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Welcome to Hurst Park Primary School 
 

Inspiring a community of successful learners 
Respect…Resilience…Positivity 

 

 
Dear Parent, 
 

Hurst Park School is a co-educational Surrey Community Primary School, which 
caters for children between the ages of 5 and 11.  We also have a Nursery unit, which 
caters for children between 3 and 5.  We hope the following information will be of help 
to you, but, if you require further details, please do not hesitate to contact us. 

 

Our first priority is your child’s welfare and we are fully committed to this.  We follow 
guidance on procedures for safeguarding children and child protection from the 
Surrey Safeguarding Children Board.  Our Child Protection Policy is available on our 
website. 
 

Our school aims to provide all children with the ideal environment to give them the 
skills necessary for a good start to their years of education and to help them acquire 
an enthusiastic, positive attitude to learning, demonstrating responsibility for their 
own actions and respect for others.  

 

We believe the first years of a child’s life are vital for his/her physical, emotional and 
intellectual development.  At Hurst Park we build upon the foundations, which have 
already been laid down by you, the parents.  We aim to ensure that all our children 
receive a stimulating and challenging curriculum which enables them to fulfil their 
potential in a supportive, nurturing environment.  
 

 
Kim Divey 
Headteacher 
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THE STAFF 

 
Headteacher:   Mrs K. Divey  

 

Deputy Headteacher:  Mr L. Beresford  

 

Teachers: 

Mrs I. Agbo   Mrs T. Elliott  Mr G. Kecskes  Mrs P. Steer  

Mrs A. Brewis      Mrs K. Gannon Miss S. Khan   Mrs T. Styles       

Mrs L. Bromley      Mrs V. Gibbs  Mrs A. Laher   Mrs J. Taylor 

Mrs S. Burger    Miss V. Hamilton Miss K. Mullins  Mrs S. Tebbs 

Miss H. Carrier   Miss S. Jolley  Miss L. Pocock  Mrs C. Thornton 

 

Inclusion Leader:   Mrs J. Jenkins  

 

Trainee Teacher:   Mrs S. Cackett  

 

Business Manager:    Mrs N. Stevenson 

Secretary:     Mrs B. Elliott 

Assistant Secretary:   Mrs S. Pauley 

Admin Assistant:        Mrs J. Varley 

Medical Needs Assistant:  Mrs C. Chamberlain 

 

Nursery Nurses:  Mrs E. Burke     Mrs S. Horstead  

 

Higher Level Teaching Assistants:  Mrs P. Jarman  Mrs D. Read 

 

Emotional Literacy Support Assistant (ELSA): Mrs J. Moss 

 

Learning Support Assistants/Midday Supervisors: 

Mrs K. Ainsworth Mrs Y. Gilford  Mrs C. Neville   Mrs C. Seager-Simpson 

Mrs J. Buckle  Mrs M. Haggerty Mrs M. Nowak   Mrs G. Smith 

Mrs K. Butterfield Mrs J. Heard  Mrs B. Owusu-Bempah    Mrs N. Vincent-Townend 

Mrs W. Catling-Hall Mrs C. Knight  Miss S. Pollitt   Mrs L. Watson  

Mrs C. Etches  Mrs M. Matsouka Mrs K. Salmon    Mrs P. Winstanley-Fisher 

Mrs A. Fountain           

 

Midday Supervisors: Miss D. Woodage Mrs E Saunders 

 

ICT Technician:  Mr G Oates 

 

Caretaker:    Mr P. Steer 

Cleaners:    Ms N. Rehimi     Ms H. Hamza   Ms H. Choudhury 

 

Catering manager:   Mrs S. Robini 

Kitchen Assistants:  Mrs J. Gower  Ms H. Dickie  Ms A. Grant 
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SCHOOL GOVERNORS 
 
Chairman:   Mr C. Johnson 
 
Deputy Chairman:  Mr D. Simms 
 
Headteacher:  Mrs K. Divey 
   

Miss E Borland Mr G Driver 

Miss L Barker Mrs J Jenkins 

Mrs T Tilly Mrs J Jupp 

Mrs P Day Mrs K Froise 

Mrs C Thornton Mrs F Hegarty 

 
Clerk to Governors: Mrs J. Dutton 
 
The membership of the School’s Governing body comprises representatives from parents, 
staff and governors nominated by Surrey County Council. 
 
Additional governors are co-opted from the local community and businesses. The 
Governing Body may also co-opt other people as associate members. 
 
The governors are actively engaged in determining the strategy and policies and 
performance of the school. They also monitor the school’s effectiveness against national 
and local targets. 
 
Governors take an active interest in all aspects of school life and, working with the staff, 
help to organise and assist with school community events. 
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Our School Vision:  ‘Inspiring a community of successful learners’ 

 
Our School Values:  Respect, Resilience, Positivity 

 

WHAT YOUR CHILD WILL LEARN 
 

Hurst Park is a well-resourced school with proven developed policies in place related to the 
National Curriculum Attainment Targets. A great deal of planning is carried out by the staff 
to provide a broad and balanced curriculum and all teaching is in line with the National 
Curriculum attainment levels.  In a primary school, learning is a continuous acquisition of 
basic skills through the media of various exciting activities, e.g. reading, writing, 
mathematics, etc. 

 

Each child should complete their period in the school having acquired, as far as they are 
able, the skills and concepts necessary to enable them to proceed confidently to the next 
stage of their education. 

 

Science, Religious Education, Design & Technology, Geography, History, Music, P.E. and 
Games, Art and Craft are all part of the curriculum and extra curricular activities for the 
children include Performing Arts, Netball, Athletics, Cross Country, Football, Golf, Tag 
Rugby, Kwik Cricket, Tennis, Lacrosse and Gymnastics. 

