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Galleywall Information for Parents/Carers

Section 1: Introduction and
Charter for Excellence

The Charter forms a separate document and outlines our commitment to outstanding

provision across the school. You can find it on the website here.

The school is committed to the highest possible standard of education and care, as

well as working within the community and, in particular, as partners with parents.

However, especially in times of financial hardship for schools, resources are scarce and

parents are, therefore, requested to assist the school by supporting and complying
with routines to enable the place to run smoothly and efficiently.

Section 2: Systems and Routines

A Dates and times

These are published on the website

Parents and carers should ensure they bring their children to school on time as
lateness disrupts the start of the day. Late arrivals need to sign in at the main
office (Gate A) and sign in.

Early departure from school will only be agreed in exceptional circumstances.
Parents should e-mail the school in good time to request permission.

B Entrances

The only pupil entrance used is the Hyson Gate (Z) next to the vehicle gate.

Pupils must be taken onto the school site and handed over to the appropriate
school staff in person. (They cannot be dropped at the gate or road.)

Only parents / carers or nominated adults may drop pupils at school. An older

family member between the age of 14 and 18 may drop, but this will be at the
discretion of the school (please contact us in advance). Children under the age
of 14 may not do this without special permission from the Headteacher, which

will depend on whether we know the child and the length of the journey.

Gate Z will open at 08:40 and families may enter the site. Parents are fully
responsible for their children between 08:40 and 08:45 and should not allow
them to use the apparatus as the playground is not supervised at this time.
Pupils should enter the building between 08:45 and 08:50.

The following doors are used:


https://galleywall.cola.org.uk/wp-content/uploads/2025/09/Community-Charter.pdf
https://galleywall.cola.org.uk/community/parents/term-dates/
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Year Class Entry - Exit -

Door Staircase |Door Time
Rec Ada | (cloakroom) | (cloakroom) 15:35
Rec King | (cloakroom) H (King door) 15:35
1 Isambard (D (Isambard door) D (Isambard door) |15:35
1 Eveline E (ground corridor) E (ground corridor) |15:35
2 Bernard F (steps) South F 15:35
2 Grace F (steps) South F (steps) 15:35
3 Fountain F (steps) South E (ground corridor) |15:45
3 Seaborne |F (steps) South F (steps) 15:45
4 Phoenix B (lift) North C 15:45
4 Willow B (lift) North B (lift) 15:45
5 Griffin C North MUGA 15:45
5 Falcon C North MUGA 15:45
6 Mulberry [F (steps) South MUGA 15:45
6 Globe C North MUGA 15:45

BUILDING AND SITE ENTRANCES
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C Collection from school
i Every child has a list of adults who are permitted to collect them from school.
The list of contacts on Bromcom will be used for this purpose.

ii This list needs to include a number of local contacts who could collect in an
emergency.

iii This list may be updated by parents at any time (on a temporary or permanent
basis) in writing — photo identification may be required.
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A parent may inform the office in writing that a different adult will collect on any
given day. An older family member between the age of 14 and 18 may collect,
but this will be at the discretion of the school. If the collector is under 14,
special permission will be needed from the Headteacher and will depend on
whether we know the collecting child and the length of the journey.

Parents must arrange for their children to be collected at the correct time at the
end of school; children who are collected late exhibit anxiety and it is
unreasonable to expect school staff to stay late to supervise.

The gates open at 15:35 and close at 15:50 (one hour earlier on Fridays). Parents
arriving later than this will need to collect from the school office.

If a child is not collected at the end of school, the duty staff may put him/her into
after school care, where the following charges will apply. Charges are applied at
15:55 Monday to Thursday and 14:55 on Friday.

e Monday —Thursday: £4 between 15:55 and 16:15

£11 after 16:15

e Friday: £4 before 16:00

£11 after 16:00

e Any day with after school care (ending at 17:55) will be charged at £1 per
minute after 18:00 in addition to after school care charge.

e Any day without after school care will be charged at £1 per minute starting at
15:55 on normal days, 14:55 on Friday and 12:55 on the last day of term.
Parents will be told well in advance the days when after school care is not
running.

Children who are not collected may be regarded as abandoned and may be dealt
with under Southwark’s protocols. Families who are regularly collected late may
be referred to social services. See the Attendance Policy and Procedures.

If a child needs to be sent home early for any reason (eg they become ill or
dysregulated), this needs to be actioned promptly by parents or their contacts.

Pupils in Year 6 may be allowed to walk home unaccompanied. Parents should
read the Independent Travel policy and complete the linked form to request
permission. In exceptional cases this may be extended to year 5.

Attendance

Regular attendance at a minimum of 97% is required for success at school.

Same-day absence (emergency or sick) should be advised to the school using the
MCAS app.

To request special permission for absence in advance, you should request
authorisation via MCAS or use this form.

Reasons for authorised absence may include: medical appointments, religious
observance (the school may take advice), interviews, attendance at agreed
education activities, extra-curricular activities (such as playing in a recognised
sports team or performing in a major show), music exams, attendance at
court/social services/immigration, other family events (like a funeral for a close
relative) or a serious short-term emergency. These are all at the discretion of the
Headteacher. Medical and other appointments should be made out of school
hours wherever possible.


https://galleywall.cola.org.uk/about-us/key-info/
https://galleywall.cola.org.uk/wp-content/uploads/2026/02/Independent-travel-and-mobile-phones-policy-1.pdf
https://docs.google.com/forms/d/e/1FAIpQLSeY-V3KuShJhpBz0joYiYnWZuePPG9FxbA85cPhq_FhTcQ8Wg/viewform?usp=sf_link
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The following will not be authorised: holidays in term time (reasons like price or
availability), attendance at events for other family members, inconvenience of
travel (eg if a parent is not available to make the school journey), attendance at
family parties or events.

The advance absence request form is to be completed BEFORE the period of
absence. We will write to you if we agree the absence and may not reply if the
absence is not agreed. (Until a positive reply is received you should not assume
that permission is granted.) PLEASE NOTE: If the Headteacher declines the
absence request, and the absence is taken anyway, this will be regarded as
unauthorised absence. If this happens, you may be referred to the school's
Education Welfare Officer upon your return. Unauthorised absence carries with
it a risk of a penalty notice (currently £80 per parent per child) or your child
losing their school place and it being offered to the next child on the waiting list.
On occasions a child may give us a reason for absence which differs from what
the parents have said — this will be investigated.

