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SCHOOL AIMS AND OBJECTIVES. 

 
 

The school should be an environment in which teaching staff, support staff, 

parents, the SAC, Curriculum Support Staff, I/A Staff and SCE work together 

towards the successful achievement of our aims and objectives. 
 

AIMS 
 
1. To help pupils to develop lively, enquiring minds, the ability to question and argue 

rationally and to apply themselves to tasks, and physical skills; 
 
2. To help pupils to acquire knowledge and skills relevant to adult life and employment in 

a fast-changing world; 
 
3. To help pupils to use language and number effectively; 
 
4. To instil respect for religious and moral values, and tolerance of other races, religions 

and ways of life; 
 
5. To help pupils to understand the world and the society in which they live, and the inter-

dependence of individuals, groups and nations; 
 
6. To help pupils to appreciate human achievements and aspirations; 
 
7. To create a caring environment in which awareness of individual needs can enable 

pupils to cope with school transition and benefit from the added stimulus it can provide; 
 
8. To help pupils respect the rights of individuals; 
 
9. To assist in the social, moral, cultural and spiritual development of each individual 

pupil; 
 
10. To adequately fulfil the statutory obligations of the 1988 ERA and subsequent 

education Acts with regard to National Curriculum delivery, in line with policy adopted 
by SCE. 
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OBJECTIVES 

 
1. Provide a welcoming and attractive school environment; 

b) Provide a broad curriculum so that every child has the opportunity to achieve 
success; 
c) Encourage habits of self discipline and acceptable behaviour; 
d) Provide a programme of activities which will allow individual strengths and 
weaknesses to be diagnosed and provide an accurate basis for future 
development; 
e) Provide continuity and progression; 
f) Ensure smooth transition within the school and between schools. 

 
2. a) Provide opportunities for listening, discussion, and the  sharing of ideas and 

opinions; 
b) Provide opportunities for personal research and study from first hand 
experience; 
c) Develop and ability to interpret evidence analyse and make judgements and 
solve problems. 

 
3. a) Provide opportunities to develop expressive and physical skills; 

b) Create positive attitudes to both work and leisure; 
c) Encourage self discipline and self motivation; 
d) Develop skills of discrimination and criticism as children get older. 

 
4. a) Teach children to read fluently and accurately with understanding and feeling; 

b) Teach children to communicate clearly orally and in written form; 
c) Develop listening skills that will lead to increased discrimination and perception; 
d) Develop handwriting skills; 

 e) Develop competency in spelling, syntax, punctuation; 
f) Teach children how to acquire information and record accurately in various ways; 
g) Ensure development and application of computational skills with accuracy; 
h) Develop mathematical concepts, and understand the application of ideas in 
meaningful situation. 

 
5. a) Develop the techniques and skills which allow participation in the various 

aesthetic areas of the curriculum; 
b) Enable children to use music, drama, art and craft as a means of expression; 
c) Develop an appreciation of beauty, both natural and artistic. 

 
6. a) Develop an understanding of oneself and sensitivity to others; 

b) Encourage mutual respect; 
c) Help children to realise the importance of their individual contribution to the 
home, school and the community; 
d) Help children to acquire a set of moral values and develop the confidence to 
make and uphold moral judgements; 

 
7. a) Develop geographical, historical and social awareness of the local environment; 

b) Teach children about the local environment through first hand observation and  
experience; 
c) Provide opportunities for contact with the local community; 
d) Enable children to master basic scientific ideas and established concepts; 
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e) Provide opportunities to observe and recognise characteristics of living and 
inanimate things; 
f) Develop an understanding of technology and the changing world in which we live; 
g) Develop an awareness and understanding of other times and places; 
h) Help children to understand the interdependence of their activities; 

 
8. a) Provide information and establish co-operation in the immediate locality; 

b) Seek meaningful support from the parent unit; 
c) Ensure contact and participation between school and parents; 
d) Provide updated information through letters, the School Booklet and the School 
Advisory Committee; 
e) Develop liaison with other agencies concerned with child development. 
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SHAPE INTERNATIONAL SCHOOL 

(BRITISH SECTION) 
BFPO 26 

 
Tel   SHAPE Mil 5283   Tel Civil (0032)  65 44 5283 
Fax  SHAPE Mil 5614   Fax Civil (0032)  65 44 5614 

               e-mail:  sce.shape@sceschools.com 
          www.britishsection.be  

 
òAn outstanding schooló ð Ofsted, May 2006 

 
 

 
Headmaster : R W Bucknill, BA(QTS)                         Deputy Head : Mrs E Hunter, B Ed 

 

Dear Parents, 
 
Welcome to SHAPE School - and newcomers to Belgium, welcome to SHAPE itself.  I 
sincerely hope that you and your family will be happy here. 
 
The information presented in this booklet will hopefully tell you all you need to know about 
the Key Stage One and Key Stage Two departments of the school and its administration.  
However, if, for any reason, you feel the need to come in and discuss anything with us, we 
are always pleased to see you. 
 
Yours sincerely, 
 
 
 
RW Bucknill 
Headmaster 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

http://www.britishsection.be/sce.shape@sceschools.com
http://www.britishsection.be/
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SCHOOL ADVISORY COMMITTEE 
 

The school has an Advisory Committee (SAC) which fulfils the function of a Board of 
Governors.  The SAC is made up of parent unit representatives, parents and teachers and 
is under the chairmanship of the Commanding Officer, UKSU.  Any issues, which need to 
be raised with the SAC, should be raised with the school in the first instance, and with 
your parent representative.  A list of SAC members is on display in the school entrance 
along with copies of the minutes of all meetings. 
 

PARENT-TEACHER ASSOCIATION 
 
In addition to the School Advisory Committee the school has an active PTA which 
concerns itself with the social as well as the academic side of school life.  All parents are 
automatically members of the PTA.  Please support your PTAôs efforts to raise additional 
funds for your childrenôs school.  The PTA is a very useful focus for you to gain further 
knowledge about our school.  In addition to social evenings, the PTA also hosts 
information and curriculum evenings, which are important for us to share with you and 
explain what your children are doing in this ómodern ageô.  A list of PTA Committee 
Members is also on display in the school entrance and the minutes of meeting can be 
read here.  If you would like to become an active member of the PTA we would be 
delighted to hear from you. 

 

SERVICE CHILDRENôS EDUCATION (SCE) 
 
Schools administered by Service Childrenôs Education (SCE) are intended, as far as 
possible, to provide the same pattern of education as that given in a Local Education 
Authority school in the United Kingdom.  The education will, therefore, conform in type and 
scope to that provided in England and Wales under the Education Acts 1988 (including 
the National Curriculum), although these have no legal validity overseas.  SCE is tasked to 
provide this type of education. 
 
Within the Ministry of Defence Agency the responsibility for SCE is vested in the Secretary 
of State for Defence.  SCE is a Defence Agency ñownedò on behalf of the Commanders-
In-Chief British Army of the Rhine and RAF Germany, by the Assistant Chief-of-Staff G1 
UKSC (G), whose responsibility covers a wide range of services - including medical, 
chaplaincy, familiesô welfare - all giving support in different ways to the fighting units and 
corps. 
 