 
 

THE NATIONAL CURRICULUM 
 

The National Curriculum provides programmes of study in each subject that stipulate what 
pupils learn in each subject in each key stage and, in the case of some subjects, in each 
year group.  In each class the teacher will assess your child’s work in relation to these 
programmes of study. You will receive a written report each year that will tell you about your 
child’s progress. 

 

 

The school teaches all compulsory national curriculum subjects for primary schools:  

English; Maths; Science; Computing; Design and Technology; History; Geography; 
Art and Design; Music; Physical Education (PE), including swimming; and Foreign 
Language [Key Stage 2 only]. 

 

The school also teaches: 

Religious Education (RE); and Personal, Social and Health Education (PSHE). 

 

The available programmes of study for each key stage are referred to by teachers when 
planning work for the class and the individual children within each class. Under the 
arrangements in all the subjects covered by the National Curriculum, pupils’ progress will 
be regularly measured and reported to parents. 
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ENGLISH 

Children’s early development of language skills is key to being able to read and write 
successfully. Children are encouraged to develop fluent communication skills as early as 
possible. Children are taught Jolly Phonics to support the acquisition of phonics knowledge 
and our main reading schemes are Cambridge Reading and Oxford Reading Tree. Each 
class has a well stocked library corner and all children have access to the school library. 
Children are encouraged to make marks and begin emergent writing. They then progress to 
learn spelling, grammar and writing for a variety of purposes. 

 

MATHEMATICS 

Maths teaching is supported using a range of practical resources. The use of the metric 
system is universal throughout the school. Our maths teaching is designed to teach children 
to be numerate, solve problems and carry out mathematical investigations. 

 

SCIENCE 

Children engage in a range of planned activities to enable them to understand more about 
the world around them. They will observe, conduct experiments, apply fair tests and record 
results. Much practical work will be carried out to ensure that real learning is taking place. 

 

COMPUTING 

At Hurst Park, we have a computer suite of 32 networked iMac computers and an 
interactive LCD screen.  In addition, we have a set of 15 iPads which are linked to our 
wireless network and can be used by pupils around the school.  All classrooms are also 
equipped with interactive LCD screens or whiteboards. 

 

Children are taught computing as a discrete subject and also to support all other areas of 
the curriculum. 

 

DESIGN & TECHNOLOGY 

This subject complements much cross-curricular work. Pupils make objects for a purpose, 
using different materials and techniques and discuss and evaluate what they have made. 

 

FOREIGN LANGUAGE 

French is taught to pupils in Key Stage 2 with a focus on spoken language. Much of the 
learning is taught through songs and games. 

HISTORY and GEOGRAPHY 

These subjects are taught through topic work. Care is taken to ensure that as much first-
hand experience as possible is offered to the children and use is made of visiting speakers 
or trips to places of interest; DVDs and films provide additional stimulating material. We 
encourage children to be aware of current affairs and to explore their environment. 

 

ART & DESIGN 

In addition to being complementary to other subjects, Art is taught as a separate subject. 
Children are encouraged to explore a wide range of techniques to try to improve their 
performance through practice. They learn to become discerning about their choice of 
materials and to take responsibility for the care and organisation of work areas.  Children 
learn about a range of artists, architects and craftspeople from a range of cultures and 
historical periods. 
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MUSIC 

We aim to develop a sensitive response to sound in general and, in particular, to organise 
patterns of sound called ‘music’. The children are offered opportunities to play the recorder, 
to use tuned and untuned percussion instruments and to sing and move freely to music. 
The children are encouraged to create their own music and to take part in school concerts 
to which parents and friends are invited throughout the year. We hope that each child can 
derive considerable fulfilment and enjoyment from the practice of music at whatever level. 

 

PHYSICAL EDUCATION 

The physical education curriculum comprises of dance, gymnastics, games and athletics, 
and we use the hall, playground and playing fields as appropriate.  In addition, years 1 – 6 
participate in swimming lessons at the Hurst Pool.  Outdoor and adventurous activities are 
completed in school and on residential trips in years 4 and 6. 

 

Please encourage your child to be independent when changing for P.E. or games i.e. 
fastening buttons, tying shoelaces, etc. 

 

RELIGIOUS EDUCATION 

Religious Education is taught in accordance with the agreed syllabus in Surrey. Pupils learn 
about a range of different religions in addition to Christianity and visit a different place of 
worship in each year group.  Furthermore, school assemblies offer pupils the opportunity to 
listen to stories from the bible and from other cultures and religions.  All assemblies contain 
a time for reflection and in some assemblies pupils will sing songs, carols or hymns.  Pupils 
participate in concerts for Harvest, Christmas and Easter.  Our aim is that pupils will 
develop a solid understanding or morals and an awareness of others and their needs. 

 

Parents are reminded of their right to withdraw their child from R.E. and collective worship. 

 

RELATIONSHIPS AND SEX EDUCATION 

The school’s Relationships and Sex Education Policy is in line with the Local Authority 
Policy and recommendations.  Much of the school’s relationships and sex education 
programme is covered within the statutory science curriculum.  However, additional units 
are delivered in upper Key Stage 2 – parents will be notified of this prior to the content 
being taught and have the right to withdraw their child from all or part of Relationships and 
Sex Education lessons. 
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INCLUSION 
Inclusion refers to children who are identified as having Additional Learning Needs. This 
may be children with Special Educational Needs, Disabilities, those eligible for Pupil 
Premium, English as an Additional Language, being Gifted and/or Talented, or ‘vulnerable 
children’ such as Looked After Children, travellers or those from ethnic minorities. 
 