You should note that absence during term time is disruptive to your child's
education and to the efficient education of other children and the school as a
whole.

E What to bring

Pupils must bring to school:

o Their school bag

e A water bottle

e A waterproof coat

e Sun hat if necessary

e PE or swimming kit as indicated

e Younger children may need spare underwear and, if a child enjoys wet or
messy play, some other spare clothes are useful

All items should be clearly named.

Parents should apply sun cream before school if it is needed.

Please note, birthday cakes or sweets or party bags must not be brought into
school.

Toys including fiddle tools should not be brought into school, unless

e This is part of a class project, in which case parents will be informed in writing

e This is needed as part of a specific need, in which case this should be
discussed with the SENCO

If things are brought in and used repeatedly, they may be confiscated by staff
and returned to the parent at the end of the day. For multiple occurrences, they
may be withheld by senior staff until the end of the week and there may be an
appropriate sanction.

F Uniform

The school uniform is outlined here.

Uniform must be worn at all times in school and on journeys to and from school
unless there is an exception — which will be advised in writing.

PE kit is worn in PE lessons and at no other time.


https://galleywall.cola.org.uk/community/parents/uniform/
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PE and swimming

Parents will be informed which days their children have PE.

Parents must ensure that all pupils have their PE kit in school on the correct days
and it is advised that it is kept in school all week.

Parents will be informed when their children have swimming. This is off-site, a
short walk away, and pupils will need swimming costumes (not baggy shorts), a
towel and swim hat.

Parents will be called to bring the kit into school if it is missing.
PE including swimming are compulsory parts of the school curriculum.

The school provides lunch every day free of charge. Menus are published on the
website and in the newsletter. These meals are balanced and nutritious and
based on choices made by pupils and parents in surveys. Lunch is eaten in The
Galley with staff and pupils eating together.

Allergies must be alerted to the school at the start of the school year or when
they are known to parents.

Pupils may bring a packed lunch into school if they prefer — see the healthy
packed lunch policy. Should any lunch or snack items be brought into school that
do not align with our healthy packed lunch policy, we will ask your child not to
eat it and provide them with a slip to take home to notify you.

Milk and fruit are provided in Reception.

Parents should send in a heathy snack — see above.

Messages

At the end of each day, teachers will give messages to pupils. Should you need
to send such a message, you should e-mail parents@galleywall.cola.org.uk
before 14:00 marking the subject urgent message.

In an emergency, parents should phone the school office.

Parental consents

You will be asked for consent for:

e Local visits. Your child to attend local visits within the school day — you need
to grant this enduring consent once. We will not be able to contact parents in
advance of each trip so, if not granted, pupils will not attend such activities.
For longer or further trips, we will contact you separately.

e Sports fixtures. Permission to participate in sports fixtures which take place
locally, during the school day. If you do not sign this, your child may miss out
of the chance to play in matches.

e Permission to fast — if appropriate to your tradition. The school reserves the
right not to allow fasting, even if parent consent is granted, if we believe the
child’s wellbeing may suffer.

e Permission to walk to and from school unaccompanied. This will be in Year 6
only, and requires the school to agree as well.


https://galleywall.cola.org.uk/about-us/key-info/
https://galleywall.cola.org.uk/about-us/key-info/
mailto:parents@galleywall.co.uk
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¢ Intimate care. Permission for staff members to administer intimate care in
line with our intimate care policy. This will be in EYFS only except under
exceptional circumstances. NB the school may decline to offer intimate care if
it is felt to be inappropriate.

e Photographs. Pupils’ photographs or videos to be used:

o 10 or more. Publication or broadcast in the newsletter and other
publications in groups of 10 or more. The name will not be used
and this offers anonymity; the sheer number of faces in the public
domain makes this, in our opinion, a very safe option. Class or
group photographs fall within this category, so consent is needed to
be included in those pictures as the school does not control
distribution.

o Fewer than 10. Publications or broadcast in groups of fewer
than 10. Again the name will not be used, but this is very much a
parental choice.

o Displays. In school on displays or screens eg in classrooms,
corridors or assembly. This consent is assumed as it is integral to
normal operation of the school and within the privacy of the
community.

i The following consents are automatically granted by parents since school staff
are acting in loco parentis and have a duty of care:

e Emergency first aid — to be performed in school or on trips and activities by a
nominated first aider.

e Permission for senior staff to make emergency medical decisions — in the
event that we cannot contact parents or carers. Note: this is for absolute
emergencies and would only apply when we have tried and failed to contact
parents. Under such circumstances, school will grant permission for a medical
professional to take appropriate action.

iii We strongly advise and request that you grant the optional permissions to
prevent your child from missing out on opportunities to participate of be

celebrated.
iv Consents can be added in the MCAS app. To withdraw consent, please contact
the office.
K Medical

i Information about a child’s medical needs must be completed on the pupil
information form sent to you when you were offered the place.

i Asthma card forms need to be completed at the start of the academic year.
Parents were provided with these forms before summer break in July, please
ensure you bring the completed cards with the inhaler. The cards must be signed
by a medical professional.

iii On the first day of school, we ask that you bring into school any medication that
your child needs eg EpiPens, asthma pumps and spacers. There will be a member
of staff, by the table area in the playground, with a box labelled ‘Medical’ to
receive your child’s medication. Only prescribed medication can be administered
at school.
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iv After the first day, all medication should be brought into the school office by the
parent or carer. (Pupils are not permitted to bring their own medication into
school in their bags.)

v As far as possible medication should be administered at home outside school
times. Prescription medicine may be administered at school and the correct
form should completed. Under some circumstances the school can administer
non-prescription medicine — this should be discussed at the office.

vi If your child is returning to school after an accident or injury which will need to
be managed in school please ensure that you email
parents@galleywall.cola.org.uk to arrange a meeting with a staff member before
your child attends school.

