schooling. ‘ 

 

In light of these amendments any parent who is thinking of applying for leave of absence needs to complete a 

‘Notification of Term Time Holiday Form’ available from the office reception area.  These absences are 

recorded as ‘unauthorised’ by the school unless authorised by the Headteacher as ‘exceptional 

circumstances’ and parents need to be aware that it could have an Affect on their attendance statistics. 

 

ABSENCE  

 

We are required by law to mark as an ‘unauthorised’ absence any unexplained or unjustified absence.  It is 

therefore, very important for parents to let us know the reason for absences in writing or by telephone by 

9.30am on the first day of absence. 

 

As the school office is very busy, especially at the start and end of the school day, to avoid any delays in 

relaying messages parents are asked to use the answer machine facility on the school telephone, reporting 

any absences, lateness (option 1) or medical appointments (option 2). 

 

The total number of registered day pupils of compulsory school age on roll for at least one session during 

this reporting period of 1st September 2016 to 21st July 2017 was 423 (day pupils of compulsory school age 

means pupils aged 5 years before 1st September 2016. 

 

The percentage of half days (sessions) missed through authorised absence was 3.2% and 1.3% was 

unauthorised.  This is a result of holidays taken during term time. 

 

The school’s Attendance Governor makes regular checks on attendance, meeting regularly with the school’s 

Parent Support Adviser.  

 

Children receive certificates and small prizes for full attendance at the end of the year. 



Children having one year’s full attendance are presented with a certificate from the Director of Child & 

Adult Services and a prize. 

 

Children participating in evening shows, outside of school (e.g. dance schools) are generally given a 

Performance Licence by the Local Authority.  School is informed of the children involved in these shows and 

asked to monitor their attendance.  Any absences during the notification period are then reported to the 

Local Authority Attendance Officer and will result in future licences for that particular child not being 

authorised. 

 

CURRICULUM  

 
Like all schools we work within the framework laid down by the National Curriculum.  This covers the 

following subjects: 

 

Literacy         Mathematics 

Design Technology        Art 

Art          Physical Education  

ICT (Information, Communication Technology)     Music 

Humanities (History/Geography)      French 

Religious Education        Science 

P.S.H.E. (Personal/Social/Health/Economic) 

 

Our broad aims are that each child may: 

 

 express himself/herself clearly and confidently in speech and writing in ways appropriate for different 

occasions and purposes; 

 read with fluency and understanding and develop love and enjoyment of books; 

 develop an understanding of mathematical concepts and number processes and be able to relate these to 

every-day situations; 

 be able to develop his/her skills in designing and making and thereby enhance his/her understanding of 

how things work; 

 be able to use information technology skills appropriately and effectively across the curriculum; 

 develop an awareness of the role and importance of science in everyday life; 

 develop their investigative skills and understanding of science.  Learn to observe, hypothesise, test and 

validate their results; 

 appreciate our environment and heritage through project work involving historical and geographical 

study. 

 enjoy and develop his/her creative talents and skills in art, craft, music and drama; 

 develop his/her physical skills through P.E. activities and games lessons. 

 

RELIGIOUS EDUCATION  

 

Religious Education is provided in the school in accordance with the Roman Catholic Denominational 

Requirements.  Guidance is received from the Hexham and Newcastle Diocesan Religious Adviser.  The school 

follows the religious syllabus ‘Come and See’ and ‘Journey in Love’ as part of their Relationship and Sex 

Education. 

 

As a Voluntary Aided Catholic School, the basic religious ethos is to be found across the whole curriculum.  

The aim of the school is the Christian growth of children, not simply their growth in their own faith, but 

their growing awareness of the world as a maturing Christian. 

 

The Governors are required to remind parents of their right to withdraw pupils from religious worship and 

education. 



ASSESSMENT  

 

Nationally levels have been removed from assessment and as a result children are now assessed against “year 

group” expectations. 

 

Parents will naturally have the opportunity to discuss their child’s progress at our parent consultations twice 

yearly. 

 

RELATIONSHIP & SEX EDUCATION (RSE)   

 

Relationship and Sex Education is taught as part of our R.E. curriculum using the religious syllabus ‘Journey 

in Love’. 

 

It is our hope that parents would wish pupils to be involved in the school programme of Relationship and Sex 

Education.  However, we recognise parents have the right to withdraw their children from this. 

 

SWIMMING  

 

Key Stage 2 children have the opportunity to learn to swim on a weekly basis. 

 

HOMEWORK  

 

All children are given regular homework assignments.  This may take the form of English, maths, other 

assignments or project work.  All children are encouraged to read regularly and frequently at home.  Parents 

are asked to complete a comments section of the Home Reading Record that each child is given. 

 

We encourage parents to purchase a homework folder from the office at a cost of £5. 

  

Please ensure you check your child’s bag each night for letters or information sent home from school.  The 

prompt return of any consent forms would be appreciated.  Please remove any of their ‘art work’ regularly. 

 

LETTERS/CORRESPONDENCE  

 

Every Friday children are given a weekly newsletter outlining what has happened that week and any future 

dates for your diary. 