Our inclusive approach to the curriculum at Hurst Park ensures that through regular 
assessment, close relationships with parents and carers and constructive communication 
with other agencies, including Health and Social Care, we can ensure that the needs of all 
of our pupils are met and equal access to the curriculum is attainable for all. 
 
For further information about our ‘Inclusion Offer’ please refer to our website or contact 
Judith Jenkins, our Inclusion Leader, inclusion@hurst-park.surrey.sch.uk. 
 

EXTRA-CURRICULAR ACTIVITIES 

Various activities, outside normal school hours, are organised voluntarily by staff: 

Performing Arts, Craft, Netball, Art, Cross Country, Athletics and Football  

 

Outside agencies provide the following for termly fees: 

Football coaching, Tennis, Spanish, Times Tables, Recorders and Piano. 

 

 

BEFORE AND AFTER SCHOOL CARE 

The school runs ‘Cygnets Breakfast Club’ every morning, from 8.00 to 9.00a.m. Breakfast is 
provided between 8.00 and 8.20 a.m. The club is managed by two staff members. Children 
are able to choose their breakfasts from a wide, healthy selection of cereals, toast, 
crumpets, hot or cold drinks and fruit. Structured games and activities are readily available 
at every session. 

 

mailto:inclusion@hurst-park.surrey.sch.uk
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Cygnets After School Club is held every day after school from 3.15p.m. to 5.30p.m., with 
the exception of the last day of term.  It is managed by a group of the school’s teaching 
assistants who encourage children to complete their homework, play outside – weather 
permitting – or choose from a range of art and craft activities. Healthy, sugar-free snacks 
and drinks are also provided. 

 

Places in either club must be booked in advance – forms are available from the school 
office. 

 

 

 

 
 

THE SCHOOL ROUTINE 

 
SCHOOL HOURS 
 
Foundation Stage 1 (Nursery Class): 
Morning session:      8.45a.m. – 11.45a.m. 
Afternoon session:  12.00p.m. – 3.00p.m. 
All day session:  9.00a.m. – 3.00pm. 
 
Foundation Stage 2 (Reception Class)  
8.55a.m. – 3.10p.m.  
 
Key Stage 1 and Key Stage 2 
8.55a.m. – 3.15p.m. 
 

Children should arrive at school between 8.45a.m. and 8.55a.m.  Registers are called at 
9.00a.m. and lessons commence immediately. 
 

There are three entrances to the school.  There are pedestrian entrances located on Hurst 
Road, Freeman Drive and the alleyway behind Boleyn Drive.  There is also a vehicle 
entrance with short-term ‘drop-off spaces’ for parents/carers at the Freeman Drive 
entrance.  These entrances are only open at specific times just before and after the 
start/end of the school day.  The only entrance that may be used during the school day is 
the main entrance on Hurst Road.   
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The vehicle access on Hurst Road is used by staff, delivery and emergency vehicles and 
visitors on official business.  Disabled access can be arranged with the permission of the 
headteacher.   

 

We ask parents/carers to show consideration for the residents – our neighbours – when 
parking, and if possible to park slightly further from the site and walk to the school’s 
entrance. 
 

Parents are requested not to enter the school grounds before 8.45am (unless dropping off 
at breakfast club) or 3.00p.m. and are reminded that NO DOGS are allowed on school 
premises at any time. We also follow Surrey County Council’s policy of NO SMOKING on 
school premises. 
 

It is important that parents/carers arrive on time to collect children after school. Five 
minutes is a short time for an adult but it can seem an eternity to a five year old, especially 
if he/she is the only child left uncollected. If you know you are going to be unavoidably 
delayed, please try to telephone school so that a message can be passed to your child and 
their teacher.  Children not collected by 3.25pm will be placed in After School Club for 
which you will be charged. 

 

SCHOOL MEALS 

Children in Years Reception to Year 2 are entitled to a universal free infant school meal, 
while meals for Years 3 to 6 are provided, for a nominal amount, being freshly cooked on 
site. 

 

Children may, alternatively, bring a packed lunch prepared at home, but this must not 
include fizzy drinks in cans or glass bottles or nuts/nut products of any kind. 

 

Meals are paid for either weekly or half- termly, with payments to be made in advance. 
They can be paid for online or by cash/cheque in a named sealed envelope which can be 
handed in to the teacher or the school office. (Cheques are payable to Surrey County 
Council). Your child’s choice of school meal or home packed lunch should remain 
unchanged on a half termly basis. Changes to meal choice can be made for the next half 
term by giving two weeks’ notice in writing.  

 

SCHOOL FUND 

There is a voluntary contribution of £30.00 per child per annum, which can either be paid at 
the beginning of the year or in three payments of £10 at the beginning of each term. This 
money is used to fund items and activities which enhance the Local Authority’s basic 
provision. These include sports and play equipment, books, visiting theatre groups, 
classroom resources for design technology, art activities and cooking. 

 

LEAVING SCHOOL PREMISES 

Children are not allowed to leave the school premises during school hours for any reason 
unless accompanied by an adult.  Where possible, it is hoped that medical appointments 
will be arranged out of school hours, but when it is necessary for a child to attend during 
school hours, a note to the class teacher, or a telephone call to the office is required. 
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ABSENCES 

Full details can be found in the section on ‘School Attendance’. 

 

PARENT PARTNERSHIP 

We believe that a strong parent partnership supports children’s learning. This is 
underpinned by our Home-School Agreement.   

 

Parents are always welcome at Hurst Park.  We encourage parents to become involved in 
school in any way they are able. We have trained volunteers supporting English and Maths 
learning as well as helping with cooking, the library and the environmental area. Please 
contact your child’s teacher if you can help in any way. 