L Accidents

i If your child has had a serious accident requiring attention from a doctor or at
hospital, we will inform you immediately. Should we be unable to contact you,
we will act in loco parentis to make necessary decisions.

i Should your child have a head bump, we will contact you as soon as we can,
certainly before the end of the day, speaking in person where possible. You will
need to keep an eye on your child once you collect them.

iii Should your child have a minor injury or accident, you will receive a first aid slip
at the end of the day. The same will apply if your child has a toileting accident.


https://forms.gle/hPC4wAr54RSQKceUA
mailto:parents@galleywall.cola.org.uk
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Section 3: Communication

A Introduction
i We believe that working with parents and carers is paramount to supporting
children to achieve their potential.

i Members of the school community must treat each other with respect while
communicating.

iii The correct channels should be used.

iv The Senior Leadership Team and their roles, and the classes and teachers can be
found here.

B  Our Communication to You

i We use Bromcom to communicate as well as e-mails.

ii Parents are asked to register with My Child At School and download the app.
https://www.mychildatschool.com/MCAS/MCSParentL ogin

iii This allows us to send direct notifications to you through the app, as well as you
being able to advise absence, set permissions and grant consents.

iv School reports and other important documents are sent through this app.

C Contact with us: Initial Tier — Class teacher

i Please contact your class teacher via their year-group email or a representative
from the year-team will usually be present at the start and end of the day for
brief messages.

i These issues should be raised with your child’s class teacher in the first instance:
e Learning and academic progress
e Home learning queries/homework
e Behaviour issues/concerns
e Wellbeing concerns
e Permissions for class trips
e Daily timetable
e Queries around trips and events
e Lost items of clothing

D Contact with us: Initial Tier — School office

i The school office is open for in-person visits or phone calls from 08:00 to 16:00
on days when the school is in session.

ii The following queries can be dealt with directly through the office by phone,
email or in person), at least in the first instance:


https://galleywall.cola.org.uk/about-us/our-staff/
https://www.mychildatschool.com/MCAS/MCSParentLogin
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e Reporting an absence (attendance@galleywall.cola.org.uk) but better to use
MCAS

e School events/general information

e After-school Club/Breakfast Club

e Parent Pay queries

e Changes to the details we hold, eg contact numbers

e Medication, but see notes above

e Dietary needs and lunches

e Requesting appointments with a member of staff

e Admissions, school appeals

e Reference requests

e Volunteering or work experience

iii These requests should be made using a form:
e Advance absence requests
e Permission to walk home unaccompanied

E Contact with us: Intermediate Tier

i More serious issues may need to be sent to:
e Assistant Headteacher for the phase for welfare or disciplinary issues,
transitions or concerns about teaching and learning
e SENCO for anything related to special educational needs or inclusion
e PASTORAL for on-going or bespoke pastoral support for individual children
and families, medical concerns, welfare or Early Help assessment

F  Contact with us: Higher Tiers

i When an issue is very serious or urgent or if there has not been a suitable

resolution in the lower tiers, the issue can be raised with:

e The Assistant Headteacher (Phase)
Behaviour, playground, safety or medical concerns

o The Deputy Headteacher
Escalated teaching and learning concerns, escalated behaviour concerns,
assessment information, curriculum approaches and provision

e The Business Manager
Escalated office enquiries around finance/payment, health and safety,
accidents or injuries or pupils returning after such

i Further escalation can be to the Headteacher on any matter.

iii Escalation beyond the Headteacher will need to be done using the COLAT
Complaints Procedure. Qualifying complaints may go to the Local Governing
Body via a complaints form. Note that the Governors will not consider a
complaint unless the school has been given the chance to resolve the matter.

10


mailto:attendance@galleywall.cola.org.uk
https://docs.google.com/forms/d/1ayV49GN_QHzcUM-ysTVv2uJum8V1IUXMr9Sv0cgHJck/viewform?edit_requested=true
https://forms.gle/WyouojcD8SM9Xgfd7
https://galleywall.cola.org.uk/about-us/key-info/
https://galleywall.cola.org.uk/about-us/key-info/
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G Contact details:

e OFFICE: parents@galleywall.cola.org.uk
e YEAR TEAMS:

reception@galleywall.cola.org.uk
yearl@galleywall.cola.org.uk
year2 @galleywall.cola.org.uk
year3@galleywall.cola.org.uk
year4@galleywall.cola.org.uk
year5@galleywall.cola.org.uk
yearb6@galleywall.cola.org.uk

e ATTENDANCE: attendance@galleywall.cola.org.uk
e SEND: SENCO@galleywall.cola.org.uk

e PASTORAL pastoral@galleywall.cola.org.uk

e SAFEGUARDING: safeguarding@galleywall.cola.org.uk
e ADMISSIONS: admissions@galleywall.cola.org.uk
e Phone: 020 7252 3494

i You should put the title of your request in the subject line. If you e-mail is for the
attention of a staff member, that should be in the subject line. If your e-mail is
for the class teacher or phase lead, that can be in the subject line if you do not
know their name.

iii Staff will respond to you in term time within 48 hours.
iv_ Alist of teaching and senior staff may be found here.

11


mailto:parents@galleywall.co.uk
mailto:reception@galleywall.co.uk
mailto:year1@galleywall.co.uk
mailto:year2@galleywall.co.uk
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mailto:year4@galleywall.co.uk
mailto:year5@galleywall.co.uk
mailto:year6@galleywall.co.uk
mailto:attendance@galleywall.co.uk
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mailto:pastoral@galleywall.co.uk
mailto:safeguarding@galleywall.co.uk
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Section 4: Teaching and Learning

A  Curriculum

i The school teaches the national curriculum
https://www.gov.uk/government/publications/national-curriculum-in-england-
primary-curriculum

i The Galleywall Curriculum is an enhancement of the national curriculum and
contains golden threads which weave their way through the curriculum in all
years to create a scheme which is uniquely ours. These are:

e to promote our local area and its rich, diverse heritage. Classrooms in KS1 are
named after key influential figures and classrooms in KS2 are named after
local wharves. Woven throughout our curriculum are opportunities for
children to explore the local area and learn about key events and influential
figures.

e to advocate for sustainability and teach our children how to look after the
world that they live in. This is revisited and explored throughout their time at
school.

