"Relationships between pupils and the adults who
work in the school are very strong. Staff know
pupils well and this helps to make classrooms
positive and welcoming environments, where
pupils feel comfortable and ready to learn."
Ofsted School Report, June 2019

Primary School Information Book

Welcome to Harpenden Academy
On behalf of myself and all of my colleagues, I would like to extend the warmest welcome to you and your child as
you join Harpenden Academy.
We believe that Harpenden Academy provides an excellent education for our children. Fostered on a nurturing,
supportive environment which educates the children’s hearts and minds. To do this we work hand in hand with
parents ensuring that your child and their education is at the centre of all we do.
It is our mission to provide learning opportunities which are intellectually stimulating and first-hand experiences, both
inside school and in the local community, which inspire a love of learning.
It is very important for our new children to look forward to being a part of the school community. We hope that this
booklet will help you and your child prepare for this important step.
This is the beginning of what I hope will be a rewarding and happy journey for your child. We look forward to
developing a successful partnership with you so that your child can work with confidence and experience success.
If you ever have any concerns about your child, do not hesitate to contact us.
Kind regards

Mrs Lisa Davies
Headteacher

"Pupils are confident and self-assured. They listen to each other, showing respect
for each other's views, and managing discussions well. Pupils enjoy coming to
school and appreciate the support that they receive from teachers."
Ofsted School Report, June 2019
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Headteacher Mrs L Davies
Vice Principal Mrs V Johnston
Senior Leadership Team EYFS Leader – Mrs M Aylott
KS2 Coordinator – Mrs K Watson
Inclusion Leader Mrs R Cherry
Office Manager & Admissions Officer Mrs K Jackson
School Address Vaughan Rd, Harpenden, Herts, AL5 4EL
Telephone / Website 01582 716910 / www.harpendenacademy.co.uk
e-mail Office – office@harpendenacademy.co.uk
Finance – finance@scholarseducationtrust.co.uk

2

SETTLING IN

Harpenden Academy is a friendly, nurturing and welcoming place where children feel happy and safe.
The organisation and atmosphere of the school is designed to support children, staff and parents. Parents and every child will
be supported by their class teacher and teaching assistant, who will always be available to provide professional advice.
In the event that the class teacher is not able to help you, your next step will be to contact the Key Stage Leader and then the
Vice Principal. In the unlikely event that the situation hasn’t been resolved, the final step is a meeting with the Headteacher.
Please email the office with your concern or query and we will forward your communication on to the relevant staff member.
Our school community are here to help you and your child settle in to school life. Please do ask the office any questions that
you have. The office is open from 8.00am-4.00pm on school days and you can email them at office@harpendenacademy.co.uk
or phone on 01582 716910 within these working hours.

The school’s focus on developing pupils’ social, emotional and mentalhealth needs is a particular strength. Pupils are understood as
individuals. Leaders and staff do everything in their power to support
pupils’ individual social, emotional and mental-health needs. As a result,
pupils develop well as happy and successful human beings.
Ofsted School Report, June 2019
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STARTING RECEPTION

Before starting in Reception there will be a series of meetings for both parents and children which will provide opportunities to talk
to the staff and ask any questions regarding the Early Years Foundation Stage approach and our starting and settling in
procedures.
Our Reception teacher will contact your child’s nursery in the June before your child starts school. At the start of the Reception
year you will receive an additional home visit (Government guidelines permitting) when we will have the chance to see your child
in their home environment where they are relaxed and at ease. This allows us the opportunity to talk to parents on a more private
level and to find out more about your child’s personality.
In September your child will start school with part time sessions and with a small group. This allows teaching staff to give each
child more attention, get to know them and assess their individual needs. Children join the full class and stay for lunch from the
second week. By the third week the children attend full time and as a full class.