 

SPECIAL EVENTS 

Our annual programme of events includes: 

Harvest and Christmas concerts 

Visits by theatre groups and workshops 

Performing Arts Club Summer show 

Sports Day 

Fun Run 

Two photographic sessions a year – one class and one individual 

International Activities, such as ‘One World’ Week 

Themed days, such as Book Day, Red Nose Day 

 

Our outings include visits to: 

London Museums, Theatre trips, Places of Worship etc. 

 

Nearer to school, we have visited: 

Hampton Court, Painshill Park, Bushy Park, Ladyland Farm and R.H.S.Wisley. 

 

A Pantomime visit is arranged for children in Years 1 & 2 at a local theatre and pupils in 
Year 6 have a special outing as a post-SATs treat, such as a West End Show. 

 

Residential visits are arranged for Year 4 to Sayers Croft in Surrey during the Spring term 
and for Year 6 to Bowles Outdoor Activity Centre in Kent during the Autumn term. 

 

Year 6 children also take part in the Junior Citizen scheme each year and ‘Bikeability’ Cycle 
Training (Level 2), both organised by Surrey County Council. 

 

Year 4 take part in ‘Bikeability’ Cycle Training (Level 1).  

 

Year 1 take part in ‘Pedals’ training.  

 

The School has adopted the Local Authority’s charging policy for educational outings. 
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SCHOOL UNIFORM AND JEWELLERY 

Please see the Uniform and Jewellery Policy on the school website. 

 
The following items are all available to purchase online from Network UK Uniform: 
https://www.ukuniform.com/collections/hurst-park 
 

Hurst Park School tie, emerald green cardigan/ jumper, white t-shirt with school logo, 
shorts, sweatshirt and jogging bottoms. Also, for the sunny, summer days, are sun hats and 
caps. We encourage families to purchase the school’s recommended book bags and 
P.E.bags. 

 

Painting overalls: 

Foundation Stages 1 & 2:  

These will be provided. 

 

Years 1 – 6:  

Each child will need an overall for painting in – the more all-enveloping the better. An old 
shirt, converted with elastic in the sleeves, is ideal. 
 

Please ensure that ALL items of clothing are named with sewn on nametapes. We are sure 
you will agree with us about the importance of having ALL clothing and belongings clearly 
named so that they can easily be found, especially when dressing after P.E. and at 
playtimes, etc. 

 
EQUIPMENT 
Please ensure that pupils bring the appropriate equipment to school on the correct day.  
 
Toys and other items should not be brought into school unless specifically requested by the 
class teacher. Any items, which are brought in, should be clearly named. The school or 
Surrey County Council will not be liable for any loss or damage to items brought in 
unofficially. 
 
 

 
 
 

https://www.ukuniform.com/collections/hurst-park
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HOME SCHOOL AGREEMENT 
All parents are given a copy of the Home-School Agreement at the beginning of each 
academic year, or when a child joins the school if this occurs at another time during the 
year. It should be kept at home and be readily available for future reference if necessary. 
See the school website for a copy of the agreement. 

 
 

 

 
 
 
POLICIES 
All our school policies are regularly reviewed and updated and selected policies can be 
accessed on our website.  
 
 
VISITING THE SCHOOL AND CONTACT WITH TEACHERS 
In September, we have Meet the Teacher Evenings when teachers outline their 
expectations for the year. Details of the key curriculum areas are shared and the topics 
covered for the year are distributed. 
 
In the Autumn and Spring terms, we hold Parent/Teacher Consultation evenings when 
parents can discuss their child’s progress. 
 
If you wish to see your child’s teacher or the headteacher at any other time, or have a 
longer discussion, the school secretary will make the necessary appointment.  Should there 
be any event within your child’s home life that may affect their concentration or feeling of 
security – i.e. moving, parents’ separation, illness of a relative, loss of a pet, etc. – please 
let the school know so that we may be ready with support should it be needed. 
 
All visitors to school between 9.00a.m. and 3.15p.m. must report to the school office.  
Parents/carers are not permitted to go to their child’s classroom to deliver lunch boxes, P.E. 
kit, homework, etc. – these must be handed in to the office. 
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A weekly newsletter informs parents of all forthcoming events. 
 
CONCERNS 
The school requests that parents do not use social media sites to post any concerns 
regarding the school.  If you have any problems or queries, please come into school to 
discuss these, or if you need to make a formal complaint, please refer to the procedure set 
out in Appendix 2 (page 21). 
 
MEDICINES 
School policy states that the school must have the full co-operation of parents in helping to 
observe the fundamental rules of Health and Safety. 
 
Those children who suffer certain chronic conditions, but who can satisfactorily attend 
school if they receive regular medication, will be able to receive their care at school – e.g. 
those with Asthma (inhalers), Diabetes (special dietary or insulin requirements) or those 
with severe, life threatening allergies (Epipens).  
 
Full details of any conditions and treatment required must be provided on admission to the 
school. 
 
Prescribed medicines such as antibiotics, penicillin, etc., should be administered at home. 
Any unprescribed medicines such as cough linctus, Calpol or other painkillers which a child 
is to receive during the school day, must be administered by the parent or carer coming into 
the school at a pre-arranged time. 
 
The School Nurse carries out basic medical examinations on children during their first year, 
including height, weight, sight and hearing tests. These are undertaken with parents’ 
consent and any concerns will be passed on. 
 
The Dental Clinic carries out dental checks and parents are informed of any treatment 
required. 
 
The school should be informed immediately if a child contracts an infectious disease or 
head lice. 
 