e to promote equality for all as they move through the world as adults.

e to thread oracy skills across all areas of our curriculum recognising how they
contribute to the upholding of our school values as well as how they are a key
driver in social mobility; We recognise the compelling body of evidence
highlighting the connection between oral development, cognitive
development and educational attainment. We ensure that performance
opportunities are maximised to promote confidence and self-esteem.

iii The Galleywall Curriculum can be found here
https://galleywall.cola.org.uk/what-we-offer/curriculum/curriculum/

iv The curriculum is shared with Galleywall families in advance, and with pupils who
are assisted to engage with the broad ideas in order to understand how it fits
together as a whole.

v We teach the following subjects:
e CORE
Reading (phonics in Reception and Year 1)
Literacy (writing)
Spelling, punctuation and grammar
Maths (including arithmetic)
e FOUNDATION
History
Geography
Computing
Religious Education
Personal Social Health Education (including Relationships and Sex
education, part of which you can opt out of)
This year, French is delivered in drop-downs and assemblies, for KS2
e CREATIVE
Art, Design and Technology

12
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Music (taught by a specialist)
Physical Education (taught by a specialist)
This is a carousel of sports including swimming off-site in some years
vi Each class has a timetable, which will vary across the year. Generally core
subjects are taught in the morning with the others in the afternoon. If a class
teacher has allocated planning time, their class will be covered by a different
staff member, but this will not be for core subjects.

B Teaching

i Galleywall has developed a teaching methodology called the Galleywall Way.

i Behaviour and culture

e Teaching is rooted in Galleywall’s values: enlightened, aspirational,
entrepreneurial, individual and compassionate.

e Clear behaviour expectations create calm, purposeful classrooms where
learning can thrive.

e A restorative approach helps children learn from mistakes and build positive
relationships.

e Children are encouraged to enjoy learning, ask questions and see mistakes as
part of the learning process.

iii Sequencing, Planning and Assessment for Learning

e Teachers carefully plan collaboratively to create lessons that build step-by-
step over time

e Planning ensures knowledge and skills connect across subjects and year
groups.

e Children understand what they are learning, why it matters and how it links to
previous learning.

e Lessons have clear objectives and success criteria so pupils know what success
looks like.

e Learning is broken into manageable steps and taught at an appropriate pace.

e Teachers give timely, meaningful feedback during lessons so pupils can
improve straight away.

e Children are supported to reflect on feedback and use it to move their
learning forward.

e Assessment is used to adapt teaching, provide challenge and ensure learning
is pitched correctly for all pupils.

e Our approach to teaching and learning is outlined here.

iv Powerful learning
e Lessons encourage resilience, curiosity and a growth mindset.
e All pupils are challenged appropriately while ensuring learning is accessible.
e Teachers carefully manage cognitive load so children are not overwhelmed.

v Oracy
e Classrooms are talk-rich, with planned opportunities for discussion,
guestioning and presentation.
e Vocabulary is taught explicitly across all subjects.
e Teachers model high-quality spoken English and support communication using
strategies such as learning partners and sentence stems

13
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e We support oracy and communication through Galleywall actions and
Makaton

vi Adaptive teaching
e Teaching is adapted to meet the needs of all learners, starting from each
child’s individual strengths and needs.
e Support, scaffolds and strategies are adjusted to promote independence.
e Children with additional needs are supported through visual aids, routines,
speech and language strategies and strong adult support.

vii  Habits for learning
e The habits for learning underpin the high quality, effective teaching in our
classrooms. Our habits for learning are an integral example of the simple,
certain and sustainable approaches we employ that we know will help deliver
an exceptional education for all.

C Enrichment

i Living in the most exciting capital city in the world, our curriculum is uniquely
designed to make the most of all the learning opportunities that London has to
offer. We make frequent visits to museums, galleries, cultural events and visit
our own nature reserve. Sitting at the heart of one of the great cultural capitals
of the world, we believe it to be their heritage and their entitlement.

ii We have developed a cultural passport which outlines the activities beyond the
classroom for each class.

D Homework
i Homework forms an important part of learning as it lengthens curriculum time
and also allows pupils to work independently from teachers.
i Our approach is outlined here.

iii Homework differs in Year 5 and 6 in order to prepare for SATs examinations. This
may include weekly (Yr 5) or daily (Yr 6) maths and reading/ SPAG activities.

iv Parents are asked to support by encouraging the completion of homework, but
not by doing it themselves!

14
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Section 5: Behaviour

A  Broad expectations

At Galleywall, we have high expectations of all children's behaviour. We use our
values to pro-actively teach our pupils about the kind of behaviours we want
them to develop. We believe that appropriate behaviours can be taught. Our
approach is described in our Behaviour for Learning Policy.

Our values are:

Resilient

We learn from mistakes,
embrace challenge and keep
going when things get
difficult.

Aspirational

We believe in
ourselves, aim high and
strive to achieve our

very best.

Responsible

We take responsibility for our
actions and make a positive
difference to our community

and wider world.

We expect pupils to conduct themselves appropriately in order to demonstrate

these values in school. This can include but is not limited to:

e Showing respect to all school staff, fellow pupils and visitors

e Showing respect and consideration of others and their property

e Showing respect for the school building and facilities

e Asking for help when unsure

e Demonstrating good manners and polite habits

e Telling the truth

e Demonstrating good listening skills

e Wearing school-uniform

e Lining up calmly and quietly

e Behaving well in a range of school settings eg assembly, breaks and
lunchtimes

e Behaving well when travelling to and from school

e Maintaining behaviour expectations when off the school premises

Curious

We ask questions, think
deeply and love
learning.

Pt AN

B Rewards

Celebrating the achievements of our pupils is a core part of everyday life at
Galleywall. Children are recognised for their own personal achievements, and for
demonstrating the Galleywall values, in a number of ways.