The professional direction and general administration of SCE are under the day-to-day 
control of a civilian, the Chief Executive, SCE. 
 
The address of our administration is as follows: HQ SCE 
        Building 5 
        Wegberg Military Complex 
        BFPO 40. 
        Tel: Wegberg Mil. 2372 
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SHAPE INTERNATIONAL SCHOOL  

 
As well as being a Service Childrenôs School, we are also an integral part of SHAPE 
International School.  The school is on a large campus made up of eleven national 
sections with some 2,500 students.  Some sections cater for both elementary and 
secondary age pupils, but the British Section takes only those children of primary school 
age (three to eleven).  We share the buildings and other facilities with the other 
nationalities, so close co-operation and collaboration is of great importance.  Integrated 
activities, particularly in the form of field trips, are an important part of International School 
Policy, consequently the children are encouraged to become involved in a wide range of 
field trips, and visits/exchanges during the course of the academic year.  Each national 
section is responsible for its own curriculum, staffing and general resourcing, but the 
campus is managed by a committee comprising the Principals of the eleven school 
sections under the chairmanship of the Director General.  The Director General and his 
Assistant manage the General Services branch of the school, which co-ordinates logistical 
support.  The school as a whole is monitored by the International School Board, which 
consists of the Director General and representatives from each of the Nations represented 
at SHAPE.  SHAPE School is an integral part of SHAPE and ultimately comes under the 
auspices of Commander IHSC and thence SACEUR.  Parents have the opportunity to 
enrol their children in any of the school sections, which comprise SHAPE International 
School. 

 

THE BRITISH SECTION 
 

This is similar to other Service Childrenôs Education Schools in 
that it is administered from Germany through the relevant 
authorities described above.  Class teachers are mostly engaged 
directly from the UK or are dependants of Service/MOD personnel 
stationed at SHAPE. All are British-qualified teachers.   

 

SCHOOL HOURS  
 
Foundation Stage 1 operates with morning and afternoon sessions from 09.00 ï12.00.  
Foundation Stage 2 starts at 09.00 and finishes as 15.15. Full-time pupils attend school as 
follows:  
 

    Key Stage 1 (Infants) Key Stage 2 (Juniors) 
 
Morning Session   08.55 - 12.15   08.55 - 12.15  
 
Afternoon Session   13.20 - 15.25   13.20 - 15.30  
 
Teaching hours per week *    23 hours     23.5 hours   
 
There is a daily morning break between 10.30 ï 10.50 hrs. 
 
These times may be subject to change, but you will receive advance notice should any 

alteration need to be made.  * The teaching hours illustrated above do not include 
time taken up by school assemblies, registration or break times. 
 
Most children come to school on officially organised school buses.  Some of this transport 
arrives on campus early. A member of staff is positioned at the campus bus stop to assist 
the children to make their way to the British School playground. An additional member of 
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staff is on duty on the British School playground to supervise the children who arrive early 
on the buses.  The teaching staff of the school are not on duty until 08.45 hours, after 
which time a teacher will be present on the playground.  Children who walk to school or 
who are brought by parents should therefore arrive between 08.45 - 08.55 hours and 
should assemble in the playground adjacent to the British Section unless it is raining.  If 
the raining, children should assemble under the covered area in the main playground next 
to the Elementary gymnasium.   
 
If your children go home for lunch they should not return to school before 13.15 hours 
unless they are attending officially organised school lunch-time activities.  If you come to 
collect your child at the end of the afternoon, please wait at the main entrance or inside 
the school entrance in times of bad weather, until the children come out.  Please do not 
wait in the corridors outside the classrooms since this disturbs end-of-day activities and 
can cause unnecessary congestion.  We have also been asked by the German Section to 
dissuade parents from using the corridor through their school. 
 

SCHOOL MEALS 
 
A school meals service, similar to that run in other Service 
Childrenôs Schools, is available.  All children, whether they live 
of SHAPE or further away, are able to stay to school lunch.  As 
charges for school meals are liable to change with fluctuations 
in the exchange rate it is necessary to enquire of the school 

secretary as to the current cost..  Parents are notified at the end of each month as to the 
amount owing for that monthôs school meals.  We request that you pay the bill by the 10

th
 

of the following month by direct payment through the bank. A weekôs notice is required 
before starting or stopping school meals before the end of the month.  A minimum of one 
monthôs meals consecutively must be taken and casual meals are not possible.  Children 
are also permitted to bring a packed lunch if they wish.  Parents are requested to 
provide sensible lunch boxes of an unbreakable type clearly labelled with the 
childôs name.  All lunches are consumed in the school hall and are 
supervised by paid lunch-time supervisors.  Children who stay at school for 
lunch are not allowed off the school campus unless a note is sent and they 
are accompanied by an adult.  When collecting your child, please report 
first to the school office or a Lunchtime Supervisor. Separate arrangements are 
made for FS pupils and are outlined in the FS handbook. 
 

BREAKTIMES 
 

   During morning and lunch breaks all children are expected to go    
 into the playground unless it is raining or it is decided that it would 
be preferable not to do so.  The adult on daily duty will take this 

decision since s/he will be out on the playground supervising activities.  
Lunchtime supervision is currently managed by nine paid lunch-time supervisors. 
 
In order to foster healthy teeth and also to alleviate litter problems on campus, please do 
not give your child sweets, chocolate or crisp-type snacks for mid-morning 
break.  A piece of fruit or a muesli-type bar would be far more sensible. 
 

TRANSPORTATION 
 

This is not the responsibility of the school! 
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If school transport is required you must call at the International School Bus Office, Building     
       710 on the School Campus by the International Cafeteria, and 

register your child (Tel 4013).  At the same time you will be given a 
bus pass which should be carried at all times by your child.  
Registration is required before the start of the school year and    
 notification must also be given if you change your address during  

  the course of the school year.   
 
Any complaints about school transport should be addressed through the International 
School Bus Office or via the Director General of SHAPE International School. 
 
Your child will always be put on his/her usual bus unless a written request for a change is 
sent to us.  Telephone messages should be the exception and only for emergencies.  If 
you have more than one child in school each teacher must be given a letter.  No verbal 
messages from the children will be accepted.  It is a parental responsibility to let us know 
of any changes in routine.  If, for any reason, your child should manage to miss the bus at 
the end of the school day, s/he must return to the school office and report to us.  This is so 
that we know where they are and so that you can be contacted and informed of their 
whereabouts.  To prevent accidents parents are reminded that it is their responsibility to 
take their children to, and meet them from, the bus at the appropriate stopping point. 
 