 

Each term, children are given an RE Newsletter and each term they will be given a Diocesan Newsletter, 

outlining the RE curriculum for the term. 

 

If parents do not have access to a computer they need to inform the school office. 

 

All letters are uploaded onto the school website for easier access to information for parents. 

 

PASTORAL CARE  

 

Pastoral care is the responsibility of the staff as a whole, with the class teacher having particular 

responsibility for the children in his/her class.  We believe there should be a spontaneous atmosphere of 

help and concern for every individual.  There should not only be trust at home in what the school is trying to 



do, but a willingness by parents to approach the staff with problems and difficulties regarding the children.  

School employs a Parent Support Adviser to work with both pupils and parents. 

 

PARENTAL CONTACT  

 

Parents named on a birth certificate both have parental responsibility for a child unless we are given a legal 

document to say one or the other has had that right removed. 

 

We would never assume or speculate on the home circumstances.  If parents are separated/divorced and 

both wish to be kept informed of their child’s progress, events, trips etc. they must contact THE SCHOOL 

OFFICE to register for this.  We cannot take this information third hand from other members of the family 

or school staff.  

 

MESSAGING SERVICE (Class Dojo)   

 

The school operates an interactive messaging service for parents.  Your child’s class teacher will send you an 

email which will invite you to join Class Dojo.  Please check your junk mail. 

 

Parents will receive messages for a number of reasons but especially if they need to be aware of anything at 

short notice e.g. cancellation of clubs, emergency school closure etc. 

 

PARENTS AND THE SCHOOL  

 

By the time a child comes to school parents have been the educators and the child will have already learned a 

great deal.  We encourage close involvement between staff and parents, indeed our meetings with parents 

help us to know and understand the child better and parent’s visits to school help them to understand what 

we are trying to do. 

 

Parents’ consultations are arranged during the year when parents are invited to come into school and discuss 

their child’s progress with the class teacher.  We need to be aware as soon as possible of any problems which 

may affect your child at school.  If you would like to see the Headteacher to discuss any concerns you may 

have; please contact the office staff to arrange a mutually convenient time. 

 

We are always grateful for parental help which supports the teaching we do in school.  There are ways in 

which you can help your child and we are always willing to discuss these with you.  If you would like to help in 

school, in any way, please contact the Headteacher or your child’s class teacher.  Helpers need to have a DBS 

police check (Disclosure & Barring Service).  This can be arranged by the school. 

 

PARENTS ASSOCIATION  

 

The Parents Association plays an important role in our school.  Its support in fundraising and organising social 

activities throughout the year is greatly appreciated. 

 

New members are always welcome.  If you would like more information, please enquire at the school office or 

come along to a meeting to see if you are able to help. 

 

OUT OF SCHOOL CARE  

 

The school has a chargeable Breakfast Club and After School Club (Munchkins) to help working parents with 

childcare outside of school hours.  These are only available for children of school age, not Nursery. 



 

All parents need to complete a registration pack for each child attending. 

 

Places in both clubs are in high demand and any late bookings have significant implications for staffing.  As a 

result, we cannot guarantee places automatically for every child.   

 

Timetabling of staff is organised each Friday by 11am for the following week.  Parents are asked to book 

their places with the office at least a week in advance if possible.  Sessions that have been booked but are 

no longer required must be cancelled at least 24 hours in advance or parents will be charged. 

 

Parents who work shifts or different days each week need to register this with the office staff.  They will 

be sent a booking form each month which needs to be returned promptly to assist in the booking process. 

 

Breakfast Club 7.45am – 8.45am each morning   £3.00 per day 

 

Munchkins  2.55pm/3.05pm – 5.45pm each evening  £6.50 per day 

 

Payment must be received on a Monday morning at the latest for the week required.  Cash or cheques are 

acceptable (payable to Hartlepool Borough Council) with your child’s name on the reverse.  All payments need 

to be in an envelope clearly labelled with the following: 

 

 Child’s Name 

 Days required 

 Breakfast Club/ Munchkins 

 Amount enclosed. 

 

Your co-operation with these arrangements would be gratefully appreciated to give all parents the equal 

opportunity to access the out of school facilities. 

 

If you wish to amend your bookings we encourage you to ring the school and leave a message (option 3). 

 

A list of registered childminders in the local area is available from the reception area. 

 

Other out of school organisations that collect from the school include OSCARS, Belle Vue Centre, The 

People’s Centre, Lonsdale Nursery, Footprints Nursery and Playmates. 

 

‘BUDDY’ SCHEME  

 

A ‘Buddy’ Scheme exists in school whereby identified Year 6 pupils help and support Reception and Key Stage 

1 children on the playground and take them to classes on rainy days. 

 

DISCIPLINE  

 

Our behaviour policy is based on the Christian values of love, respect and forgiveness.  We encourage good 

manners, co-operation and settling of disputes peacefully.  It is our objective to promote responsibility and 

self-discipline.  If punishment is necessary it takes the form of loss of privileges. 