TERM DATES 2018-19 2019-20 

   

AUTUMN TERM 6/9/18 – 19/12/18 5/9/19 – 20/12/19 

SPRING TERM 7/1/19 – 5/4/19 7/1/20 – 3/4/20 

SUMMER TERM 23/4/19 – 24/7/19 21/4/20 – 22/7/20 

 
 
 

These dates may be subject to amendment. The school will inform parents of any changes, 
INSET days and any other enforced closures. 
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THE PARENT TEACHER ASSOCIATION 
Started by a group of parents in 1990, as The Friends’ Association and now the PTA, this is 
an informal group open to any parent or friend of the school. Their objective is to raise 
funds to buy additional items or services for the benefit of the children at the school. 
 
Since the ‘Friends’ was formed, more than £150,000 has been raised through raffles, car 
boot sales, children’s discos, parents’ quizzes and discos, Christmas Bazaars and, since 
1992, Summer Fayres that have raised in recent years around £8,000 each year. In 
previous years, events have included highly popular Spring or Summer Balls, for parents, 
friends and staff. These have raised in excess of £3,000 a time, mainly from the sale of 
auction items. 
 
The money raised has been used to buy equipment including computers and workstations, 
interactive whiteboards, books, design technology equipment, musical instruments, outdoor 
recreational equipment and sports equipment. 
 
As children leave the school, their parents too move on, so, to maintain the momentum of 
the fund-raising activities, the PTA needs a continuous infusion of new blood – you, the new 
parents of children just starting at Hurst Park.  
 
No matter how much or how little time you are able to give, any support is welcome even if 
it is only by attending the events they organise.  There is regular news of meetings and 
functions, and we encourage all our families to get involved.  
ADMISSIONS POLICY 
Please see the Admissions Policy on the school website. 
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SCHOOL ATTENDANCE 
 
Attendance Policy  
Please see the Attendance Policy (Appendix 3). 
  
Lateness 
Lateness disrupts your child’s learning and the learning of others in the class.  Pupils 
should be in their classes for the register by 9.00a.m. If a child arrives after 9.05a.m. they 
will be marked as late. If a child arrives after 9.20a.m. they will be marked as absent, their 
name recorded in the school late register in case of a fire drill and an unauthorised absence 
recorded on their attendance record. 
 
School will be open every day of the term except for staff training days and other enforced 
closures when parents will be notified in writing or by text message. 
 
Coming into school 
Pupils should not be in the school playground before 8.45a.m. There are three members of 
staff in the playground to meet and greet children and parents from 8.45a.m. each morning.  
 
Pupils from Years 2 – 6 must remain in the playground until the bell rings at 8.55a.m. The 
teacher on duty will then send each class to their classrooms. If the weather is wet, children 
will be allowed into classes from 8.50a.m. 
 
Parents/carers of children in Reception and Year 1 classes should go to the rear classroom 
door to deliver their children to the classroom.  
 

Parents/carers who have children attending the morning Nursery session and children in 
the main school should take their nursery child to the nursery entrance before the main 
school has gone in. 
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Parents/carers of pupils from Years 2-6 are asked to leave any messages for the class 
teachers with the school office who will pass them on. Class teachers may be available at 
the end of the day for a brief word or to make an appointment – generally they are not 
available before the start of school without a prior appointment. 
 
Leaving school 
Parents/carers should meet children in the playground – never outside the school gates.  
Please remind children regularly that, if they cannot find you in the playground, they must 
come to the office and let an adult know that there is no-one to collect them. 
 
Reception and Year 1 children should be collected from their classrooms.  If you are 
delayed at home or elsewhere, please telephone the school to let us know. If you have 
arranged for someone else to pick up your child, please ring and let the school know as 
early in the day as possible. 
 
Nursery children must be collected by a responsible person who is over the age of 16. 
 

May we remind parents/carers and children that riding bicycles or scooters, playing 
ball games, roller skating or skate boarding in the playground before or after school 
is strictly PROHIBITED. 
 
Dogs are also NOT PERMITTED on the school site, except for guide dogs. 
 
Exceptional circumstances 
In the event of rare and exceptional circumstances, e.g. extreme weather conditions, should 
some staff members be unable to get to school, children will be looked after in the hall as 
soon as a member of staff arrives. 
 
If it is necessary for the school to close the premises, we will not send pupils home on their 
own. We will arrange shelter and seek to contact you or your child’s emergency contact 
person to arrange collection. 
 
 

PUPIL ATTENDANCE FIGURES 
 

Summer Term 2018 
 

Unauthorised 
Absences 

Actual  
Attendance 

Authorised  
Absence 

Unauthorised  
Absence 

 

Total possible 
sessions for all 
pupils 

 
1.05% 

 
94.7% 1551 382 36276 
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PROCEDURES FOR PARENTS AND CARERS IF THERE IS AN ACCIDENT 
BEFORE OR AFTER SCHOOL 

 
 

 If a child falls over and sustains a minor ‘graze’ injury, parents should bring the 
child into the reception area and inform the office. A qualified first-aider will be 
called. [Mrs Elliott is in the office until 4.00p.m. on Monday, Wednesday & Friday 
and Mrs Pauley on Tuesday & Thursday until 3.45pm ]  

 

 If the child sustains any injury other than a graze, please remain with them and 
send another adult or responsible child to the office to ask for a first aider and 
another adult. 

 

 All staff have basic first aid training and the qualified first aiders in the school are: 
 

      Mr L. Beresford  Deputy Headteacher 
Mrs S. Cackett  Trainee Teacher  
Mrs B. Elliott   Secretary 
Mrs Y. Gilford   Learning Support Assistant 
Mrs P. Jarman    Learning Support Assistant 
Mrs S. Pauley  Assistant Secretary 
Mrs D. Read   After School Club Manager 
Mrs G. Smith  Learning Support Assistant 
Mrs P. Steer  Nursery Teacher 
Mrs C. Chamberlain Medical Needs Assistant 
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Appendix 1 

 
Safeguarding Children at Hurst Park Primary School 

 
 

This school is committed to safeguarding and promoting the welfare of children and expects 
all staff and volunteers to share this commitment. 
 