Bad weather:  It is possible that this part of Belgium can occasionally have heavy snow or 
freezing rain.  If the weather is very bad first thing in the morning, 
announcements will be made on AFN/BFBS radio as to whether the buses 
will be running or not.  If the buses are not running there will be no 
school for all pupils.  The Bus Office will also leave a message on their 
answerphone on Ext 4013. The same ruling will apply if there is no 
transport on the next day.  However, the Principalsô Committee will 
meet on the second day to decide what will happen on subsequent 
days.  Announcements will be made on AFN/BFBS radio as to what 
has been decided.  These announcements will be given between 06.30 - 08.00 hrs.  If the 
decision has been taken to open school it will remain open for the rest of the school day.  
Parents would be advised to check with the school office if in doubt. 
 

Leaving or Change of Address 
 

Please notify the school secretary in good time before leaving SHAPE 
at the end of your tour.  About three weeks prior to departure gives 

the school ample warning for the preparation of reports and leaving 
documents for the next school.  These are to be carried in your 

familyôs hand-baggage and presented to the next school on arrival. 
 
If you change your address or telephone number (home or duty) during the course of your 
tour, please let the school secretary know immediately.  If we wish to contact parents in an 
emergency it wastes a lot of time if the information we have is incorrect.   
 

Labelling 
 
Please label all clothes, bags etc. with your childôs name and UK Section. 
 

 

Absences from School 
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Please write a letter to your childôs teacher if s/he has been absent for any reason.  No 
child will be released from school to visit the dentist/doctor unless a parent collects the 
child from the school office.  This regulation is for the safety of your children so your co-
operation would be much appreciated.  It is a parentôs legal duty to ensure that his/her 
child attends school regularly, so please try to ensure that holidays are taken, as far as 
possible, during school closure times.  In times of illness it is understood that the best 

place for your child is at home.  Appendix A sets out in detail SCE policy on absence 

from school and should be read by all parents. 
 

Administration of Medicines in School 
 

We have a standing instruction concerning the administration of 
medicines to children who return to school after a period of illness.  The 
instructions are available in the school office for all parents to read, but 
the crucial factor is that where I, as Headmaster, decide that it is in the 
best interest of a pupil to have medicines administered by an adult 
member of the school staff I can make such arrangements provided that: 

 
a) the adult is willing to administer the medicine 
b) the parent has given clear, written instructions concerning dosages 
c) parents requesting their children to take medicine in school have signed a written 

indemnity in favour of the school and the person administering the medicine.  A 
standard form exists for this purpose and is held in the school office if required. 

 
Use of Inhalers in School:  the SCE standing instruction advises that, in general, these 
should be stored in a designated cabinet in the school office.  However, the advice of the 
SMO (UK Medical Centre in SHAPE) and the SAC is that inhalers should be kept readily 
available for the children to use and children should therefore be permitted to keep them 
handy in their school bags.  This applies particularly to the younger children. Inhalers 
should be clearly named. 
 

Discipline 
 
Discipline is generally not a problem, but children occasionally need reminding about 
some aspects of their behaviour.  If your child behaves badly on a frequent basis you will 
be asked to come in to school to discuss the matter with us so that we can agree a joint 
approach towards solving the problem.  However, it should be borne in mind that, in 
extreme cases, the Head teacher has the power to exclude a pupil from school in 
accordance with SCE Standing Instructions. 

 

Behaviour 
 
Children are expected to behave well and display good manners and considerations for 
others at all times.  They are expected to show respect for the schoolôs, their own and 
other peopleôs property. All classes have their own behaviour policy and a leaflet 
explaining it is issued to new families in their arrival pack. Please read this leaflet and be 
sure that your child understands exactly what is expected of him/her as a responsible 
member of the school. 
 
 

School Insurance 
 
All pupils are to be covered by the SHAPE International 
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School insurance policy. Currently this is provided at a cost of ú8 per pupil payable via the 
school office at the beginning of the academic year or part thereof.  This is a requirement 
for all sections of the school under Belgian law. 

 

Reading 
 

Reading is crucially important and here at SHAPE School we are concerned to give 

every opportunity and encouragement to develop good reading habits.  We have a 

well developed home/school policy in order to involve parents in the reading 

process. Each child will have a reading card for you to record your comments and 

observations.  On the inside cover of the card will be a few helpful suggestions to 

aid you. 
 

The school has a wide selection of reading materials for your children to choose 
from.  Our core scheme is Reading 360, but this is supplemented by selections 
from most other schemes and story books, most notably Oxford Reading Tree.  
The reading scheme books are colour coded and children choose their home 
readers from the appropriate shelves.  We expect parents to share these 
books with their children each evening and ensure that they are returned to 

school the following day.  Parental help and interest in the childôs reading progress 
is vital.  Please do participate actively and please do keep in close liaison with your childôs 
teacher who will be only too happy to discuss matters of concern, problems and 
successes with you. 
 

Library: We have a very good central library.  Children are encouraged and allowed 
to borrow two books at a time which may be taken home.  Please encourage your child to 
use this facility.  A sturdy bag is necessary for carrying books between home and school - 
books will not be allowed home if they are not properly protected.  Replacement of ótattyô 
books is a constant headache and a tremendous expense.  Lost 
or damaged books will be charged to the parents concerned. 
 
In addition to the school library, each classroom has its own 
library corner which contains a range of interesting and 
appropriate books. Reading is given the prominence necessary 
to ensure that children appreciate how important it is.  Our aim is 
to develop a love of reading and an appreciation of books.  There is no limit to the amount 
of reading we ask you to share with your child. 
 

Book Shop: We have a book shop in school which stocks paperbacks from a wide range 
of publishers.  Prices are based on those in the UK plus a small percentage to cover 

administration costs.  Children are able to browse through the shelves and 
save up for the books of their choice using a savings card. The book shop 
is situated in Room 106 and is open at the times displayed outside the 
shop. Parents who would like to help run the book shop are very 

welcome. In this connection, we are always glad of offers of help from parents for the 
library and other activities. 

 

 

 

After-School Activities 
 
Due to the problem of school buses, the after-school activities which 
can be offered are limited.  Consequently, most groups meet during 
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the lunch break.  However, may I remind you of the wide variety of activities on offer at the 
Youth Centre for children from the age of six upwards.  These take place after school, in 
the evenings and at weekends and range from pottery to music, French to swimming, 
ballet to karate ......Beavers, Cubs, Scouts and Guides meet at the óGreen Gymô, whilst 
Rainbows and Brownies also meet in the school hall after school on Tuesdays and 
Thursdays. 
 

Recorders: Recorder groups are usually organised during school lunchtimes.  A pre-
requisite for joining a group is the possession of a recorder!  These may be purchased at 
the school office.  We would also be delighted to hear from any ómusicalô parents who feel 
able to give up a series of lunchtimes in order to help with recorder or other musical 
activities. 
 

Organisation and Curriculum    
 
Like all other Service Childrenôs Education Schools, this school is supervised by an 
advisory and inspectorial staff and is subject to inspections by OFSTED Inspectors.  Due 
to the large number of children arriving and departing throughout the school year, teaching 
styles and classroom management are geared to a much more individual approach to 
learning, starting at the point where the child is rather than where the majority of the class 
is.  The teachers cannot assume anything and we often find gaps in new entrantsô learning 
which have to be filled.  Our overall class/year group organisation is flexible and depends 
on the numbers of children we have in the different age groups and the number of 
teachers we have allocated to us by the Authority.  At all times our first concern is to make 
the best possible provision for the children with the resources we have available. 
 