 

Children are expected to behave appropriately both inside and outside of school.  However, school recognises 

that knowing how to behave in this way is part of the learning process and as such has a comprehensive 

Behaviour Policy in place which documents the procedures for managing behaviour positively. 

 

Consistency is a vital aspect of good discipline and parental involvement may be necessary in establishing 

clear guidelines for children. 



 

In exceptional circumstances pupils may be excluded, in accordance with the DfCSF Guidance on exclusions 

from school. 

Chewing bubble gum or eating sweets is forbidden at all times.  

 

Mobile phones are not allowed in school.  However, we do recognise that there may be rare, exceptional 

circumstances when a child needs to communicate with home at the end of the day.  On arrival at school, the 

pupil must hand the phone into the school office where it will remain until the pupil collects it at the end of 

the day.  School cannot accept responsibility for any child’s personal items. 

 

ANTI-BULLYING PROCEDURES  

 

All cases of alleged bullying are taken seriously by the school and are acted upon accordingly.  The Behaviour 

Policy clearly documents the procedures in place for handling allegations of bullying and these are reviewed 

by Governors. 

 

HEALTH  

 

All children in Key Stage 1 receive an eye test, hearing test and their height and weight is recorded by 

school nurses.  Similarly all Y6 children have their height and weight recorded before transferring to 

secondary school. 

 

Dental, vision and hearing tests are carried out in school for Reception pupils and treatment, if required, may 

be carried out at the One Life Centre, Park Road, or you may wish to make your own arrangements. 

 

Parents are asked to ensure that the school office is informed of any medical conditions which may affect 

their child in school, updating the school in writing if this changes during their time at school.  This is 

particularly important when it relates to allergies and medication. 

 

During the summer months, parents are asked to ensure that they apply ‘all day’ sunscreen before children 

come to school.  Children are not allowed to bring sunscreen to school due to possible allergies amongst their 

classmates.  It is also advisable to send them with a hat for protection. 

 

FIRST AID (see also Health and Safety Policy)  

 

Most staff are qualified to administer basic first aid with key people having a Paediatric First Aid or 

Qualified First Aid qualification which meets the requirements of the Early Years and Foundation Stage 

Guidance.  First Aid boxes are located throughout the school and portable kits are taken on educational 

visits: 

 

MEDICATION  

 

If a child needs to take medication during school times, parents should see the office staff and complete 

the necessary consent forms as medicines are kept in the School Office.  Staff are not under any obligation 

to administer any medicines.   

 

Medicines must have a pharmacy label on them, marked with the child’s name, correct dosage and frequency 

of administration.  Children are not allowed to bring lozenges, Calpol, Piriton, Bonjela, cough mixtures etc. 

bought by parents at the chemist. 

 



ONLY MEDICATION PRESCRIBED BY A DOCTOR WHICH NEEDS TO BE TAKEN FOUR TIMES A DAY 

WILL BE ADMINISTERED BY SCHOOL STAFF (during lunchtime).  This includes cough medicine, painkillers 

etc. (Hartlepool Borough Council Health & Safety Guidelines).  Medication prescribed three times a day 

needs to be administered at home on a morning, after school and bedtime. 

Children with inhalers should keep them accessible at all times.  In certain circumstances where pupils are 

not able to take charge of their inhalers, the inhaler will be stored in a clearly marked container in the care 

of the teacher.  All inhalers should be labelled with the child’s name. 

 

Epipens are kept in the care of the child’s class teacher and a second Epipen in the School Office as a back 

up should the first pen fail.  

 

Parents are responsible for checking that all inhalers and Epipens are in date.  Please ensure that you keep a 

record of expiry dates as school cannot be responsible for this. 

 

PROCEDURE WITH CHILDREN WHO ARE ILL  

 
All pupils who complain of feeling ill are sent to the Headteacher who will then monitor the child to assess 

and decide upon the appropriate action to take. 

 

If a child is genuinely ill, the office staff will endeavour to contact a parent/relative to ask them to collect 

the child. 

 

If a child needs urgent hospital treatment, they will be taken to Accident and Emergency by the 

Headteacher or a member of staff.  Office staff will contact parents/relatives to inform them of the 

incident and ask them to meet the pupil at the hospital. 

 

This type of incident is reported to the Well-being Team at Hartlepool Borough Council. 

 

All children who have accidents on the school premises are reported in the accident book and a note will be 

sent home with the child on the same evening, explaining any injuries. 

 

Any child that has broken a bone and has a plaster cast or splint are allowed in school once they have been 

cleared to do so by a hospital consultant.  On the first day back at school parents need to bring the child to 

the school office and complete a form.  This also applies to anyone using crutches in school.  Children will be 

expected to remain in the building at lunchtime and breaks to prevent further injury. 

 

Any child who suffers from sickness and/or diarrhoea will be sent home to recover.  Any children that has 

suffered with either of these conditions will be excluded from school for 48 hours from the last bout of 

illness to prevent spread. 