Children are awarded house points on their own personal chart in their class.
They may be awarded a gold star if they are outside of the classroom which
translates to a house point when they return.
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iii For every 80 house points they earn, children are awarded merit badges
(bronze=80 points, silver=180 points, gold=240 points). Parents will also be
notified when pupils achieve house points.

iv One pupil from each class is awarded “Star of the Week”. The winner will be one
who has demonstrated the school values, made a particular contribution or
achieved a specific goal during the week. These are awarded during a
celebration assembly, the child’s picture is sometimes included in the newsletter
and the reason is sent home on a postcard

v Some children in our school work towards Termly Targets. These children get
rewarded for showing progress towards these targets with a small prize and an
announcement in the newsletter where appropriate.

vi We also celebrate the children’s work through write ups in the newsletter to
showcase the fantastic work happening in our school community each week.

vii  Mr Blain invites children with outstanding pieces of work to his office twice a
week to celebrate their achievements and have their work recognised.

C Sanctions

i Where behaviour falls below the expected standard, we followed a tiered
approach (see diagram).

|

Our behaviour
policy 9.

B/ L

=

Extremely serious - TIER C

8 -®
K | Serious and deliberate- TIER B

cherce

—_—

Step 3: Consequence- TIER A D:‘

choce

Step 2: Warning A\ a
| L

9% Step 1: Reminder

—_—

i Initially, children receive a reminder of the required behaviour eg ‘We put our
hand up to speak.’ If this behaviour is repeated, the child will receive a warning.
After a third occurrence, this becomes a Tier A incident which will receive a
consequence. This consequence is specific to the behaviour and child (taking into
account their age, SEND etc.) but normally involves the loss of a small amount of
playtime.

iii If the behaviour continues, this becomes a Tier B incident. This is dealt with by
the child’s Phase Lead and normally results in a greater consequence eg the loss
of a whole playtime.
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iv In rare cases, behaviour continues to Tier C. In these cases, a senior member of
staff will speak to the child and these incidents could result in more serious
consequences such as the loss of multiple playtimes, time out of class or
exclusions.

v Some behaviours, for example, intentionally hurting someone, discriminatory
language or serious challenge to an adult are automatically dealt with at higher
tiers. This is due to the seriousness of these incidents.

Vi Details of how different behaviours are dealt with and classified can be found in
our behaviour policy.

vii  All rewards and sanctions are recorded on a child’s file. This allows us to track
the progress of our pupils and put in appropriate next steps where required.

viii  On very rare occasions we need to positively handle a child. This is always done
by specially trained staff, in accordance with an agreed policy and parents are
always informed.

D Bullying

i Where bullying occurs, it is dealt with extremely seriously; it falls into Tier C of
our behaviour policy.

i Bullying may be physical or verbal/emotional.

iii Examples of bullying: Repeated violence against someone, persistent name
calling, persistently putting somebody (or their achievements or their family)
down, a one-off incident of the above when the alleged bully is much older.

iv Actions which are not considered bullying: Arguments between peers, an
argument or fight between equals where neither side is more to blame, one-off
disparaging comments. (This may be dealt with under the behaviour policy even
if not considered bullying.)

v How this is dealt with:

e Pupils are encouraged to report bullying, where they are the victim or not. It
would usually be reported to their class teacher. This may be escalated to
the phase lead or the Head/Deputy depending on seriousness. The aim is
that:

e Victims feel supported
e Sanctions are proportionate and fair
e The incident will be resolved in a way which prevents recurrence

e The victim will be given the chance to explain what has happened, in a
private and supportive environment

e Witnesses may be asked to contribute. In extreme cases, and if relating to
specific incidents, CCTV may be used

e The alleged perpetrator(s) will be asked to give a statement

e The parents of both victim and perpetrator will be involved after the initial
facts are established, they may be asked for further details and they will be
informed of the resolution. We welcome parents’ involvement but ask them
to understand that the responsibility lies with the school and so they may,
occasionally, disagree with the outcome. Communication will usually be by
the Phase Lead —the Head and Deputy may not be involved other than for
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the most serious cases. Parents will not be told the nature of another child’s
sanction.

vi Where bullying is suspected, staff may undertake rigorous monitoring or
previous incidents between involved parties to provide background knowledge.
This monitoring may continue for a period of time after the initial report to
gather more information.

E Parent conduct

i Parents and Carers are regarded as vital partners in the education process and
expected to play their part.

i This includes:

e Care: Pupils need a safe and calm place at home to do any homework and to
rest thoroughly. They need to have a full night’s sleep and suitable food in the
evening and morning. They should be brought to school in good time, unless
they areill. This will ensure that each child is at their best for learning and
completing the day’s activities. See the Information for Parents document for
more information about attendance, arrival and collection.

e Ambition: Galleywall is highly ambitious for its pupils and parents are asked
to support this. Parents and carers should encourage children to engage with
their work at home and at school, to celebrate success and push for higher
achievement where possible.

e Communication: Parents and carers must communicate with the school any
issue involving their child’s welfare or well-being so that staff can take
appropriate steps. The methods of contact are in the communication
protocol.

It is important that parents and carers read the information sent by the school
including the weekly newsletter as this is the school’s main method of
informing families of future events and issues.

Parents and carers need to respond to requests and permission requests
within the time-scale given. While a reminder may be sent, the school does
not have the capacity to chase up all responses so pupils may miss out if
parents do not reply.

e Respect: When engaging with school staff, parents and carers must be calm
and courteous, even if they do not agree. They are permitted to escalate an
issue through the complaints process to the Headteacher or Governors in
writing but are not permitted to use aggressive words or actions, including
angry body language, towards staff, pupils or other parents. The Headteacher
is able to ban parents from the site if this is infringed.

e Supporting pupils: Parents need to support the school in the enforcement of
good behaviour. If a child receives a sanction owing to behaviour which has
been investigated by the school, it is unhelpful to challenge these findings or
the sanction. Better is to engage with school staff in order to prevent the
behaviour from occurring again.