Like other SCE Schools and LEA schools in England and Wales, this schoolôs curriculum 
is based on the UK National Curriculum.  Copies of our curriculum documents can be 
viewed in the school office. 
 
English 

 
This is one of the core subjects of the National Curriculum and children are taught 
according to the framework of the National Literacy Strategy.  Much of the language work 
dovetails closely with the development of reading skills, but equal importance is placed on 
the creative, speaking, listening, grammatical and presentational skills appropriate to the 
childôs stage of development.  An extremely wide range of equipment and materials is 
available in the school, which also boasts an excellent library.  English skills, it must be 
emphasised, are not confined simply to the óEnglishô lesson.  Learning the skills of our 
language is important - handwriting, spelling, sentence construction, elementary 
punctuation and so on - but the use of language throughout the curriculum and the skills 
associated with that use are also of great importance in the development of your childôs 
facility with English. 
 
 
 
 
Mathematics  
 
This is one of the core subjects of the National Curriculum.  The major 
óschemeô in use throughout the school is óStepsô Mathematics (Collins) 
supplemented by a wide variety of other schemes, practical and problem-
solving materials.  As with language work, children are taught according to 
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the framework of the National Numeracy Strategy.  Emphasis is placed on understanding 
through practical experience, computational skills and the wider areas of mathematics 
required by the National Curriculum.  Samples of the materials in use can be viewed by 
parents when they visit the school.  We also place importance upon the learning of 
number bonds, which includes ótablesô 
 
Science 

 
This is a core subject of the National Curriculum.  Science is an integral part 
of our curriculum and crosses most ósubjectô areas and boundaries.  Children 
are guided in the development of their observational, deductive, 
experimentation and recording skills, and are encouraged to draw conclusions 

and develop a range of research and practical skills in the process.  Where 
possible, science activities are co-ordinated and integrated into the topics being studied by 
the various year groups. 
 
History, Geography, Art & Technology 

 
These are foundation subjects of the National Curriculum and 
are tackled in a variety of ways which both highlight the 
individual concepts and skills but also highlight the 
interdependence of the subject matter and the absence of real 

boundaries between one curricular area and another.  Geographical skills 
overlap with historical skills for example, and the topics children engage in 
during the course of their class work are designed to give a balance of study 
and experience over the length of the academic year. 

 
Information and Communications Technology (ICT) 
 
IT is an integral part of the technology programme set out in the National 
Curriculum.  All classes have a computer and the aim is to achieve the 
aims of the National Curriculum by integrating IT/computer work with other 
subject areas.  Experience in keyboard skills, databases and word-
processing will be planned as an integral part of normal lessons.  The 
school also has a networked computer laboratory of 15 machines and a part-
time IT Assistant to support pupilsô work in this area of the curriculum.  The help of 
volunteer parents to assist with computer work would be much appreciated. 
 
Religious Education 
 
This is a statutory requirement and the school follows the Authorityôs policy on 
RE.  Following the 1944 and 1988 Education Acts there is an assembly each 
day either in the school hall or in the childôs classroom.  The Padre visits the 
school on a weekly basis to conduct a whole-school assembly.  If you wish 
your child to be excluded from RE or assemblies please consult with the 
Headmaster. 

 
French 

 
Although not a National Curriculum requirement at the primary school level, we are 
fortunate in being able to offer French teaching to children from FS1 upwards.  The 
amount of time we have for these lessons is limited and the approach is mostly 

oral in content. 
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Music 

 
All classes have weekly music lessons taught by a specialist teacher.  
Children engage in a variety of musical activities ranging from singing, 
composing and evaluating music, experimenting with rhythm and sound, to 
the playing of pitched and unpitched instruments. 
 
 
Physical Education 

 
All children are expected to engage in the PE programme, whilst the children 
from Year 5 upwards have a swimming programme in addition.  Parental 

help with swimming lessons and supervision is always welcome - you donôt 
have to be of Olympic standard to stand in the shallow end of the pool!  If 
you would like to assist us in this valuable activity please contact us at the 

school. 
 

Equipment:   for swimming lessons, in addition to the swimming costume and towel, a 
waterproof bag and swimming cap are also required.  PE and swimming bags can be 
purchased at the school office.  Please ensure that all PE and swimming gear is clearly 
labelled with your childôs name.  We share the pool and gymnasium facilities with the other 
school sections so unlabelled equipment is difficult to trace. 
 

PE Clothing   
   
FS2 to Year 2 -  a pair of plimsolls for outdoor summer use.  Shorts, T-shirt or 

leotard are optional. 
   
Year 3 upwards - plimsolls, shorts, T-shirt or leotard, outdoor training shoes.  A 

track suit for winter use. Training shoes/plimsolls must have 
non-marking soles. 

 

Absences from PE/Swimming:   Just like other curricular 
areas, PE and swimming are a compulsory part of our 
curriculum and children may only be excused for valid 
reasons and on production of a letter from parents.  As well 
as being important for a childôs physical development, problems of supervision are caused 
when a child has to be excluded from an activity being shared by the rest of the class. 
 

 

 

 

 

 

 

Special Educational Needs 

 
A member is staff is designated to co-ordinate the education of children with Special 
Educational Needs (SEN).  All children with SEN are taught in mainstream classes and 
their needs are met by the production of Individual Education Plans (IEPs) drawn up by 
class teachers in conjunction with the SEN Co-ordinator (SENCO).  The IEPs are 
implemented in classrooms by Learning Support Assistants (LSAs).  We also have access 
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to assistance and professional advice from the Child Guidance Service at HQ SCE in 
Wegberg.  Parents are always consulted and kept fully informed when their children have 
need of this special support system. 
 
Appendix C outlines the schoolôs provision for pupils with SEN in a little more detail. 
 

Homework 
 
A copy of the schoolôs homework policy will be given to all parents on arrival and further 
copies can be obtained from the School Office. 
 

Home/School Agreement 

 
This will also be given to parents on arrival. 

 

Home-School Communication 
 
This is not always as simple as it may appear.  In order to establish a routine in the 
provision of information, the school will send a newsletter home on the last school day 
each week - usually Friday.  Please check your childôs bag each Friday - and please read 
the letters! 
 

Educational Visits 
 
Educational visits and field trips, with overnight stays for children from Year 5 upwards, 
are part of the International School integration policy.  Children may be involved in day 
visits to places of local interest with members from other international school sections.  
The older children are encouraged to take part in longer visits to centres in Belgium and 
elsewhere.  These longer visits are part of the courses of study the children are following 
and are superb opportunities for children to experience living away from home and to form 
friendships with children from the other SHAPE nations.  Parents are asked to make every 
effort to allow their children to take part. Of course, a charge is made to cover the cost of 
accommodation, transport and so on, but the visits represent excellent value and are 
subsidised from international funds so the real cost is never passed on in full.  Please note 

that the transport used for day visits will be normal school buses which do not have 
seatbelts fitted.  For residential visits transport will be provided from HQ SCE sources and 

will have seat belts fitted. 

