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Information for New Parents
The Dever Valley Federation

Micheldever CE Primary School and Barton Stacey CE Primary School form the Dever
Valley Federation. We are two small, successful schools who work closely together to
deliver our core values of love, hope, trust and forgiveness.

School Office

The Federation Business Manager is Mrs Donna Stokes. The school’s Admin Officers are
Mrs Karen Dwyer & Ms Kate Haviland.

We ask that all enquiries and messages are directed through the school office. Our email
address is adminoffice@micheldever.hants.sch.uk

The office is open from 8.30am to 4.30pm

Every effort is made to have someone available in the school office during the above
hours. Outside of these hours an answering machine is available to leave short messages.

For security reasons, all visitors and parents visiting the school outside normal dropping off
times are required to sign in and collect a badge to wear from the school office on arrival.

Emergency Contact Number

Parents are asked to supply us with a telephone number where they can be contacted in
case of emergency and to nominate a neighbour, friend or relation who can be contacted if
the parents are not available.

Change of Address

The school must be notified of any change of address, email address and telephone
number for parents and any changes to emergency contact numbers or personnel. It is
essential that we keep our records up-to-date in case of an emergency. We also send alll
communications each week by email, we request that you keep the school up to date with
the latest email contact address.

Attendance at School

Good attendance is one of the most important factors in helping children settle happily into
school life and make strong progress. Every day at Micheldever is filled with valuable
learning, friendships, routines, and new experiences. Regular attendance helps children
build confidence, develop positive relationships, and feel secure as part of the school
community.
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We ask families to support us by ensuring children arrive on time and attend school every
day unless they are unwell or there are exceptional circumstances. The Department for
Education recognises that regular attendance is vital for children’s learning, wellbeing, and
development.

Further information regarding attendance and absence during term time can be found on
our school website.

Absence from School

So that we can ensure all our children are safe please follow the procedures below.

If your child is absent from school for any reason, you must contact the school office by
8:30am each day the child is absent, unless agreed with the school office. It is also
important for the school to know if a child is going to be late arriving.

If we do not receive any explanation for an absence it will be regarded as an unauthorised
absence. All authorised and unauthorised absences are reported on your child's report.

Absence Request

As per Government guidance children should not be absent from school unless they are ill
or in exceptional circumstances. If you wish to take your child out of school during term
time please complete the Absence Request form which can be found on the school
website.

Safeguarding

Safeguarding and promoting the welfare of children is everyone’s responsibility. As a
school, we are proud to have a robust and thorough safeguarding culture embedded. If
you ever have a concern about the safety or wellbeing of a child, please speak to a
member of staff. Our safeguarding team details can be found on the school website.

Classes
Our classes are named after trees. They are as follows:

Oak Class Year R and Year 1
Pine Class Year 1 and Year 2
Birch Class Year 3 and Year 4
Willow Class Year 5 and Year 6
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School Times
8.40am - 3.20pm
School doors will open at 8.40am and close at 8.55am

Our morning registration period runs from 8.40am — 9.05am. Any pupils arriving after
8.55am but before 9.05am will be recorded as ‘Late within the registration period’ on the
school register. Any pupils arriving after 9.05am, will be recorded as ‘Late outside of the
registration period’ and this will count as an Unauthorised Absence from school.

Lunchtimes: Foundation and Key Stage 1 12.00pm — 1.00pm

Key Stage 2: 12.00pm — 1.00pm

Parents/children are requested not to come on to the school site before 8.40 am in the
morning as there is no member of staff on duty before this time, or before 3.10pm in the
afternoon.

At the end of the day, parents are asked to wait near the school playground for Infant
children and by the front door for Junior children. Junior children are allowed to leave the
school site on their own at the end of the school day, if they have prior permission. The
Infant class teachers will supervise the children as they leave the building and meet their
parents. If you do not plan to meet your child yourself, please ensure that your child’'s
teacher and the staff in the school office know this. We are unable to release your child to
a relative/friend unless we have had prior notification. If you would like someone other than
yourselves to collect your child on a regular basis please send an email detailing this to the
school office. We always work hard to ensure safety for each child at the end of the day. If
you should be unavoidably detained and unable to collect your child at 3.20 pm, please
notify the school office.