To help your child settle more easily into school routine, encourage him/her to be independent and be able to do the following
things:








Respond to their name
Go to the toilet independently
Wash their hands
Put their coat on and zip it up
Tidy toys away
Eat with a knife and fork
Put their shoes on
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THE EARLY YEARS FOUNDATION STAGE

The Early Years Foundation Stage (EYFS) sets the standards for learning, development and care for children from birth until the
end of the Reception year of Primary School.
It aims to develop each child to their full potential by offering a ‘principled play based approach to learning and development’.
Young children learn best through play and Early Years practitioners will be able to provide your child with appropriate play and
learning experiences for their stage of development and help them develop new skills. The activities that are provided for young
children will underpin the skills they need to achieve the Early Learning Goals at the end of their Reception year at school.
The EYFS curriculum enables practitioners to recognise a child’s strengths and areas of development in order to develop new
skills. For young children it is important they are made to feel safe and secure in their surroundings. This is aided by having a key
person within the class who gets to know you and your child well and builds a positive relationship with you as a family. In
Reception at Harpenden Academy your key workers will be the Class Teacher and the Teaching Assistants.
In the EYFS, there are seven areas of learning and development. There are three prime areas that are particularly important for
igniting children’s enthusiasm for learning:




Communication and Language
Physical Development; and
Personal, Social and Emotional Development

Leaving four specific areas through which the three prime areas are strengthened and applied. These four areas are:





Literacy
Mathematics
Understanding the World
Expressive Arts and Design

All areas of learning and development are important, interconnected and learning activities often cover many of the areas. Each
area is divided into stages of development and practitioners are able to identify resources and learning opportunities for individual
children dependent on their developmental needs.
The EYFS also encourages practitioners and parents/carers to work together. For you this means the opportunity for you to input
information about your child’s development in discussions with your class teacher. At Harpenden Academy we have an open door
policy which means we are always ready to help and discuss anything concerning your child’s welfare and education.
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UNIFORM
A very high standard of uniform is expected at all times throughout the school day and on the way to and from school.
Please ensure that all items of uniform and equipment are clearly marked with your child’s name.
All items can be obtained from the school suppliers:
School Uniform Shop
www.foha.ecwid.com
Uniform items will be available to pick up from the school office within two business days. Delivery can often be much quicker if
you let us know that you need something urgently. We sell uniform supplied by one of the school’s official suppliers, Schools
Direct. Prices include a small donation to FoHA (£1 for garments, 50p for bags) as well as a charge to cover our transaction
fees. We can arrange a time for you to try on garments for size before placing an order. Returns or exchanges are accepted for
unworn items. Please email fohashop@icloud.com with enquiries and we will be happy to help.
STEVENSONS
Established in St Albans in 1925
10 Leyton Rd, Harpenden, AL5 2TL, 01582 968939
133-155 Victoria Street, St. Albans, AL1 3XS, 01727 853262, stalbansbranch@stevensons.co.uk,
https://www.stevensons.co.uk/my-account/Register
Monday-Friday 9.00am-5.30pm
Saturday
9.00am-5.30pm

EYFS & KS1 Uniform
EYFS & KS1 Winter Dress

Grey trousers can be worn if preferred
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EYFS & KS1 Summer Dress
WINTER

SUMMER

Plain skirt/pinafore/ trousers

Gingham dress

Polo shirt & logo

Sweatshirt cardigan & logo

Sweatshirt cardigan & logo

White/navy short socks

White or grey long socks or tights

Black school shoes or white, tan, black
sensible closed in sandals

Black school shoes

KS1 Uniform
KS1 Winter Uniform

WINTER

SUMMER

Plain grey trousers

Plain grey trousers or shorts

Polo shirt and logo

Polo shirt & logo

Crew sweatshirt & logo

Crew sweatshirt & logo

Dark socks

Dark socks

Black school shoes

Black school shoes
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KS2 Uniform
KS2 Winter Uniform

Grey trousers and a white blouse can be worn if preferred

KS2 Summer Uniform

8

KS2 Uniform
KS2 Winter Uniform

KS2 Summer Uniform
Please note the shirt can be
short sleeved for the
Summer.

WINTER

SUMMER

Plain grey trousers

Plain grey trousers or shorts

White long sleeved shirt

White short sleeved shirt

V necked knitted jumper & logo /
knitted cardigan & logo

V necked knitted jumper & logo

White or grey socks

White or grey socks

Black school shoes

Black school shoes
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Key Stage 1 & Key Stage 2 PE Kit
SPORTSWEAR
Shorts/Skorts—navy blue
Coloured T-shirt to reflect the family group (with logo).
White socks
Black plimsolls/trainers
Jogging pants (optional) - navy blue

SCHOOL UNIFORM RULES



Jewellery – The only jewellery permitted in school are plain gold/silver stud in the lower lobes.
Hair – should be kept clean and tidy and should not be worn in any extreme style or have an appearance inconsistent, in the
Headteacher’s opinion, with traditional good standards of uniform. No patterns or tramlines should be shaved into the hair
or the eyebrows. Hair should not be shaved below a grade 2. Long hair should be fastened or tied back with black, white or
navy colours. Hair ornaments should not be worn. Hair bands/hijabs must be plain and either black, white or navy.