 

Emergency Procedures 
 
Fire drill is practised at the beginning of each term.  It is an unfortunate comment on our 
world that we occasionally receive bomb threats at the school.  All have so far proved to 
be hoaxes, but all are taken seriously. 
 
When we receive such threats, the school is evacuated on advice 
from the Provost Marshal.  The children are mustered on the sports 
ground, but if we have to remain outside or if the weather is 
inclement, the British Section pupils will transfer to the UK Mess 
behind the UKSU.  We can only return to the school when the all-
clear has been given by the Provost Marshal.  If the decision is taken 
to close the school the buses will take the children home.  Every 
effort will be made to contact parents by telephone (hence the need for up-to-date 
information) and announcements will be broadcast on AFN/BFBS radio.  If we have not 
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managed to contact you or a neighbour your child will be kept at the UK Mess until the 
normal school closure time.   

 

School Reports 
 
You will receive a comprehensive, written report on your childôs work and 
progress shortly before the end of each academic year.  You will also have the 
opportunity to meet with the teachers to discuss your childôs report and comment 
upon it. 
 
All children, on transferring from SHAPE, receive a transfer report for parents 
and their next school along with appropriate records of their achievements.  

Parents are required to sign for records when they collect them from the 

school office and carry them to the childôs new school.  Do not forward the 
records with your baggage - your childôs new school will require the information the report 
package contains on your arrival.  
 
 

School Uniform  
 
School uniform consists of the following: 
 

Winter wear for boys: grey, black or dark blue trousers polo shirt and school 
sweatshirt in school colours 

 
Winter wear for girls: as above but with the option of skirt, smart trousers or 

pinafore dress. 
 

Summer wear for boys:  the option of short trousers in the above colours with a 
school polo shirt and sweatshirt as the weather dictates. 

 
Summer wear for girls:   as above, but with the additional option of a pink, blue or 

green gingham or striped summer dress. 
 
Sweatshirts and polo shirts with the school emblem are available from the school office on 
arrival. 
 
The colours available are: navy, wine (claret) and bottle green.  The colour scheme and 
the uniform itself was selected by the parents and children in a survey carried out by the 

PTA and the children themselves.  Jeans or tracksuit bottoms must not be worn to 

school. 
 
Children are not permitted to bring penknives, replica firearms or matches to school and 
watches and jewellery are worn at the parentôs risk.  Earrings are not to be worn during PE 
or swimming lessons so parents must ensure that their children do not wear them on days 
when PE or swimming are on the timetable.   
 
In winter, all children must come to school with a warm, waterproof outdoor coat and, 
when it is particularly cold, with scarf and gloves.  A separate pair of indoor shoes must be 
provided at all times for wearing in school.  Our recreation areas outside can become very 
muddy so, to protect both the carpets and your childôs clothing, we insist that the children 
change their shoes. 
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Open Evenings/Parent-Teacher Conferences 
 
We are continually trying to offer a programme of meetings and 
consultations that parents require.  In addition to the following 
óformalô programme of meetings we operate an óopen doorô policy 
whereby parents are invited to come into school at any time to 
discuss their concerns with myself and the class teachers.  If, for 
any reason, we are not readily available you are invited to make 
an appointment for a mutually convenient date and time. 
 

Autumn Term: During the first two weeks of the school year, parents will receive a 
curriculum statement which will outline the programmes of study the children will be 
following during the term.  Further termly statements will be sent home during the spring 
and summer periods.  Towards the middle of the term, you will receive an individual 
appointment with the class teacher to discuss your childôs work and progress. 
 

Spring Term: In the middle of this term you will also receive an individual 
appointment with the class teacher to discuss your childôs work and progress. 
 

Summer Term: At the end of the summer term we hold an Open Afternoon for 
parents to visit the school and their childôs classroom.  During the course of this afternoon 
a combined SAC and PTA Annual General Meeting will be held in the school hall.  At this 
meeting the annual report of the SAC will be discussed and committee members for the 
following year elected where necessary.  All parents are encouraged to attend. 
 
It is important that every effort is made to keep these appointments, but if an appointment 
time/date is really inconvenient, arrangements can be made to hold the meeting at a time 
suitable for both yourselves and the school.  Please try to keep your given appointment - 
remember, a telephone call at the last moment is preferable to not turning up and wasting 
everyoneôs valuable time. 
 

Secondary Education 
 
After Year 6, at the age of eleven, children must transfer to the secondary phase of 
education.  This means either Windsor School, Rheindahlen, which has a boarding 
element, or sending your child to a school in UK.  Some parents may elect to enter their 
child in one of the secondary sections of SHAPE School (US/German/Belgian High School 
Sections). 
 
For children transferring to Windsor School there is a programme of familiarisation visits 
set up each year to allow parents and children to see the facilities, meet with teachers and 
other pupils etc.  These visits usually take place in the summer term.  Windsor School 
staff also visit SHAPE for consultations with parents.  Advice on Boarding Schools in the 
UK may be obtained from the Headmaster or the Education Office, UKSU. 

 

Parents in School 
 
It is a declared part of our school policy to maintain as close links as possible with you, the 
parents.  We welcome you in school for any reason - please donôt feel you need an 

excuse to come and see us.  It is doubly important that you should come and see us 
if you or your child have any problems or concerns. 

 



 17 

We particularly like to see you if you wish to help out in any way.  We have a wonderful 
team of parents who run our library, organise the bookshop, help with cookery, pottery, 
crafts, reading, swimming, mathematical games, computers .......the list goes on and on.  
Without their help - without your help - the school would be a much less vibrant place and 
the children would lose by not having the benefit of this additional expertise, attention and 
patience.  Donôt be shy, you donôt need to be an expert at anything in particular, but if you 
would like to offer your help please come along and see us. 
 

And Finally...... 
 
We hope your child will be happy and contented in our school, for an unhappy child will 
not learn as well or make the same progress as a happy one.  Please do remember that 
we are here to help you, so if you do have any concerns, worries or even praise, please 
come and see us.  After all, your aims and ours are the same - to nurture a happy, 
confident child who wants to come to school and learn to the best of his/her ability.  Our 
aim is to set and achieve high standards in all that we do.  We see ourselves as in 
partnership with you, the parents, in order to gain the best advantage for the children in 
our care.  If we can work well together who knows what we might achieve? 
 

This information was correct at the beginning of August 2010, but may have to be 

revised from time-to-time. 
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Appendix A 
 

PUPIL ABSENCE FROM SCHOOL 
 

Background 
 

It is the legal duty of parents/guardians of pupils of statutory school age to ensure 
that such pupils attend their designated school during such times as the school is 
open for the attendance of pupils. 

 
Parents/guardians of pupils attending schools administered by Service Childrenôs 
Education (SCE) are required to comply with such attendance regulations as 
promulgated by SCE. 