 

School follows the Health Protection Agency Guidelines for all illness and infection.  If you are in doubt 

about any exclusion period the office staff can help. 

 

HEAD LICE  

 

In the school environment, head lice are sometimes a problem.  We recommend that parents check their 

child’s head at least once a week and if they find that their child has head lice they should inform the class 

teacher or school office at once so that we can issue alert notices to the full class so all parents are 

reminded to check their own child.  Routine head checks are not carried out by the school nurse. 

 

It is school policy that any child found to have live lice in their hair will be sent home for treatment and to 

prevent the spread of lice. 

 



NO SMOKING POLICY  

 

Sacred Heart Primary School provides a no smoking environment both within the school building and grounds 

that protects the health of the whole school community and visitors to the school.  This promotes a healthy 

lifestyle and enables children to make responsible healthy choices in relation to smoking.  This is reflected 

within the school’s Science Curriculum and by providing excellent role models of all children and adults within 

the school. 

 

EQUAL OPPORTUNITIES  

 

The school aims to create an environment where each person is respected and valued, irrespective of age, 

gender, colour, creed, class or ethnic origin.   

 

SCHOOL POLICIES  

 

Copies of the main school policies are available on the school website.  Parents are welcome to request copies 

of specific policies from the school office. 

 

TRANSFER TO SECONDARY SCHOOL  

 

During the Summer Term, staff members from English Martyrs School speak to the Y6 children about their 

new school and answer any questions the children may have. 

 

Induction Days are also arranged during the Summer Term for the Y6 children.  This gives them the 

opportunity to visit various departments in their new school and to take part in activities with children from 

other feeder schools. 

 

HEALTH AND SAFETY  

 

The school’s Health and Safety Policy follows the guidelines laid down by the Local Authority and is the 

responsibility of the Governing Body.  This is monitored by the Headteacher and Health and Safety 

Governor.  Risk assessments covering all aspects of school operations are in place and have been reviewed by 

the Health Safety and Risk Team from Hartlepool Borough Council.   

 

Day to day health and safety issues are reported to the School Business Manager (Health and Safety 

Officer) for remedial action, however more serious concerns are reported to the Headteacher. 

 

Outside play equipment and playgrounds are inspected daily to ensure the site and equipment are safe for 

children to use.  An annual Health and Safety Inspection is conducted by the Local Authority Well Being 

Team and also by an experienced contractor (external play and P.E. equipment). 

 

Fire evacuation and school emergency lock-down exercises are undertaken termly. 

 

There is a Critical Incident Response Plan in place which details information and actions required in the event 

of a critical incident. 

 

Similarly bicycles, scooters and skateboards are not allowed to be used on the playground by parents or 

children.  Parents are asked not to let children run around in the playground first thing on a morning; 

unsupervised children are at risk of falls and bumping into adults. 

 



At the end of the school day parents are asked to remain behind the ‘Parent Line’ on the school yard.  

Smaller children especially are often upset and feel intimidated if they cannot exit the building and clearly 

see who is collecting them. 

 

DOGS  

Dogs (with the exception of assistance dogs) are prohibited from entering the school site 

in accordance with Local Authority Guidelines.  Please do not carry dogs into the 

playground or tie them to the school railings. 

 
 

JEWELLERY  

 
The wearing of jewellery, apart from a watch or stud earrings, is not allowed as this can cause accidents 

(please see P.E. Policy).  Small stud earrings are allowed but these MUST be removed on the day your child 

has P.E. or swimming, otherwise they will have to miss that lesson.  Children who have recently had their ears 

pierced and are unable to remove their earrings must have them covered with medical tape by their parents 

for P.E. 

 

EXTREME HAIRSTYLES  

 

Parents are asked not to allow their child to come to school with extreme hairstyles e.g. patterns in boy’s 

hair, dyed hair. 

 

NAIL VARNISH/MAKE-UP  

 

Nail varnish and make-up are not allowed to be worn in school. 

 

ACCESS TO THE PREMISES/SECURITY  

 

Access to the school is restricted via an access control system.  All staff are expected to wear their 

photograph ID at all times when on the school site. 

 

CCTV is in operation for prevention and detection of crime and to protect pupils, staff and visitors to the 

school as well as the school premises. 

 

A school crossing patrol is in operation at the main entrance to the school at key times to ensure pupils cross 

the road safely. 

 

The staff car park has electronic gates monitored in the school office to prevent intruder access to the 

rear of the building and due to limited space this is used only by staff. 

 

Parents are not allowed to access the staff car park.  You are asked not block the car park entrance or alley 

gates at any time during the day.  Children’s safety is our priority concern and inconsiderate parking, even 

for a very short time, can cause a serious risk to all children. 

 

Parents are asked to consider pedestrians and local residents when parking in nearby streets and not to 

block entrances or driveways.  Residents have been instructed to report the registration numbers of cars 

that cause a nuisance to the police. 