Pupils must be encouraged to respect and obey the school rules,
understanding that these are all based on common sense and to maintain a
safe and orderly atmosphere in school. Our rules and procedures are
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designed to promote mutual respect among all members of the school
community.

e Supporting the school: Parents and carers are asked to show pride in the
school and to promote it when there is the opportunity.

e Confidentiality: Parents are asked to remain confidential and use school
processes to resolve difficult issues. It is not appropriate to involve other
parents in their private business. The Parent Governors and committees of
parents are not able to resolve private issues.

e Privacy: Visitors to the school site are asked to respect the privacy of the
school. They should only take photos and videos with permission of staff and
should never publish without specific written consent from the Leadership
Team.
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Section 6: Wrap-around Care

Purpose and Eligibility

i Galleywall Primary School's Wrap-around Care provides supervised childcare
before and after the school day through our Breakfast Club and After School
Club.

i The provision is based in the school hall, with access to the playground for
outdoor play when appropriate. A range of activities is available for children to
enjoy.

iii Breakfast Club provides a healthy breakfast and After School Club provides a
substantial snack or light meal. This may include sandwiches or hot food,
depending on the day's menu.

iv Wrap-around Care is open to all pupils from Reception to Year 6, subject to
availability and suitability. Children who are new to Reception must be settled
into school before attending. Attendance will be agreed by the school in
consultation with parents and carers.

v For pupils requiring 1:1 support during the school day, suitability for Breakfast
Club and/or After School Club will be assessed on an individual basis. This will
take into consideration the child's needs, the support available within the
provision and whether appropriate arrangements can be put in place to ensure
the child can access Wrap-around Care safely.

vi All children attending Wrap-around Care are expected to follow the school's
behaviour expectations. The school reserves the right to refuse or withdraw a
place where attendance, payment, behaviour or safeguarding requirements are
not met.

Dates and Opening Times

i Breakfast Club operates from 07:30 until the start of the school day.

i After School Club operates from the end of the school day until 17:55.

iii Wrap-around Care is available during term time only.

iv Breakfast Club runs from the first day of each full term until the last day of term.

v After School Club runs from the first day of each full term, but does not operate
on the last day of half term or the last day of term.

vi There may be occasions during the school year when After School Club does not
operate owing to planned school events. Parents and carers will be informed of
these dates in advance.

vii  This policy applies only to Galleywall Primary School's Wrap-around Care
provision and does not cover any separately-operated holiday clubs.

Drop-off and Collection Arrangements

i Breakfast Club drop-off is available at 07:30, 07:50 and 08:10. Parents and carers
arriving between these times will need to wait at the front of the main school
entrance (A) until the next drop-off time.
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ii After School Club collection times are 16:00, 16:30, 17:00, 17:30 and 17:55.
Parents and carers arriving between these times will need to wait until the next
collection time.

iii All drop-offs and collections must take place via the main school office (entrance
A).

iv Children must be collected by an authorised adult named on the pupil’s
Bromcom record as a contact.

v Parents and carers should inform the school in advance if someone different will
be collecting their child.

D Fees and Payment

i The current charges for Wrap-around Care are:
e Breakfast Club: £6.50 per session (£32.50 per week per child)
e After School Club: £11.00 per session (£55.00 per week per child)

i Discounts are available for families booking full-time places for the full term.
Further information will be shared upon allocation of places.

iii Payments must be made via ParentPay. Childcare vouchers and Tax-Free
Childcare payments are also accepted.

iv Wrap-around Care fees must be paid in full, two school weeks before the start of
each half term, by the published payment deadline. Parents and carers are
responsible for ensuring that payments are made on time.

v Parents and carers are responsible for ensuring their account remains up to date.
vi Children will not be able to attend Wrap-around Care if payments are overdue.

vii  Where there is an outstanding balance, future bookings may be cancelled or a
child's place may be withdrawn until the balance has been cleared.

viii  Any outstanding balances from previous bookings or school years must be
cleared before a new place can be offered.

iX Fees are reviewed periodically and parents and carers will be notified of any
changes in advance.

E Booking and Cancellation

i All Wrap-around Care places must be booked in advance and are subject to
availability.

i Towards the end of each academic year, a booking form will be sent to all
parents and carers to allow families to express their interest in Wrap-around
Care for the following academic year. Parents and carers should indicate which
provision they require (Breakfast Club and/or After School Club) and the days on
which care is needed.

iii Once all responses have been received, the school will review requests and
confirm whether a place can be offered, subject to availability. Parents and
carers will then be notified of the sessions allocated to their child and will receive
details of the associated fees and payment arrangements.

iv Unless otherwise agreed, allocated places will be assumed to be required for the
full academic year. Parents and carers must notify the school if they no longer
require their place or if their childcare requirements change.
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v Requests to increase, reduce or change booked sessions must be submitted by
completing a new booking form and are subject to availability. Changes cannot
be guaranteed until confirmed by the school.

vi Parents and carers wishing to cancel a regular Wrap-around Care place must
provide at least two weeks’ written notice. Fees will remain payable during the
notice period.

vii  Additional ad hoc sessions may be requested via ParentPay, subject to
availability. Ad hoc bookings are limited to:

e 10 Breakfast Club places per day
e 5 After School Club places per day

vii  Payment must be made in advance before attending any ad hoc session.
iX Cancellations must be made in advance.

X Fees cannot usually be refunded for non-attendance due to illness, holidays or
other absences unless agreed by the school.

Xi The school reserves the right to cancel or amend bookings where payment has
not been received or where places are no longer available.

F  Absence Reporting

i Parents and carers must notify the school if their child will not be attending a
booked After School Club session.

ii If a child is absent from school, they will not attend their booked After School
Club session for that day. Fees will still apply as the place has been reserved.

iii If a child is booked into After School Club but will be going home at the end of
the normal school day instead, parents and carers must notify the school/After
School Club team in advance by emailing parents@galleywall.cola.org.uk. This
allows registers to be updated and ensures staff are aware of which children are
expected to attend.

iv Parents and carers should ensure that any changes to usual arrangements are
communicated directly to the school.