 

Medical Absence 
 

The parent/guardian of any pupil absent from school for medical or dental 
appointment should inform the school in writing in advance of the absence. 

 
The parent/guardian of any pupil absent from school because of sickness should 
inform the school in writing of the reason for the absence at the end of the period of 
absence. If the absence is likely to be prolonged it would be helpful to inform the 
school in advance.  The absence from school of any pupil for compassionate 
reasons should be treated in the same way. 
 

Leave of Absence 
 

Leave of absence may only be granted by a person authorised in that behalf by 
Service Childrenôs Education.  In the case of SCE schools this person will be the 
Head teacher or, in his/her absence the person acting in this capacity. 
 

Leave of absence shall not be granted to enable a pupil to undertake employment 
(whether paid or unpaid) during school hours except:  
 

i) Employment in pursuance of arrangements made or approved under 
the Education (Work Experience) Act 1973 

 
ii) Employment for the purpose of taking part in a performance within the 

meaning of section 37 of the Children and Young Persons Act 1963 
(c) under authority granted by HQ Service Childrenôs Education. 

 
Leave of absence during term time is discouraged and may only be granted in 
exceptional circumstances.  Post Operational Tour Leave (POTL) of up to 10 days 
may be authorised by a Head teacher on return of a deployed parent from an 
operational tour of duty of at least six months duration.  When absence is requested 
for POTL the Head teacher is required to request authentication from the Unit 
Welfare Officer.  Authorisation may not be given if the educational welfare of the 
child/ren will suffer. 
 
Parents should consult SOBA(G) 3208 AMDT 37 and the SCE/BFG leaflet entitled 
School Attendance for further information. 
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Parents will appreciate that their childôs/childrenôs education is best served by regular 
and punctual attendance at school. 
 
It is the policy of the school not to set work to be completed during periods of 
absence, other than in certain cases of prolonged medical absence. 
 

Pupil Attendance Registration Time 
 

The school session at British Section, SHAPE International School begins 08.55 hrs 
daily and registration time is between 08.55 and 09.00.  
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Appendix B(i) 
 

PROCEDURE FOR FINAL WITHDRAWAL OF PUPIL ON POSTING 

 
It is important that this procedure be followed so that the school can complete the 
necessary documentation for your child in order that they may continue their education at 
your new location with the minimum of disruption. 
 
When your posting has been confirmed, please fill in the attached proforma and return it 
to school as soon as possible.  Ideally we would require three weekôs notice of leaving. 
 
Parents should call into school on their childôs last day to collect and sign for transfer 

documentation in person.  These documents should be carried back to UK in the familyôs 
hand-baggage and handed to the receiving school without delay. 
 
Copies of this leaving procedure/proforma can be obtained from the school at any time or 
can be sent home with your child on request. 
 
Your co-operation in this matter is appreciated and is important for the future education of 
your child. 
 
Please do not hesitate to contact me if you have nay queries concerning any of the above. 
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Appendix B 
  

 

 

SHAPE INTERNATIONAL SCHOOL 

(BRITISH SECTION) 
BFPO 26 

 
Tel   SHAPE Mil 5283   Tel Civil (0032)  65 44 5283 
Fax  SHAPE Mil 5614   Fax Civil (0032)  65 44 5614 

               e-mail:  sce.shape@sceschools.com 
          www.britishsection.be  

 
òAn outstanding schooló ð Ofsted, May 2006 

 
 

 
Headmaster : R W Bucknill, BA(QTS)                         Deputy Head : Mrs E Hunter, B Ed 

 

 

NOTIFICATION OF FINAL WITHDRAWAL OF PUPIL ON 

POSTING 
 

 
TO:  Headmaster, British Section, SHAPE International School, BFPO 26 
 
FROM:  NAME:ééééééééééééRANK: éééééééééééééé.............. 
 
  SERVICE NUMBER: éééééééééééééééééééééééééé... 
 
    
  CHILDôS NAME: éééééééééééééééééééééééééééé.. 
 
  CLASS: éééééééééééééééééééééééééééééééé.. 
 
  PRESENT CONTACT TELEPHONE NUMBER: ééééééééééééééé 
 
My family will shortly be leaving SHAPE on posting and I will collect my childôs school transfer  
 
documents on his/her* last day at school which will beééééééééééééééééé. 
 
AREA OR ADDRESS OF NEW SCHOOL: éééééééééééééééééé............... 
    
             
      éééééééééééééééééééé 
 
             
      éééééééééééééééééééé 
 
             
      éééééééééééééééééééé 
 
             
       
 
SIGNED: éééééééééééééé DATE: éééééééééééééééééé. 
   (Parent/Guardian*) 
 

 

http://www.britishsection.be/sce.shape@sceschools.com
http://www.britishsection.be/
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*Please delete as necessary 
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Appendix C 

 
 

 

 

SHAPE INTERNATIONAL SCHOOL 

(BRITISH SECTION) 
BFPO 26 

 
Tel   SHAPE Mil 5283   Tel Civil (0032)  65 44 5283 
Fax  SHAPE Mil 5614   Fax Civil (0032)  65 44 5614 

               e-mail:  sce.shape@sceschools.com 
          www.britishsection.be  

 
òAn outstanding schooló ð Ofsted, May 2006 

 
 

 
Headmaster : R W Bucknill, BA(QTS)                         Deputy Head : Mrs E Hunter, B Ed 

 

 

See distribution        
 
Dear Parents 
 
Special Educational Needs Provision - British Section, SHAPE International School 

 
In 1994 a revised Code of Practice for Special Educational Needs (SEN) provision in all 
maintained schools in England and Wales was produced by the Department for 
Education.  In line with its policy of reflecting sound UK educational practice, Service 
Childrenôs Education (SCE), which administers Service Schools, has adopted this revised 
Code for use in all of its schools overseas. 
 
Accordingly, SHAPE UK Section has revised its own policy and practice with regard to 
SEN and we are now in a position to inform parents as to our provision for SEN in this 
school.  I enclose with this letter, distributed to all parent, a résumé of how we aim to 
support children with special educational needs in the light of the new Code. 
 
As the enclosure states, further and more detailed information can be provided to those 
parents who require it from either myself or my SEN Co-ordinator.  Please do not hesitate 
to contact us if we can be of further help to you. 
 
Yours sincerely 
 
 
R W Bucknill 
Headmaster 
 
 
Distribution:  
 
All parents 
 
Enclosure:    
 
Provision for pupils identified as having Special Educational Needs 

http://www.britishsection.be/sce.shape@sceschools.com
http://www.britishsection.be/
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Appendix D 

PROVISION FOR PUPILS IDENTIFIED AS HAVING 

SPECIAL EDUCATIONAL NEEDS 
 
The British Section, SHAPE International School has decided to make information 
available to parents in three ways: 
 

1. Basic Information to parents. 
This gives a general idea of the schoolôs provision for Special Educational Needs 
(SEN). You are reading it now! 