 

https://www.googleadservices.com/pagead/aclk?sa=L&ai=DChcSEwjq447YgJfbAhWDse0KHSeqA7cYABAQGgJkZw&ohost=www.google.co.uk&cid=CAASEuRousB7l9L22gwyyMzAkqpknA&sig=AOD64_3TAw0WNPr9JKLlVMtPhNQ4yz1I4g&ctype=5&rct=j&q=&ved=0ahUKEwjVzYrYgJfbAhUqKcAKHduQApQQ9aACCDE&adurl=


Access the school building is by the front door only and all parents and visitors must report to the school 

office in accordance with Health and Safety Guidelines to guarantee the safety of all staff and children 

against unauthorised personnel. 

 

During the day, the only gate accessible to parents and visitors is the small gate at the right-hand side of 

the playground. 

 

Any visitors accessing the school site will be required to show photographic evidence of their identity, 

provide their DBS (Disclosure and Barring Service) number (if they have one) and evidence of their employer 

(contractors).  Regular visitors to the school will be recorded on the Single Central Record.  Ad hoc visitors 

without a DBS disclosure will be accompanied by a member of staff at all times. 

 

All parents and visitors will be required to sign in and receive a visitors badge at reception and then sign out 

accordingly.  This process is overseen by the school administrators.  Anyone who cannot fulfil the above 

criteria will not be allowed onto the site. 

 

School staff are required to challenge any adult that they see in school who are not authorised (i.e. not 

wearing a visitor’s badge).  This includes parents. 

 

USE OF PUPIL INFORMATION  

 

Pupil Information is recorded on the school SIMs database which is password protected.  Access is 

restricted to key personnel to ensure information is centrally updated and secure.  Staff who have access to 

this sensitive data lock their screens when they are away from their desks to prevent unauthorised access.  

Computers are logged off at the end of each day. 

 

Under General Data Protection Guidelines, all parents and pupils are issued with a Privacy Notice which they 

need to sign to say that they understand. 

 

SCHOOL MEALS  

 

Since September 2014 all children in Reception, Year 1 and Year 2 are automatically entitled to free school 

meals.  However if you are entitled to claim any of the benefits listed in the ‘Free School Meals’ section 

below, we encourage parents to submit a claim to Hartlepool Borough Council as direct funding, part of the 

annual school budget, is calculated on the number of children entitled to free school meals. 

 

Meals cost £2.00 per day/£10.00 for a 5 day week for children in Nursery, Y3/Y4/Y5/Y6.  Payments need 

to be sent in with your child on a Monday morning and these will be collected by the class teacher at 

registration.  If your child is absent on a Monday, you will need to pay on their first day back at school.  

Persistent late payers will be asked to change to packed lunches. 

 

Payment may be made in cash or by cheque (payable to Hartlepool Borough Council).  PLEASE WRITE YOUR 

CHILD’S NAME ON THE REVERSE OF ANY CHEQUES.  If you wish to pay fortnightly/monthly/half 

termly that is also acceptable but Hartlepool Borough Council guidelines are that meals are to be paid in 

ADVANCE and therefore we ask you to pay at the beginning of each period. 

 

If a parent overpays as they do not have the exact money required, the whole amount paid will be recorded 

on the school meal system UNLESS a parents specifically notates on the dinner money envelope that change 

is required. 

 

If any change in cash is required, PARENTS need to collect this from the school office.  We do not give 

change to pupils as they may lose it.  Any unclaimed change is paid into school funds at the end of each half 

term. 



If your child is absent during the week, please deduct £2.00 for each absence when paying the following 

Monday.  All overpayments will roll forward until parents deduct the credit from a future payment. 

 

If you have difficulty in paying on Mondays, please contact the school office to make alternative 

arrangements. 

 

Any debt outstanding after 2 weeks is passed to Hartlepool Borough Council for collection, which may incur 

legal costs. 

 

CHANGES TO MEAL ARRANGEMENTS 

 

Any changes to meal arrangements must be made by parents at the school office with at least one working 

week’s notice.  Please do not send notes in with your child about this or give verbal messages to teaching 

staff.  Meal records are computerised and monitored by Hartlepool Borough Council. 

 

DINNER PACKETS 

 

These are distributed each half term to all children having school meals. 

 

FREE SCHOOL MEALS 

 

If your child is eligible for free school meals can either collect an application form from the school office or 

ring Hartlepool Borough Council (284188).  Children whose parents are in receipt of the following support 

payments will be eligible to receive free school meals: 

 

 Income Support; 

 Income Based Jobseekers Allowance; 

 Income-related Employment and Support Allowance; 

 Support from NASS under part 6 of the Immigration and Asylum Act 1999; 

 The Guarantee Element of Pension Credit; 

 Child Tax Credit (with no Working Tax Credit); 

 Working Tax Credit run-on; 

 Universal Credit. 

 

If you are entitled to claim, we encourage parents to claim this entitlement as direct funding is attached to 

this for the school.  Children are never identified to their peers as having free school meals by staff.  Your 

claim cannot be back-dated and the award will be made from the date your application is received by 

Hartlepool Borough Council. 