OTHER ITEMS REQUIRED IN SCHOOL
Water Bottle
Please send your child into school with a full, named bottle of water every day.
Book Bag
School book bags are available for purchase from Stevensons, the uniform supplier.
Strong waterproof sports bag or rucksack
The children require a strong waterproof sports bag or rucksack not ‘handbag’ style for PE kit.
Change of clothes
We encourage creative and sometimes messy or wet play. We understand ‘accidents’ can happen. Please ensure a named
change of clothes are kept in school for such incidents.
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Wet weather clothing
Children will also need to have some wet weather clothes and wellies to allow them to play outside irrespective of the weather.
Please leave these in school so your child can use them as necessary.

PROPERTY AND LOST PROPERTY
All personal property should be clearly marked with your child’s name.
Please do not allow your child to bring any valuable property into school. If your child finds or loses property they should first look
in the lost property area in the KS1 block and then go to the school office. The safety of property or items brought into school
remains the responsibility of the children.

THE SCHOOL DAY
The daily timetable is as follows:
08.30am – 08:45am

Soft start

08.45am

School Starts & Registration

10.15am-10.30am

Break time KS1

10.30am-10.45am

Break time KS2

12.00pm-1.00pm

EYFS & KS1 Lunch

12.30pm – 1.30pm

KS2 Lunch

3.20pm

End of School Day
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DROPPING OFF AND COLLECTING YOUR CHILD
School begins at 08.45am and ends at 3.20pm.
In the morning, drop your child off at school at their EYFS gate or KS1/KS2 entrance. At the end of the day please pick your child
up from the playground.
It is important that we know the details of the adults who are permitted to collect your child, for their safety and security.
If their name is not given as an emergency contact on your Data Collection Form, they will NOT be allowed to leave the premises
with your child. If for any reason someone whose name has not been given as an emergency contact will be collecting your child,
please inform their teacher via the school office.
Please complete the ‘Emergency’ contact information in the Data Collection Form enclosed to inform us who is permitted
to collect your child.
GETTING TO SCHOOL
As part of our travel plan we actively encourage all parents and children to walk, scoot or cycle to school if possible. There is no
parking on site for parents and carers. There is parking in the surrounding roads of the school and Bowers Way East and West
NCP car parks adjacent to the school.
At the KS2 entrance at the top of Vaughan Rd there is a scooter/bike park which children can access. This is locked daily after
pick up and drop off.
We insist on the wearing of a bicycle helmet for cycling or scooting.
Please do not drive up Vaughan Rd to use it to drop off your child and for use as a turning circle as this is unsafe to the children
in school.
Children in Year 5 & Year 6 can walk to/from school alone on the parent completion of a ‘Lone Traveller’ form. Please collect
this form from the office or access it via our website.
LUNCHTIME ARRANGEMENTS
Over the lunch break your child may do one of the following:
a)
b)

Remain at school and have a school meal
Remain at school and have a packed lunch in the school Dining Hall