Leaving the School Site

Children may only leave school during the day for pre-approved reasons and must be
collected by a parent. Medical appointments should be made outside of school hours; if
this is not possible then please discuss this with the school office.
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Car Parking

We encourage our families to walk to school where possible. The school has bike and
scooter racks for those children who wish to ride/scoot to school.

To ensure maximum safety for your children when they arrive and leave the school
premises, parents are asked to drop off and pick up their children as quickly as possible to
help to minimise the congestion outside the school. Please consider parking further afield
to avoid congestion. We'd also ask that you consider our residential neighbours when
dropping off and picking up. A number of children travel to and from the school by bus.
The double-yellow lines outside of the school must not be parked on at any time, to enable
the school bus to park.

Money in School

Money should only be brought to school for a specified purpose such as book sales etc. It
should be contained in a purse or sealed envelope marked with the child's name and kept
in their locker, drawer or bag. Expenses for lunches, trips, events etc can be paid for
online via ScoPay. Details of how to register for this will be sent out once your child has
started school.

School Uniform

All clothing and equipment must be name labelled clearly. PE kit should be brought into
school on a Monday and remain in school all week.

Full details of our School Uniform Code are available on our school website.

Our uniform suppliers are PMG Schoolwear. The company is very helpful and should
be able to answer most queries. The PTA also holds a selection of good-quality
second-hand uniform available to purchase.

The office will be very happy to help with enquiries relating to school uniform and for
those parents who do not have access to the internet at home.

Other Possessions

Children are generally not allowed to bring toys to school as they can so easily be
damaged or broken. Sometimes teachers will ask children if they wish to bring in specific
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items to use in a topic or project, but other items unconnected to school work are
discouraged.

School Meals

Meals are cooked in the school kitchen by Chartwells are and served in the school hall
from 12 noon each day. The meals are well prepared, with considerable effort put into
ensuring that they are nutritious, tasty and healthy. Children let their teachers know each
morning whether they would like a school meal or have brought a packed lunch. Currently
all Infant children have free meals through the Government Universal Free School Meals
scheme.

Please note we are a Nut & Dairy Free School and have children within school with
severe allergies.

Snacks

Children in Foundation Stage and Key Stage 1 are provided with a fruit snack during the
morning to help their learning and their healthy development. Children in Key Stage 2 are
encouraged to bring in fruit/healthy snack to be eaten at break time. Sugary snacks should
not be given as break-time snacks and must be Nut Free.

Free Meals/Pupil Premium Money

All KS1 pupils are entitled to free school meals as from September 2014. However, the
school is able to register for Pupil Premium Money to provide additional support for pupils
with their learning and other areas of school life. If you are in receipt of income tax
benefits, income support, Universal Credit or working tax credits, please inform the school,
the school is able to register that your family is in receipt of this income support and your
child may qualify for pupil premium money.

Milk

Milk is provided to the school by Cool Milk.

All children under the age of five are provided with milk free of charge, on a daily basis.
Other children are able to pre-order milk via the school milk scheme by registering with
Cool Milk — www.coolmilk.com
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Water

All children should bring a filled water sports bottle to school each day. Drinking water
regularly throughout the day helps children maintain concentration and supports wellbeing.
Please show your child how to open and close their bottle as they are encouraged to refill
their own bottle during the day. Please label the bottle with your child’s name. Bottles
should be filled with water only.

llIness in School

The school will contact you immediately if your child is unwell. In the case of an accident
whilst at school, one of our trained first aiders will assess the injuries and if required a
member of the office staff will contact the parent.

If you are not available we will contact the designated emergency contact number. All
accidents, other than minor incidents such as grazed knees, are recorded in the school
Accident Book.

It is important that if your child is unwell, you keep him/her at home. The spread of illness
and the health of others in school are vitally important matters.