 
 

2. A policy document. 
This gives detailed information about the schoolôs approach to Special Educational 
Needs and what it aims to do for children and parents.  This is available to any 
parent who requests it. 

 
At the British Section, SHAPE International School provision for children with Special 
Educational Needs can take the form of both in-class support and withdrawal although the 
emphasis is always on supporting the child across the curriculum in the classroom. 
 
When children are identified as having Special Educational Needs, we aim to provide 
equal opportunities to access the curriculum. 
 
We try to ensure that all pupils, including those with Special Educational Needs, take a full 
part in the life of the school both inside and outside the classroom. 

 
The schoolôs approach stresses that all teachers are responsible for making sure that 
every child enjoys the right to a broad and balanced curriculum. 
 
In Service Childrenôs Schools, responsibility for Special Educational Needs provision is 
shared between HQ SCE, the Head teacher and the Special Educational Needs Co-
ordinator who is responsible for the day to day operation of the policy for Special 
Educational Needs. 
 
We value highly the support and participation of parents and you are welcome to contact 
the school at any time regarding provision for your child. 
 
The Special Educational Needs co-ordinator (SENCO) in the British Section can be 
contacted during school hours through the School Secretary, Tel: (065-44) 5283. 
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REQUEST FOR LEAVE OF ABSENCE DURING SCHOOL TERM 

 

References:  A. SCE / BFG leaflet School Attendance 

                 B. SOBA(G) 3208 AMDT 37  

 

To the Head Teacher, British Section, SHAPE International School  

 

Name of Child for whom the request is being made:éééééééééééééééééééé 

Classééééééééééééé.......................... 

 

I request permission for the above named child/ren to accompany me on (please indicate) 

 

Compassionate leave    

Leave granted post active duty  

Other   

(Please specify)ééééééééééééééééééééééééééééééééééééééééééééééééééé 

éééééééééééééééééééééééééééééééééééééééééééééééééééééééééé. 

 
I understand that leave of absence during term time is discouraged and may only be granted in exceptional 
circumstances.  Post Operational Tour Leave (POTL) of up to 10 days may be authorised by a Head teacher on  
return of a deployed parent from an operational tour of duty of at least six months duration. When absence is  
requested for POTL the Head teacher is required to request authentication from the Unit Welfare Officer.  
Authorisation may not be given if the educational welfare of the child/ren will suffer.  
 

The leave requested is planned from (first date of absence)éééééééééééééé. until 

(last date of absence) éééééééééééééééé A total of éééé.. school days. 

 
A leaflet (reference A above)  explaining the importance of good attendance and the granting of authorised 
absence is available form the school office on request. 

 

Signature of parentééééééééééééééé.                          Dateéééééééé 

éééééééééééééééééééééééééééééééééééééééééééééé.. 

 
*Authorised   A total of ééé..dayôs authorised absence 

  related to the above request has now been recorded. 
 

*Unauthorised   for the following reason: 
 
*(delete as appropriate)  reason for request does not qualify for authorised absence* 

application exceeds maximum number of permitted days* 
  application received after the event* 
    

Signedééééééééé 
Head teacher 

Copy to:  Parent 
 Absence file 

Pupil records 
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SHAPE International School 

(British Section) 

Homework Policy 
 
Purposes of Homework 

 
ü to develop a partnership with parents and to involve them actively in their childrenôs 

learning 
ü to sustain the involvement of parents in the management of pupilsô learning and to 

keep them informed about the work their children are covering 
ü to encourage pupils to develop the skills, confidence and motivation to study 

independently 
ü to consolidate and reinforce the skills and understanding developed at school 
ü to extend learning through additional research 
ü to exploit resources for learning within the family and local community 
 

Type and Amount of Homework 
 
In accordance with DCFS guidelines the amount of homework set will increase as children 
move up through the school.  It is the class teacherôs responsibility to ensure that the 
homework set is appropriate and does not disadvantage some children who may not have 
the resources at home to complete a given task.  Throughout the school, daily reading 
tasks will be set plus the additional activities set out below. 
 

Key Stage One 
 
Foundation Stage: Reading activities, Home link activities 
Year One:  Reading, spelling, English and maths activities 
Year Two:  Reading, spelling, English and maths activities 
 
All of KS1 may be given practical tasks from time to time or be asked to collect 
information. 
 

Key Stage Two 
 
Year Three Weekly spellings and written work, weekly tables and number bond work.  
Homework given on Thursday and collected in on Tuesday.  Research for science, history 
and geography will also be given when appropriate.  The homework will be mainly based 
on work that has been covered in both literacy and numeracy lessons, in order to 
consolidate new concepts. 
 
Year Four Weekly spellings and written work (alternating between maths and literacy).  
Homework given on Friday and collected in on Wednesday.  Daily reading at home also 
encouraged. 
 
Year Five:      Homework will be given each day in one of the following subjects: 
 
  Science, literacy, numeracy, history or geography. 
 
            In addition, pupils will have daily reading practice. 
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Year Six:       Homework will be set each day in one of the following subjects: 
 
  English, mathematics, science, history or geography.  Reading should be 
part of                        
                      each homework. 
 
The tasks set will generally not take longer than the daily time guidelines recommended by 
the DCFS for each age range set out below, the aim being to ensure that homework is 
consistent and manageable for all pupils. 
 
ü Foundation Stage 10 minutes reading 
ü Years 1&2  20 minutes reading, 10 minutes other activities 
ü Years 3&4  20 minutes reading, 20 minutes other activities 
ü Years 5&6  10 minutes reading, 40 minutes other activities 
 
Homework will be marked regularly and appropriate responses given to pupils.  A record 
of homework set will be kept by the class teacher and parents will also be informed. 
 

Special Education Needs 
 
Homework set for SEN pupils should be balanced to allow the child to do work in common 
with other members of the class whilst ensuring that the task is suitable.  It should not be 
used as a way for the child to catch up with work not done in class, but may be linked to 
their IEP.  Work should be set in consultation with the SEN Inclusion Manager. 
 

Role of Parents 
 
Parents are encouraged to:- 
 
ü provide a suitable and quiet place for doing homework 
ü become involved and encourage children to have a positive attitude towards homework 
ü expect to have the homework completed on time 
ü give praise and celebrate achievements 
ü inform teachers of any problems as they arise and co-operate with teachers to 

implement solutions. 



 28 

SHAPE International School 

 

(British Section) 
 

ANTI-BULLYING POLICY 
 
 

Statement of Intent 
 
We are committed to providing a caring, friendly and safe environment for all of our pupils 
so they can learn in a relaxed and secure atmosphere.  Bullying of any kind is 
unacceptable at our school.  If bullying does occur, all pupils should be able to tell an adult 
and know that incidents will be dealt with promptly and effectively.  We are a ñtellingò 
school.  This means that anyone who knows that bullying is happening is expected to tell 
the staff. 
 

Definition 
 

What Is Bullying? 
 
Bullying is the use of aggression with the intention of hurting another person.  Bullying 
results in pain and distress to the victim. 
 