 

If your child wishes to bring a packed lunch whilst still entitled to free meals that is acceptable but please 

inform the office if he/she switches back to having a school dinner to allow us to calculate meal numbers for 

the preparation of food. 

 

If you have applied for free school meals you will still need to pay for meals taken until you receive 

confirmation in writing of your entitlement from Hartlepool Borough Council. 

 

PACKED LUNCHES 

 

Packed lunches should be in a sturdy, leak-proof box labelled with the child’s name.  With so many similar 

lunch boxes in school children often mislay them and we are unable to return them to the rightful owner 

without a name on the box/bag. 

 

Packed lunches need to be healthy and well balanced.  Please include a sandwich/pasta, fruit or vegetables, 

yoghurt and a drink.  No chocolate bars e.g. Mars Bar or sweets.  They will need a drink included but no glass 

bottles, fizzy drinks or cans please. 



 

If they need spoons or forks, please include them in the lunch box. 

In the hot weather it is advisable to put an ice pack in the lunch box. 

 

HARTLEPOOL SCHOOL MEALS SERVICE: FOOD POLICY  

 

The health of the children of Hartlepool is of great concern to all of us.  As school meals providers we 

believe that we have an important role to play in the future well being of these youngsters. 

 

We aim to ensure that our service will: 

 

 offer all customers a healthy two-course lunch which includes a wide variety of fresh foods; 

 provide meals which exceed the Governments minimum nutritional standards; 

 ensure that we eliminate all prohibited ‘E’ numbers; 

 use only ingredients of a high quality; 

 reduce the levels of sodium in meals; 

 lower the amounts of fat and sugar used in all dishes; 

 reinforce the healthy lifestyle message and encourage pupils to choose foods which are not just 

healthy but popular and affordable; 

 work with the school in a ‘Whole School Approach’ towards healthy eating. 

 

Children will be given a menu each term allowing parents the opportunity to discuss and make suggestions as 

to what their child might prefer to choose each day. 

 

PLAYGROUND SNACKS  

 

Children may bring a piece of fruit for their morning break.  Sweets and crisps are not allowed.  All children 

under 5 years old are entitled to free milk on a daily basis. 

 

Please could you ensure that children only bring a piece of fruit, vegetable or dried fruit and NOT cereal 

bars, fruit winders, yoghurt covered fruit, chocolate raisins etc. 

 

Fairtrade Tuck Shop is a fundraising scheme in place each Thursday morning break time.  Children are 

allowed to purchase one healthy snack bar each. 

 

FRUIT FOR SCHOOLS  

 

The National Schools Fruit Scheme provides every child aged 4 to 6 with a free piece of fruit each school 

day. 

 

EMERGENCIES  

 

All parents are asked to provide us with details of an emergency contact.  It is important to inform the 

office if any telephone numbers or addresses change. 

 

CHILD PROTECTION PROCEDURES  

 

Parents and carers should be aware that the school has a duty to take reasonable action to ensure the 

welfare and safety of all pupils.  In cases where school staff have cause to be concerned that a pupil may be 

subject to ill-treatment, neglect or another form of abuse, staff will follow Child Protection Procedures. 



The school has a comprehensive Behaviour Policy which is reviewed regularly by Governors.  Clear guidance 

about physical intervention (restraint) is contained within this policy and gives clear guidance about when it 

is appropriate to use such techniques.  Teaching staff and some support staff have undertaken training in 

this area using the ‘Team Teach’ approach. 

 

Designated Child Protection Officers are: 

 

 Mrs A. Howell   (Headteacher-Designated Safeguarding Lead) 

 Mrs E.K. Darnton (Designated Safeguarding Lead) 

 Mrs M. Grummet (Deputy Designated Safeguarding Lead) 

 Mrs A. Palmer (Deputy Designated Safeguarding Lead) 

 Mrs H. Walker (Deputy Designated Safeguarding Lead) 

 

E-SAFETY  

 

All staff who access the school computer network are required to read and sign the Online Safety and 

Acceptable Use Policy which details the conditions with which access is granted.  Parents and pupils will be 

issued with guidelines that need signing and returning to school. 

 

Information about audits and violations of use are also featured.  Any member of staff who is found to have 

abused the ICT network will have access rescinded and will face disciplinary action. 

 

Children and parents are discouraged from interacting on social media sites with staff. 

 

MANAGING ALLEGATIONS AGAINST STAFF  

 

The school has adopted and adheres to the Local Authority procedure ‘Arrangements for making allegations 

against people who work with children or those who are in a position of trust’. 

 

WHISTLEBLOWING  

 

The school has adopted and staff are aware of, the Local Authority Whistle Blowing Procedure should they 

wish to report an incident involving safeguarding of children should they feel they cannot report it via the 

usual means within school. 

 

SCHOOL FUND  

 

The School Fund is financed from events organised by staff and pupils and donations from the Parent’s 

Association.  The fund enables us to help buy extra equipment as well as subsidising social activities within 

the school (e.g. Christmas parties, theatre group visits etc). 