G Late Collection

i Parents and carers must collect their child by 17:55.

i If a child is collected after 18:00, a late collection charge of £1 per minute may
apply.

iii If parents or carers are delayed, they should contact the After School Club team
as soon as possible using 07739 608606. This does not mean a late collection fee
will not be charged.

iv Repeated late collections may result in further action being taken, including a
review of the child's place at Wrap-around Care and possible withdrawal of the
place. Late collection charges must be paid promptly and outstanding charges
may affect future bookings.

v In line with the school’s normal collection routines, failure to collect a child is a
serious matter. In addition to fees, the school may regard a non-collection as
child abandonment and may be dealt with under Southwark’s procedures. This
may involve the child being delivered to Social Services or the Police.
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vi Late collections are recorded on CPOMS (the safeguarding database).

vii ~ Parents should note that
e Staff are not employed beyond the stated hours and it is unreasonable to
expect them to stay longer.
e The building is closed after the end of extended school and children cannot be
accommodated.
e Collection is entirely the responsibility of the parent/carer.

H Emergency Contacts

i Parents and carers must confirm emergency contact details (if different to what
is held on Bromcom) when completing the Wrap-around Care booking form.

ii This should include emergency contacts who can be contacted and attend school
promptly if required.

iii It is the responsibility of parents and carers to ensure that all contact details
remain accurate and up to date. Any changes to contact details or emergency
contacts must be shared with both the school office and Wrap-around Care (ASC)
immediately if they change.

| Medical Needs

i Wrap-around Care uses the medical information held within the school's records.
Parents and carers are responsible for ensuring that medical information is
accurate and kept up to date.

i Parents and carers must inform the school as soon as possible of any changes to
a child's medical needs, including allergies, dietary requirements, medical
conditions or other relevant information. Where changes may affect a child's
care during Breakfast Club or After School Club, parents and carers should also
ensure the Wrap-around Care team is made aware.

iii Any required medication must be provided and managed in line with the school's
medication procedures.

J Behaviour Expectations

i The school's behaviour expectations apply at all times during Breakfast Club and
After School Club.

i Children are expected to behave respectfully towards staff, other children,
visitors and school property.

iii Parents, carers and all adults are also expected to behave respectfully towards
staff and other members of the school community.

iv Pupils accessing this provision must be able to cope in an environment which is
less formal than normal school, with lighter staffing and no individual support.
The school’s leadership will make a decision on suitability in individual cases.

v Where a child displays serious or repeated inappropriate behaviour, the school
may review their place within Wrap-around Care. This may result in a temporary
suspension or permanent withdrawal of the place.

vi The school will work with parents and carers to address any concerns before
taking action, where appropriate.
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- vii It should be noted that there is not a quota of senior staff on duty during Wrap-
around Care and, therefore, the capacity to control behaviour is limited. While
we try to include all pupils in the provision, if the behaviour of a pupil is beyond
what the staffing resource can safely control with reasonable adjustments, that

child may have to stop attending.

K  Safeguarding and Supervision

i Children attending Wrap-around Care are supervised by appropriately trained
members of staff at all times.

i Wrap-around Care operates in accordance with the school's safeguarding, child
protection and health and safety policies.

iii Any safeguarding concerns arising during Breakfast Club or After School Club will
be managed in line with the school's safeguarding procedures.

L Food and Refreshments

i Breakfast Club provides a healthy breakfast and drinking water for all children
attending.

ii After School Club provides a substantial snack or light meal, which may include
sandwiches or hot food, together with drinking water.

iii Wrap-around Care staff will use the dietary and allergy information held within
the school's records. Parents and carers are responsible for ensuring this
information is accurate and up to date and must notify the school and Wrap-
around Care team of any changes.

M Contact Details

i For queries relating to Wrap-around Care, including bookings, payments and
changes to arrangements, please contact:
e Email: parents@galleywall.co.uk.
e School Office Telephone: 020 7252 3494
e Wrap-around Care Telephone: 07739 608606

i The Wrap-around Care telephone should be used for urgent matters during
Breakfast Club and After School Club operating hours, including late collections
or changes to collection arrangements.

iii General enquiries, including bookings and payments, should be directed to the
school office or email above. For urgent matters during operating hours, please
use the Wrap-around Care telephone.
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Section 7: Activity Clubs

A  Purpose and Overview

At Galleywall Primary School, we offer a wide variety of activity clubs across the
school year for pupils in all year groups. These clubs provide opportunities for
children to take part in enriching activities, develop new skills and enjoy
experiences beyond the normal school day.

Activity Clubs are available to all pupils, and the school will always aim to support
children to access these opportunities wherever possible. Children attending
Activity Clubs need to be able to access the provision safely and positively within
the staffing arrangements available. For pupils requiring 1:1 support during the
school day, suitability for Activity Clubs will be discussed on an individual basis.
This will take into consideration the child’s needs, the nature of the activity, the
staffing available and whether appropriate arrangements can be put in place to
enable the child to participate safely and successfully.

All children attending Activity Clubs are expected to follow the school’s
behaviour expectations. The school reserves the right to refuse or withdraw a
place where attendance, payment, behaviour, late collection or safeguarding
requirements are not met.

Clubs are run by school staff and, on some occasions, specialist external
providers. Some specialist clubs may have different costs depending on the
provider and activity offered.

Activity clubs are separate from Wrap-around Care. Children attending activity
clubs are expected to be collected at the stated collection time unless they are
attending After School Club, where they will be transferred to After School Club
provision.

B Club Dates and Availability

Activity Clubs run during term time only.

Clubs do not operate during:

o The first week of each full term

e The last week before each half term

e The last week of each full term

e There are occasional additional days when clubs do not run owing to staff
activities. These will be notified in advance.

e Where a club session falls on a bank holiday, the number of payable sessions
will be adjusted accordingly.

Clubs will only run where there are enough bookings for the activity to go ahead.
Parents and carers will receive confirmation once bookings have been reviewed
and clubs are confirmed.

C Booking and Allocation of Places

Activity club bookings are made towards the end of each full term for the
following term.
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i Parents and carers must book and pay through ParentPay.
iii Places are allocated on a first come, first served basis.

iv Once a club reaches capacity:
e It will no longer appear as available on ParentPay
e Additional bookings cannot be accepted
e Aplaceis only secured once full payment has been received.

v Parents and carers will receive confirmation by email or letter once their child
has been allocated a place.

vi Please ensure that children are only booked onto one activity club per day.

D Fees and Payment
i Most activity clubs are charged at:
e £5.00 per session
ii Payment must be made in full in advance through ParentPay for the whole term.
iii A place cannot be confirmed until payment has been received.

iv Some specialist clubs delivered by external providers may have different charges.
Any additional costs will be clearly communicated before booking.