Bullying can be: 
 

¶ Emotional - being unfriendly, excluding, tormenting (e.g. hiding  
books, threatening gestures) 

¶ Physical -  pushing, kicking, hitting, punching or any use of  
violence 

¶ Racist -  racial taunts, graffiti, gestures 

¶ Sexual -  unwanted physical contact or sexually abusive  
comments 

¶ Homophobic - because of, or focussing on, the issue of sexuality 

¶ Verbal -  name-calling, sarcasm, spreading rumours, teasing. 
 

Rationale 
 

Why Is It Important to Respond to Bullying? 
 

¶ Bullying hurts 

¶ No one deserves to be a victim of bullying 

¶ Everybody has the right to be treated with respect 

¶ Pupils who are bullying need to learn different ways of behaving 

¶ Bullies themselves need help. 
 
Schools have a responsibility to respond promptly and effectively to issues of bullying. 
 

Objectives of this Policy 
 

¶ All teaching and non-teaching staff, pupils and parents should have an 
understanding of what bullying is 
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¶ All teaching and non-teaching staff should know what the school policy is on 
bullying, and follow it when bullying is reported. 

 

¶ All pupils and parents should know what the school policy is on bullying, and 
what they should do if bullying arises 

 

¶ As a school we take bullying seriously.  Pupils and parents should be assured 
that they will be supported when bullying is reported. 

 

¶ Bullying will not be tolerated in this school. 
 

Signs and Symptoms 
 
A child may indicate by signs or behaviour that he or she is being bullied.  Adults should 
be aware of these possible signs and that they should investigate if a child: 

¶ is frightened of walking to or from school 

¶ doesnôt want to go on the school bus 

¶ begs to be driven to school 

¶ changes their usual routine 

¶ is unwilling to go to school 

¶ begins truanting 

¶ becomes withdrawn, anxious, or lacking in confidence 

¶ starts stammering 

¶ attempts or threatens suicide or runs away 

¶ cries themselves to sleep at night or has nightmares 

¶ feels ill in the morning 

¶ beings to do poorly in school work 

¶ come home with clothes torn or books damaged 

¶ has possessions go ñmissingò 

¶ asks for money or starts stealing money (to pay bully) 

¶ has dinner or other monies continually ñlostò 

¶ has unexplained cuts or bruises 

¶ regularly comes home very hungry (money/lunch has been stolen) 

¶ becomes aggressive, disruptive or unreasonable 

¶ is bullying other children or siblings 

¶ stops eating 

¶ is frightened to say whatôs wrong 

¶ gives improbable excuses for any of the above. 
 
These signs and behaviours could indicate other problems but bullying should be 
considered a possibility and should be investigated. 
 

Procedures 

 
1. Bulling incidents should be reported to a member of the school staff by anyone 

who experiences or witnesses acts of bullying. 
2. Immediate steps should be taken to try to stop the process and to reassure the 

bullied pupil(s) that the incident will be taken seriously. 
3. It must be made clear to all involved that bullying is not acceptable behaviour. 
4. All views and all evidence should be taken note of. 
5. Advice and support should be offered to both parties. 
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6. The incident, if minor, will be dealt with by staff immediately and the outcome 
monitored to ensure successful intervention. 

7. In more serious cases the incident should be documented and reported to the 
head teacher who will officially record the facts and deal with the situation. 

8. Where appropriate the head teacher will inform parents of all pupils involved. 
9. At the discretion of the head teacher, outside welfare agencies may be 

consulted.  Parents will be informed of this fact if it happens. 
10. All parties should be kept informed at all times. 

 

Outcomes 
 

1. The bully (bullies) will be asked to genuinely apologise and be helped to 
understand why their actions cannot be tolerated. 

2. Discussions with both parties will be held in order to get the issues in the open 
so that reconciliation and reassurance can be achieved. 

3. Appropriate sanctions should be explained and agreed with the perpetrator(s). 
4. If the incident is considered by the head teacher to be serious then the parents 

of both parties will be invited into school to discuss the issues. 
5. Formal written warnings as to future conduct could be issued to parents and 

further sanctions outlined if any reoccurrence should take place. 
6. Where written records are warranted these will be placed on the perpetratorôs 

file. 
7. After the incident/incidents have been investigated and dealt with, each case will 

be monitored to ensure repeated bullying does not take place. 
 

Prevention 
 

We will use a variety of strategies for helping children to prevent bullying.  As and when 
appropriate, these may include: 
 

¶ class discussions to identify the forms that bullying might take 

¶ discussions as to why bullying is wrong 

¶ trying to find reasons why children might become bullies 

¶ class discussions to formulate responses to bullying 

¶ discussion of the problems associated with bullying in Circle Time 

¶ writing stories or poems or drawing pictures about bullying incidents to dissuade 
would-be bullies 

¶ reading stories about bullying or having them read to a class or in assembly  

¶ using role play in drama lessons 

¶ having discussions about bullying and why it matters to prevent it 

¶ having a widely-publicised zero tolerance policy towards bullying 

¶ all staff being vigilant at all times for signs of pupils bullying about the school. 
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EMERGENCY CONTACT FORM 
 
 

It is important that information held by the school is up to date.  Would you 
therefore please complete the following and contact the school of any 
changes throughout the year. 
 
 
CHILDôS FULL NAME ééééééééééééééééééééééé..éééééé. 
 
DATE OF BIRTH  éééééééééééééééééééééé.ééééé..ééé.. 
 
ADDRESSéééééééééééééééééééééééééééééééééé.é 
 
ééééééééééééééééééé.. éééééééééééééééééééé. 
 
HOME TEL NOééééééééééééééééééééééééééééééééé 
 
FATHERôS/MOTHERôS NAME AND RANK éééééééééééééééé................. 
 
PLACE OF WORK ééééééééééééééééé EXTééééééééé.......... 
 
MOTHERôS NAME AND DETAILS éééééééééééééééééééééééé 
 
PLACE OF WORK ééééééééééééééééé EXTééééééééééé... 
 
EMERGENCY CONTACT NAME éééééééééééééééééééééé.éé... 
 
TELéééééééééééééééééééééééééééééééééééééé. 
 
CHILD MINDER (IF APPLICABLE)  ééééééééééé TELééééééééééé 
 
 

MEDICAL INFORMATION 
 
 
PLEASE GIVE DETAILS OF ANY PHYSICAL OF MEDICAL CONDITION WHICH THE 
SCHOOL SHOULD BE AWARE OF INCLUDING ALLERGIES: 
éééééééééééééééééééééééééééééééééééééééé
éééééééééééééééééééééééééééééééééééééééé
éééééééééééééééééééééééééééééééééééééééé
éééééééééééééééééééééééééééééééééééééééé 
 
DOES YOUR CHILD TAKE ANY REGULAR MEDICATION? 
éééééééééééééééééééééééééééééééééééééééé
éééééééééééééééééééééééééééééééééééééééé
éééééééééééééééééééééééééééééééééééééééé 
 
 
 
SIGNATURE OF PARENT/GUARDIAN ééééééééééé. DATEééééé 