 

 

 

CLOTHING  

 

The children wear a school uniform.  Although this is not compulsory, it is strongly recommended and 

reasonably priced.  Order forms are available in the reception area of the school office.  Uniform can be 

ordered through the school office or online.  

 

It consists of: 



GREY trousers, pinafores or skirts 

WHITE shirts, polo shirts or blouses 

RED cardigans, jumpers or sweatshirts 

BLACK shoes / PLAIN BLACK trainers). 

In the summer months, girls may wear white and red checked dresses and boys may wear grey short 

trousers.  Ties are also available from the school office (optional). 

 

For P.E. children are expected to wear a RED T-shirt, BLACK shorts and BLACK plimsolls.  Football kits are 

not allowed.  Pupils need to bring their kit into school at the start of each half term and only need to take it 

home at the end of that half term, not weekly. 

 

Juniors will also require a swimming kit consisting of a costume, towel and bathing hat.  Boys need to wear 

trunks and not loose swimming shorts. 

 

All items of uniform, coats and sports kit should be labelled with each child’s name.  Each year we have a 

lot of lost property in school as we are unable to return unmarked clothing to its rightful owner.   

 

An order form for sweatshirts, jumpers, cardigans, polo shirts, fleece jackets, waterproof jackets and P.E. 

shirts bearing the school name and logo can be found in the reception area of the school. 

 

Each term the Parents Association hold a second hand uniform sale in the school yard.  Parents often donate 

almost new uniform that their child has outgrown.  This is sold for a nominal fee and banked towards the 

school funds. 

 

Available from the school office throughout the year: 

 

P.E. bags   £4.00  

P.E. T-shirts  £6.50 

Ties    £3.00 

Homework Bags £5.00. 

 

Please ensure all coats and jackets have a loop to allow children to hang these safely on their cloakroom pegs. 

 

LOST PROPERTY  

 

Parents are asked to label all their child’s belongings, including uniform, lunch boxes and coats.  Any items 

that are labelled can then be returned to their owner.  However, with an increasing amount of lost property 

being stored in school we will now dispose of any un-named, unclaimed items within one month. 

 

CHARGING AND REMISSION POLICY  

 

Educational visits form an important part of the curriculum.  We need to ask parents for voluntary 

contributions to offset costs of transportation and entry fees.  No child would ever be excluded from a visit 

if his/her parents were unable to contribute but they are requested to inform the Headteacher if they are 

unable to pay.  However, no child can be allowed to leave the school premises without a signed consent form 

from parents. 

 

A local visits form will be issued each September and all parents are asked to return these promptly. 

 

 

 

 



COMPLAINTS ABOUT THE SCHOOL CURRICULUM AND OTHER INTERNAL MATTERS  

 

The Local Authority has established a procedure for considering complaints from parents about the school 

curriculum, the Charging and Remissions Policy of Schools, Religious Education and Collective Worship. 

 

We would expect that parents would raise any concern they might have about such matters with the 

Headteacher in the first instance.  If parents wish to make a formal complaint however, details of the 

procedures available can be obtained from the Headteacher or from the Local Authority. 

 

SCHOOL WEBSITE  

 

All information relating to the school can be found on the school website.  Parents are encouraged to visit 

the site regularly for updates and as a first point of call for information. 

 

SCHOOL POLICIES  

 

School policies are regularly reviewed by the Governing Body.  Some are available on the school website and 

all policies are available from the school office on request. 

 

GOVERNING BODY  

 

The Governing Body meets on a termly basis with sub-committees meetings more frequently.  Minutes of the 

full Governing Body Meetings are available for inspection in school.  

 

MONITORING AND REVIEW  

 

This document will be reviewed annually by the Governing Body.  The next review will be in May 2019. 



SACRED HEART PRIMARY SCHOOL 

SATS RESULTS 

2016 
 

 

KEY STAGE 1 60 PUPILS  KEY STAGE 2 61 PUPILS 

READING 

% reaching 

the 

expected 

standard 

 

READING 

% reaching 

the 

expected 

standard 

Sacred Heart School 81.7%  Sacred Heart School 84% 

Local Authority 73%  Local Authority 66% 

National Average 74%  National Average 66% 

 

 

 

WRITING 

% reaching 

the 

expected 

standard 

 

WRITING 

% reaching 

the 

expected 

standard 

Sacred Heart School 70%  Sacred Heart School 69% 

Local Authority 65%  Local Authority 76% 

National Average 65%  National Average 74% 

 

 

 

MATHS 

% reaching 

the 

expected 

standard 

 

MATHS 

% reaching 

the 

expected 

standard 

Sacred Heart School 73.3%  Sacred Heart School 82% 

Local Authority 71%  Local Authority 72% 

National Average 73%  National Average 70% 

 

 

 

SCIENCE 

% reaching 

the 

expected 

standard 

 
GRAMMAR/ 

PUNCTUATION & 

SPELLING 

% reaching 

the 

expected 

standard 

Sacred Heart School 95%  Sacred Heart School 85% 

Local Authority 80%  Local Authority 74% 

National Average 82%  National Average 72% 

 

 