E Club Timings and Collection Arrangements
i Activity Clubs run from:
e 15:50-16:35
i Children must be collected from the playground gate on Hyson Road.

iii If a parent/carer arrives after 16:40, the child will be taken to the main office to
wait for collection.

iv Collections after 16:45 will be recorded as a late collection.

v Repeated late collection may result in a child's place being reviewed and, where
appropriate, withdrawn from the activity club, as staff are not able to provide
supervision beyond the advertised collection time.

vi Children will only be released to a parent/carer or another adult authorised by
the parent/carer. Any changes to collection arrangements should be
communicated to the school before the end of the school day where possible.

vii  Children attending After School Club after their activity club will be taken to After
School Club at the end of the session and will follow the normal After School Club
collection arrangements.

F Attendance and Absence

i Places in activity clubs are reserved once booked and paid for.

i If a child is unable to attend a session, parents and carers should inform the
school where possible.

iii Fees are not usually refundable for missed sessions due to illness, holidays or
other absences, as places and staffing arrangements have already been
allocated.

G Behaviour Expectations
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i The school Behaviour Policy applies during all activity clubs, including
registration, the activity session and dismissal.

i Children are expected to:
e Follow staff instructions
e Show respect towards staff, other pupils and equipment
e Behave safely and appropriately

iii Where a child's behaviour is assessed as meeting the threshold for a Tier B
consequence (or above) under the school's Behaviour Policy, the school reserves
the right to withdraw the child's place in the activity club for the remainder of
the term.

iv In these circumstances:

e Refunds will not be issued.
e Any future activity club bookings may be subject to review before a place is
offered.

v Activity clubs operate with limited staffing and are not able to provide individual
behaviour support. The school reserves the right to withdraw a place where a
child’s behaviour cannot be safely managed within the provision.

H  Withdrawal of an Activity Club Place

i The school may withdraw an Activity Club place where:

e a child’s behaviour meets the threshold for a Tier B consequence (or above)
under the school Behaviour Policy;

e repeated late collection occurs;

e payment requirements have not been met;

e attendance is consistently poor without explanation; or

e the school is unable to safely meet a child’s needs within the staffing
arrangements available.

ii Parents/carers will be informed where a place is withdrawn. Refunds will not
normally be issued where a place has been withdrawn due to behaviour,
attendance or late collection.

| Safeguarding, Supervision and Medical Information
i Children attending Activity Clubs are supervised by appropriate members of staff
or approved external providers.

i Activity Clubs operate in line with the school’s safeguarding, health and safety
and behaviour procedures.

iii Activity Clubs use the medical and contact information held within the school's
records. Parents and carers are responsible for ensuring this information is
accurate and kept up to date. Any changes to emergency contacts, medical
needs, allergies or other relevant information must be shared with the school as
soon as possible.

iv Activity Clubs do not provide food or snacks. Children should bring their own
water bottle, which they may access during the session.

J External Providers

i Some Activity Clubs may be delivered by external specialist providers.
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i All external providers working with children at Galleywall Primary School are
required to complete the school’s safeguarding checks, including appropriate
DBS checks, before delivering clubs.

iii External providers are expected to follow the school’s safeguarding, behaviour
and health and safety expectations while working with pupils.

iv Where Activity Clubs are delivered by external providers, the school will share
relevant information required to support the safe running of the club. This may
include medical needs, allergies, SEND information, emergency contacts and any
other relevant information needed to ensure children can participate safely.
Information will only be shared where necessary and in line with the school's
data protection responsibilities.

K  Full Clubs and Availability

i Activity Clubs have a maximum number of places available to ensure activities
can be delivered safely and effectively.

i Once a club reaches capacity, it will no longer be available to book through
ParentPay.

iii If a club is full and parents and carers would like support with identifying
alternative clubs that may still have spaces available, please contact:
e Email: parents@galleywall.co.uk

iv Please note that Activity Clubs do not operate a waiting list due to limited places
and the requirement for payment in full for the term.

L  Club Cancellations and Changes

i The school reserves the right to cancel an Activity Club where there are
insufficient bookings for the activity to go ahead.

i Where a club is cancelled by the school, parents and carers will receive a full
refund.

iii On occasions where a club leader is unavailable, the school will make every
effort to provide suitable cover, including using available school staff where
possible.

iv Where cover cannot be arranged (for example, due to an external provider being
unavailable), parents and carers will be offered the choice of:

e Their child attending After School Club until their normal collection time, or
e Receiving a full refund for that session.

M Equipment and Clothing Requirements
i For sports-based Activity Clubs, children should come prepared with suitable
clothing and footwear.
i Where required, children should bring their PE kit so they can change before the
activity begins.

iii Any specific equipment or clothing requirements will be shared with parents and
carers before the club starts.

iv Children are responsible for any personal belongings they bring to Activity Clubs.
The school cannot accept responsibility for lost or damaged items.

28



o

GALLEYWALL FRIMAI
CITY.« LONDON ACADLH

N

Galleywall Information for Parents/Carers

Football Squad and Training

Vi

Football squad training is separate from activity clubs and there is no charge for
pupils attending football squad sessions.

All pupils interested in joining the football squad must apply for a place each
term. A previous place does not automatically continue into the following term,
although established team members may be given priority.

Applying for Football Squad

e Parents and carers should complete the Google Form to express their child’s
interest.

e Completing the form does not guarantee a place.

e Places will be selected by the school and confirmation will be sent to parents
and carers.

Football Training Dates and Expectations

e Football training will take place during the same weeks as Activity Clubs, with
the addition of:

e The first week of each term

e The week before half term

Regular attendance at training sessions is expected.

Selection for football tournaments will depend on regular attendance and
commitment to training sessions.

Contact Details

For questions about activity clubs, bookings or payments, please contact:

e Email: parents@galleywall.co.uk

e School Office Telephone: 020 7252 3494

Any specific equipment or clothing requirements will be shared with parents and
carers before the club starts.

Children are responsible for any personal belongings they bring to Activity Clubs.
The school cannot accept responsibility for lost or damaged items.
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