If your child has a stomach upset, vomiting or diarrhoea they must be kept at home for 48
hours after the last bout of sickness or diarrhoea. This is important as it helps to
prevent the spread of germs across the school

Administering Medicines

The school is wiling to administer medicines to children only in the following
circumstances:

e where a child has a long term condition (e.g. asthma)

e where a child is receiving a medicine prescribed by a Doctor for a short-term
illness (e.g. antibiotics).

We are able to administer some medicines in school under certain circumstances. Our
policy ‘Supporting pupils with medical needs’ contain details of school procedures and
routines. If you wish the school to administer prescribed medicines the following
procedure must be followed:
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e the medicine must be taken to the School Office and parents must complete and
sign a medicine form called “Administration of Medicines”. This is available on
our school website — ‘Our School/Parent Information & Forms’

e medicines must be clearly labelled with child's name, dosage required, when it
should be administered, the name of the contents and expiry date. The medicine
must be in the original packaging displaying the dispensary label.

Every year an annual health questionnaire will be sent home for completion. Parents will
be contacted and asked to complete an Individual Health Plan for any child with more
complex health issues.

The school does hold a supply of paracetamol and bite & sting cream, which it can give to
children where necessary. A form is sent home for completion at the start of your child’s
time with us which gives parental consent for us to administer paracetamol for the duration
of the time that your child is at our school. This consent can be withdrawn at any time by
contacting the school office.

School Health Service

The School Nurse carries out a health check on all children when they enter the school. A
health questionnaire from the School Nursing team will be sent home with Year R children
during the Autumn Term. The first medical usually takes place in the term following their
fifth birthday.

Routine dental and sight tests are also given at various times during your child's primary
schooling. Parents are always notified in advance of these examinations.

Trips

Each class will go on school trips throughout the year to support learning within class. A
letter will be sent to parents before the trip is scheduled. Parents will be asked to make
voluntary contributions towards the costs of such events. Consent is required for school
trips which can be given via ScoPay.

Communication

The school uses a text messaging and email service to communicate with parents. This
ensures that all communications reach the parents and are not lost between school and
home. Paper copies of all letters are available at the school office. Please ensure the
school office is informed of any changes to collection arrangements before 2.30pm
wherever possible.

Newsletters are sent home every Friday and details future dates, important messages and
what is happening within school. The school website has information about the school and
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also has reports and photos on recent activities which have taken place. Our school social
media pages on Instagram and Facebook will also showcase recent events and activities.

Houses

When your child joins the school, they will be allocated to either the red, yellow, blue or
green team. The children can earn house points for their team throughout the school day
and will also compete for their house team on Sports Day.

Collective Worship & Worship Families

As a church school, we mark each day with a period of Worship together; this will either be
Collective or Celebration Worship as a whole school, or Class Worship. Collective Worship
recognises the collective nature and diverse beliefs and opinions of our children and staff.
It is offered in such a way that all those present, regardless of faith or worldview stance,
can feel comfortable and welcome to participate in the experience being offered. As a
school we believe in a shared set of values — the values of Love, Hope, Trust &
Forgiveness.

When gathering for Collective Worship, all children will sit with their assigned Worship
Family. Each family is made up of one child from Year R — Year 6, with the oldest Year 6
child acting as the head of the family; it is their role to support the younger children in their
family to engage with, and respond to, the Collective Worship themes being shared.

End-of-term Awards

At the end of each term, we take time to recognise the wonderful learning efforts and
progress of all our children. Our teachers also nominate children to be considered for an
end-of-term award in the areas of Writing; Buddy; Believe & Achieve; Extra Mile; Art and
Design; and School Values. During a special Celebration Worship held at the village
church, each nominated child receives a certificate, with one of them taking home the
award trophy for the term. Parents of nominated children are invited to attend this special
occasion.

Please do contact the school with any concerns or questions that you may have about
your child starting at our school. We endeavour to make the transition as smooth and
happy for everyone involved, both parents and pupils. You are always welcome to talk
with your child’s teacher or the Headteacher about school matters.
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