This means that we have a Child Protection Policy and procedures in place which we refer 
to in our prospectus.  All staff (including supply staff, volunteers and governors) must 
ensure that they are aware of these procedures. Parents and carers are welcome to read 
the Policy on request. 
 
Sometimes we may need to share information and work in partnership with other agencies 
when there are concerns about a child’s welfare.  We will ensure that our concerns about 
our pupils are discussed with his/her parents/carers first unless we have reason to believe 
that such a move would be contrary to the child’s welfare. 
 
 
Our Designated Safeguarding Leads (DSLs) are: 
 
 

Mrs K Divey (DSL) 
 

Mr L Beresford (Deputy DSL) 

 

Mrs J Jenkins (Deputy DSL) 

 
 
If you are concerned about a child’s welfare, please record your concern, and any 
observations or conversation heard, and report to one of the DSLs as soon as possible the 
same day. Do NOT conduct your own investigation. 
 
If your concerns relate to the actions or behaviour of a member of staff (which could 
suggest that s/he is unsuitable to work with children) then you should report this to one of 
the DSLs in confidence, who will refer the matter to the Headteacher (or the Chair of 
Governors if the concern relates to the Headteacher). 

 

 
 

Headteacher’s name: Kim Divey 
 

Chair of Governor’s name: Chris Johnson 
 

Date: 04.09.2018 
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Appendix 2 

 
PARENTAL CONCERNS AND COMPLAINTS PROCEDURES 

 
Hurst Park Primary School understands that parents sometimes have a query or worry 
about their child’s schooling. Most concerns can be handled quickly and in an informal way 
with either the child’s teacher, key stage co-ordinator or the head teacher. 
Parents may wish to make a formal complaint and this procedure is also set out below. 
The school is committed to addressing concerns that parents may have in confidence, fairly 
and as promptly as possible. To help us do this, parents should follow the procedures 
below. 
 
INFORMAL 
 
The first step is to discuss the concern with your child’s teacher – this may be done by: 

 Speaking briefly before school starts to make an appointment if necessary 

 Ringing the office to make an appointment to see the class teacher 

 Sending a note in to make an appointment 
 
Teachers will make every effort to respond quickly to phone calls or notes. 
 
If the concern is not resolved, the parent may discuss the concern with a senior member of 
staff: Miss Carrier (UKS2), Miss Hamilton (LKS2), Mrs Laher (KS1), Mrs Burger (EYFS), 
Mrs Jenkins (Inclusion Leader, Mr Beresford (Deputy Head), or Mrs Divey, the head 
teacher. This may be done by: 

 Telephoning the office to make an appointment 

 Sending a note to make an appointment – marked for the attention of the above 
named staff 

 
If the concern is still unresolved, parents may write to the Governing Body – by addressing 
their letter to The Chair of Governors. The Chair may invite the parent in for a discussion or 
make a written reply. 
 
FORMAL 
 
A parent may decide to make a formal complaint - they may do this by: 

 Sending a letter to the Chair of Governors stating they wish to make a formal 
complaint 

 
A panel of three governors who have not been previously involved will investigate in detail 
the matter. 
The parent may be invited in to discuss the matter. 
After full consideration, the governors will write to inform the parent of their decision. 
 
There are some matters which can be addressed to Surrey County Council (0845 009 009)  
- these are: 

 Admissions or transfers 

 Temporary withdrawal of pupils from part or all of the National Curriculum 

 The content of the National Curriculum and Religious Education and Worship. 
 



Appendix 3 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

Hurst Park Primary School 
Inspiring a Community of Successful Learners 

 

 

 
Sep 2018 

 

 
Attendance Policy 



Hurst Park Primary School 
Inspiring a community of successful learners            Respect, Resilience, Positivity 

Attendance Policy – September 2018     Page 23 of 31. 
 

 

Hurst Park Primary School 
Community, Creativity, Challenge 

 

 

1. Policy & Purpose. 

 
This policy is for distribution to:  All school staff, 

governors, parents/carers, pupils and the Local 

Authority Education Welfare Officers 

 
a) The staff of Hurst Park Primary School firmly 

believe that all pupils benefit from regular 

school attendance.  Full and regular 

attendance at school is crucial for a child’s 

future life chances and establishes a positive 

work ethic early in life.  To this end we will do 

all we can to encourage parents/carers to 

ensure their children achieve maximum 

possible attendance and that any problems 

which prevent full attendance are identified and 

acted on promptly.  Pupils will be expected to 

achieve 100% attendance but when absence is 

unavoidable, parents/carers will be required to 

inform the school at the earliest opportunity. 

 

b) Parents/carers, whose children are of 

compulsory school age (5 to 16) and are 

registered at a school, are responsible for 

ensuring that their children attend school 

regularly.  If they do not, they may be 

committing an offence under the Education Act 

1996 and could be liable to prosecution or to be 

served with a penalty notice. 
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c) In line with the Education Regulations (Pupil 

Registration) 2006, all unexplained absences of 

10 days or more are required to be reported to 

the Local Authority.  Schools are therefore 

required to report all absence figures to the 

Local Authority and the Department for 

Education (DfE) and to ensure they are 

recorded on a child’s annual report.  Rates of 

absence are also taken into account by Ofsted 

as part of a school’s inspection. 