 

PHONICS (Y1) 

% reaching 

the 

expected 

standard 

 
READING/ 

WRITING/ 

MATHS 

% reaching 

the 

expected 

standard 

Sacred Heart School   Sacred Heart School 62% 

Local Authority   Local Authority 53% 

National Average   National Average 53% 

 

 

 



SACRED HEART PRIMARY SCHOOL 

SATS RESULTS 

2017 
 

 

KEY STAGE 1 60 PUPILS  KEY STAGE 2 60 PUPILS 

READING 

% reaching 

the 

expected 

standard 

 

READING 

% reaching 

the 

expected 

standard 

Sacred Heart School 80%  Sacred Heart School 80% 

Local Authority 75%  Local Authority 72% 

National Average 76%  National Average 71% 

 

 

 

WRITING 

% reaching 

the 

expected 

standard 

 

WRITING 

% reaching 

the 

expected 

standard 

Sacred Heart School 75%  Sacred Heart School 83% 

Local Authority 69%  Local Authority 81% 

National Average 68%  National Average 76% 

 

 

 

MATHS 

% reaching 

the 

expected 

standard 

 

MATHS 

% reaching 

the 

expected 

standard 

Sacred Heart School 83%  Sacred Heart School 81% 

Local Authority 75%  Local Authority 81% 

National Average 75%  National Average 75% 

 

 

 

SCIENCE 

% reaching 

the 

expected 

standard 

 
GRAMMAR/ 

PUNCTUATION & 

SPELLING 

% reaching 

the 

expected 

standard 

Sacred Heart School 90%  Sacred Heart School 91% 

Local Authority 81%  Local Authority 80% 

National Average 83%  National Average 77% 

 

 

 

PHONICS (Y1) 

% reaching 

the 

expected 

standard 

 
READING/ 

WRITING/ 

MATHS 

% reaching 

the 

expected 

standard 

Sacred Heart School 93.3%  Sacred Heart School 70% 

Local Authority 82.3%  Local Authority 64% 

National Average 81%  National Average 53% 

 

 



 

 

SACRED HEART CALENDAR 2018/2019 
 
 
 
  

2018 AUGUST 2018 SEPTEMBER 2018 OCTOBER 2018 NOVEMBER 2018 

Monday   6 13 20 27   3 10 17 24 1 8 15 22 29   5 12 19 26 

Tuesday   7 14 21 28   4 11 18 25 2 9 16 23 30   6 13 20 27 

Wednesday 1 8 15 22 29   5 12 19 26 3 10 17 24 31   7 14 21 28 

Thursday 2 9 16 23 30   6 13 20 27 4 11 18 25   1 8 15 22 29 

Friday 3 10 17 24 31   7 14 21 28 5 12 19 26   2 9 16 23 30 

Saturday 4 11 18 25   1 8 15 22 29 6 13 20 27   3 10 17 24   

Sunday 5 12 19 26   2 9 16 23 30 7 14 21 28   4 11 18 25   

                    
 2018 DECEMBER 2018 

 
             

Monday   3 10 17 24 31 
 

             

Tuesday   4 11 18 25   
 

             

Wednesday   5 12 19 26   
 

             

Thursday   6 13 20 27   
 

             

Friday   7 14 21 28   
 

             

Saturday 1 8 15 22 29   
 

             

Sunday 2 9 16 23 30   
 

             

        
             

2019 JANUARY 2019 FEBRUARY 2019 MARCH 2019 APRIL 2019 

Monday   7 14 21 28 
 

4 11 18 25   4 11 18 25 1 8 15 22 29 

Tuesday 1 8 15 22 29 
 

5 12 19 26   5 12 19 26 2 9 16 23 30 

Wednesday 2 9 16 23 30 
 

6 13 20 27   6 13 20 27 3 10 17 24   

Thursday 3 10 17 24 31 
 

7 14 21 28   7 14 21 28 4 11 18 25   

Friday 4 11 18 25   1 8 15 22   1 8 15 22 29 5 12 19 26   

Saturday 5 12 19 26   2 9 16 23   2 9 16 23 30 6 13 20 27   

Sunday 6 13 20 27   3 10 17 24   3 10 17 24 31 7 14 21 28   

              
       

2019 MAY 2019     JUNE 2019   JULY 2019 
    

Monday   6 13 20 27     3 10 17 24 1 8 15 22 29 
    

Tuesday   7 14 21 28     4 11 18 25 2 9 16 23 30 
    

Wednesday 1 8 15 22 29     5 12 19 26 3 10 17 24 31 
    

Thursday 2 9 16 23 30     6 13 20 27 4 11 18 25   
    

Friday 3 10 17 24 31     7 14 21 28 5 12 19 26   
    

Saturday 4 11 18 25     1 8 15 22 29 6 13 20 27   
    

Sunday 5 12 19 26     2 9 16 23 30 7 14 21 28   
    

              
       

              
       

Bank Holiday   

  
 

         
       

School Holiday   

  
 

         
       

PD Day(staff only)   
            

       
 
 