 

2. Expectations. 

We expect that all pupils will: 

  attend school regularly 

  attend school punctually 

  attend school appropriately prepared for the 

day 

  talk to their class teacher or headteacher 

about any worries or problems preventing 

them from attending school. 

 

We expect that all parents/carers and 
persons who have day to day 
responsibility for the children will: 
 

 encourage regular school attendance and be 

aware of their legal responsibilities. 

 ensure that the child/children in their care 

arrive at school punctually, prepared for the 

school day  

 contact the school promptly whenever any 

problem occurs that may keep the child 

away from school. On the first day of 

absence, the parent/carer should contact 

the school office by 9.10am, giving the 

reason for absence and an estimation of 

how long the absence is likely to be. If the 

absence extends into the following week, 

the parent should contact the school office 

again to confirm the absence. 

We expect that school staff will: 

 keep regular and accurate records of 

attendance for all pupils, as required by 

current legislation 
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 monitor every pupil’s attendance 

 contact parents/carers as soon as possible 

when a pupil fails to attend and where no 

message has been received to explain the 

absence 

 encourage good attendance 

 provide a sympathetic response to any 

pupil’s concerns 

 make initial enquiries to parents/carers of 

pupils who are attending irregularly, 

expressing the school’s concerns and 

clarifying the school and the Local 

Authority’s expectations regarding regular 

school attendance 

 work with the school’s Home School Link 

Worker and with the attached Education 

Welfare Officer (EWO) to follow up 

concerns about attendance by contacting or 

visiting parents/carers at home  

 refer irregular or unjustified patterns of 

attendance to the attached EWO 

 fulfil, where possible, the requirements of the 

United Nations Convention – The Rights of 

the Child, by ensuring that children are 

consulted in all decisions that relate to them 

 

3. Requests for leave of absence during 

term time. 

 No parent/carer can demand leave of absence 
during term-time for their child as a right, and 
authorisation cannot be given retrospectively.  
Permission for absence during term time is at 
the school’s discretion and will only be granted 
in exceptional circumstances, for example for 
compassionate reasons.   

 

 If a family needs to request absence in term-time 
then an Application for Leave of Absence in 
Exceptional Circumstances Form must, 
wherever possible, be completed at least two 
weeks prior to the leave date.  This can be 
obtained from the school office or by writing to 
the headteacher.  The headteacher, who may 
consult with the Chair of Governors, will then 
decide whether or not to authorise the absence 
requested.  Each request will be considered 
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separately and a decision made based on the 
reasons for each request. In reaching a decision 
the following factors may be taken into account, 

 The child’s record of attendance is not below 

96%. 

 The Application for Leave of Absence does 

not exceed a maximum of ten school days 

in any one year (apart from in very 

exceptional circumstances in which case 

the request would be notified to the 

Governing Body for their consideration). 

 The timing of the leave of absence, ensuring 

that it would not prevent the child from 

missing any key assessments or school 

events. 

 

4. Family holidays. 

 The school holiday dates are published a year in 
advance and are available from the school office 
and on the school’s website.  We expect that 
parents/carers will book their family holidays 
within the school holiday dates. The school will 
not authorise any family holidays, but parents 
still have a duty of care to ensure the school is 

fully informed if they intend to take their children 
out of school without authorisation. 

 

5. Dental and medical treatments. 

 Whilst the school will grant requests for absence 
for dental and medical treatments, 
parents/carers are encouraged, whenever 
possible, to book medical and dental 
appointments outside of the school day.  When 
appointments during school hours are 
unavoidable, the school office should be notified 
in advance in writing, of the date and time of the 
appointment and when the child will be collected 
and/or returned to school.  Evidence of the 
appointment may be requested. 

 

6. Encouraging Attendance. 

 Hurst Park School encourages regular 
attendance in the following ways, 

 

 by providing a caring, welcoming and safe 

learning environment; 

 by responding promptly to a child or parent’s 

concerns about the school or other pupils; 
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 through accurate and punctual completion of 

registers during morning and afternoon 

registration (see Lateness below); 

 by publishing attendance statistics; 

 by awarding certificates and rewards to 

celebrate good attendance; 

 The headteacher will monitor pupils’ 

attendance with the school office staff, the 

Home School Link Worker and with the 

attached EWO; 

 by informing parents/carers in writing of 

irregular attendance, including lateness 

 by arranging meetings with parents/carers as 

necessary; 

 by referring the families to the attached EWO 

if the irregular attendance continues; 

 by requesting that the Local Authority issue a 

Penalty Notice for unauthorised periods of 

absence registration (see Penalty Notices 

below). 

 

7. Lateness. 

 Please note that, if pupils arrive at school after 
9.05am, a late mark will be recorded and if a 
child arrives after 9.20am, it will be recorded ‘as 
late after close of register’ and counted as an 
unauthorised absence for that session. 

 

8. Responding To Non-Attendance. 

 When a pupil does not attend school we will 
respond in the following manner: 

 On the first day of absence, if no note or 

telephone call is received from the 

parent/carer by 9.30am, the school will 

contact them that day by text message to 

confirm the absence. 

 If there is no response, the school will 

continue to try to contact the parent/carer. 

 If, by the end of the second day, there has 

still been no contact made, the school will 

send a letter of concern to parents/carers 

and invite them into school to discuss the 

school’s concerns and the reasons for the 

absence. 



Hurst Park Primary School 
Inspiring a community of successful learners            Respect, Resilience, Positivity 

Attendance Policy – September 2018     Page 28 of 31. 
 

 Parents will be informed that if the absence 

persists a referral will be made to the 

attached EWO 

 Failure to comply with the expectations set 

by the Education Welfare Service (EWS) 

may result in further action, an application 

for an Education Supervision Order, or court 

prosecution 

 

9. Penalty Notices. 

 The Education Welfare Service, acting on behalf 
of Surrey County Council, may issue a Penalty 
Notice as an alternative to the prosecution of a 
parent/carer for their child’s unauthorised 
absence from school and requires the recipient 
to pay a fixed amount.  

 

 From September 2013, the amount payable on 
issue of a Penalty Notice is £60 if paid within 21 
days of receipt of the notice, rising to £120 if 
paid after 21 days but within 28 days. If the 
Penalty Notice is not paid within 28 days, the 
Local Authority must prosecute the parent/carer 
for failing to ensure regular school attendance 
under Section 444 Education Act 1996. 

 

 A Penalty Notice may be issued to 
parents/carers who are failing to secure their 
child’s regular school attendance and are failing 
to engage with supportive measures to improve 
attendance proposed by the school or Education 
Welfare Officer.   

 

 Where a child is taken out of school during term 
time for 5 days (10 sessions) or more within a 
three month period without the authority of the 
head teacher, each parent is liable to receive a 
penalty notice for each child. In these 
circumstances, a warning will not be given 
where it can be shown that parents had 
previously been warned that such absences 
would not be authorised and that they will be 
liable to receive a Penalty Notice if they persist 
in taking the holiday. 

 

 A Penalty Notice may be issued where pupils 
identified by police and education welfare 
officers engaged on Truancy Patrols have 
incurred unauthorised absences. 
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 The issue of a Penalty Notice will also be 
considered where attendance has fallen below 
95% and there are no less than 10 unauthorised 
sessions during the preceding half-term.  The 
parents’ failure to engage with supportive 
measures proposed by the school or Education 
Welfare will be a factor when considering the 
issue of a Penalty Notice.   Unauthorised 
absence will include late arrival after the close of 
registration without good reason.    

 

 Absences during the administration of the Key 
Stage 2 SATs will not be authorised.  Parents 
who take their child out of school for the five day 
period covered by these tests, without the 
authority of the headteacher, will be liable to 
receive a Penalty Notice. 

 

Parents will be sent a formal warning of their 
liability to receive such a notice before it is 
issued. 
 
 

10. Changing School. 

 It is important that if families decide to send the 
child in their care to a different school that they 

inform Hurst Park School staff as soon possible.  
A pupil will not be removed from the school roll 
until the following information has been received, 

 

 the dates the pupil will be leaving this school 

and starting the next 

 the address of the new school 

 the new home address, if it is known 

 

 School staff will then confirm with the parents 
the leaving date for their child.  Following this 
date the pupil’s school records will be sent on to 
the new school as soon as possible and within 
ten days of the child leaving.  The Admissions 
Office at Surrey County Council will also be sent 
appropriate information within ten days of 
anyone leaving or joining the school.  If no 
notification is received from a new school then 
the child’s name will not be removed from the 
school roll until after an investigation by 
Education Welfare. 

 

 All unexplained absences of 10 days or more 
are required to be reported to the Local Authority 
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in line with the Education Regulations (Pupil 
Registration) 2006. 

 

11. School Organisation. 

 In order for the school’s Attendance Policy to be 
successful, every member of staff must make 
attendance a high priority and convey this to 
pupils at all times.  Parents/carers should also 
need to support these views in the home to 
ensure that children are receiving corresponding 
messages about the value of education. 

 

 In addition to this, the School has the following 
responsibilities: 

 

 Governors and Head Teacher /School 
Attendance Lead: 

 adopt the whole policy 

 ensure that the registration procedures are 

carried out efficiently in line with current 

legislation and that appropriate resources 

are provided 

 ensure that all absences are coded correctly 

in line with DCSF guidance 

 initiate a scheme for contacting 

parents/carers on the first day of absence 

 initiate contact with parents/carers in cases 

of unexplained absence and lateness 

before referring to the EWS (unless there is 

a justifiable cause for concern when contact 

is required speedily, in which case 

immediate referral to the EWS may be 

necessary) 

 ensure that key office staff have dedicated 

and protected time for liaison and follow up 

work with the attached EWO 

 consult and liaise closely with the attached 

EWO on a regular basis and take 

responsibility for ensuring appropriate pupils 

are identified and referred without delay 

 to work in close collaboration with the 

attached EWO during their termly/half 

termly register analysis ensuring agreed 

action is carried out 



Hurst Park Primary School 
Inspiring a community of successful learners            Respect, Resilience, Positivity 

Attendance Policy – September 2018     Page 31 of 31. 
 

 organise awards and other incentives for 

good attendance 

 set whole school attendance targets and 

publish attendance data in the school 

brochure 

 monitor and evaluate attendance with the 

attached EWO 

Office Staff: 

 oversee the registration process and ensure 

that registers are completed accurately and 

punctually 

 consult and liaise closely with the school’s 

Inclusion Leader regularly 

 compile attendance data on a fortnightly and 

half termly basis 

 share any concerns expressed about 

attendance or disaffection that might lead to 

non attendance with the headteacher and 

attached EWO 

 manage the school’s scheme for contacting 

parents/carers on the first day of absence 

Class Teachers: 

 complete registers accurately and punctually 

twice daily 

 follow up any unexplained non-attendance or 

lateness with the headteacher 

 record all reasons for absences and lateness 

in the register 

 inform the headteacher of concerns 

 be alert to signs of disaffection that may lead 

to nonattendance and report them to the 

office staff or headteacher 

 
 

12. Monitoring and Review. 

 The governing body will monitor and review this 
policy on an annual basis. 

 

Reviewed:  Autumn Term 2018 

 

The values of  
Hurst Park Primary School aim to ensure 

respect, resilience and positivity. 
 