We encourage as many students as possible to have a school lunch, as the food is of a good standard and the kitchen staff
excellent. Since September 2014 the nationwide scheme ‘Universal Infant Free School Meals’ has been available. This means
that all children attending school in Reception, Year 1, and Year 2, will be entitled to free school meals, regardless of income or
eligibility for benefits.
If your child requires a special dietary menu for food allergies, intolerances or for cultural choices, you will find further
information within this pack with details on how to apply direct to our catering company, Abm Catering.
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However if you are what the government terms ‘on a low income’ and your child qualifies for free school meals they can qualify
for other financial benefits throughout the year, regardless of whether they have a Universal Free School Meal or not. When a
pupil is on our Free School Meals register, the school receives extra money for that pupil which has to be spent only on the
education of that pupil. This extra money is called Pupil Premium and its purpose is to ensure that children from low income
families are not at a financial disadvantage during their education as a result of home circumstances.
Details of eligibility for free school meals and how to apply are attached to your starter pack email.
SNACKS
Snacks are available for our KS1 children to consume throughout the day. Water and fruit are always available.
Please ensure you provide us with accurate information about any dietary requirements your child may have.
ALLERGY AWARENESS
There are children at Harpenden Academy with life-threatening allergies to certain foods, and as our school continues to expand
year on year, pupils with allergies will increase.
Harpenden Academy has processes in place to minimise the risk to children with food allergies, currently nuts and sesame.
A. A NO NUT, NO SESAME POLICY – parents are asked to avoid foods that contain these.
B. BE RESERVED – NO SHARING – usually we encourage children to share; however, sharing food at school can be
unsafe due to allergies. Please remind your children of this risk.
C. CUT OUT – please be sure to exclude the above foods, and keep in mind not just for packed lunches in school but also
on school trips, birthday treats, junk modelling, PTA events, snacks at break time, after school clubs and sibling snacks
in assemblies.
All Nuts & Sesame, Nutella , Peanut Butter, Cereals/Cereal Bars, Seeded Bread Sticks, Seeded Bread , Buns or
Crackers, Sushi, Sesame Snaps, Houmous, Tahini, Pesto, Magic Stars, Snickers, Mars Bars. *Please note this is
not a comprehensive list of foods to avoid, labels must still be checked.

PUNCTUALITY AND ABSENCE
We hope that your child will have very few absences from school (indeed many students regularly achieve 100% attendance each
term). Our attendance target for all primary children is 97%. However, if your child is ill, we have a duty as a school to ensure
that the absence is followed up. In order to assist us, we ask you to ring the school (01582 716910) before 8.45am on the
first and every subsequent day of absence. Please leave a voicemail if there is no answer.
Please try to book medical appointments after the school day. When it is essential to visit the doctor/dentist etc. during school
time, it is important that a letter from parents be given to the school on the day of the appointment, or the day before if the
appointment is first thing in the morning.
Absence from school for reasons other than illness
We strongly discourage parents and students from taking time off during term time except for exceptional circumstances. Such
absence both undermines the ethos of the school and is proven to lead to student under-achievement. If your child is absent
from school because of a request that has not been authorised, this may lead to a Fixed Penalty Notice.
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Penalty Notice Process:
School operate the Penalty Notice process for 15 or more unauthorised sessions of absences in the current or previous term. On
the 1st of February 2016 Hertfordshire County Council changed the Penalty Notice from 21 to 15 sessions of unauthorised absence
in the current or previous term. Please note a session is half a day of unauthorised absence. The Penalty Notice requires you
to pay a fine of £60 within 21 days. If this fine is not paid within the time limit the penalty rises to £120 which must be paid within
28 days. (e.g.two parents with two children could incur a total cost of £480). If parents and carers do not pay the fine you will be
liable for prosecution for this offence. Penalty Notices are administered by the Local Authority and they have the responsibility
for issuing them to parents and carers.
Absence from Learning:
Leave of absence must be applied for well in advance, preferably at least a month, to the Headteacher. Parents do not have a
right to take children on holiday or on any other social activity in term time. Leave of absence will not usually be authorised unless
the Headteacher judges the circumstances to be exceptional. ‘Absence from Learning’ forms are available from the school office
or on the school website.
We are always grateful to parents for their support of school policy in areas such as behaviour, uniform, home learning and
avoiding term time absences. These are important aspects of school life and show parents’ willingness to support Harpenden
Academy’s drive for excellent standards. We hope that parents will understand when requests for absence are refused.

ILLNESS IN SCHOOL
If your child is taken ill in school, parents will be contacted by the school office if necessary. We would prefer all medicines be
managed out of school, but if your child requires any form of prescription medication you will need to complete a Medication
Authorisation Form, available from the school office.
Prescribed medication only can be kept by the school – in order for it to be administered, parental permission is required.
However, if the times of taking medication can be altered to fall just outside of school hours this would be preferable. Authorisation
forms are available from the school office and on the school website.
Medicines held by the school should be in their original packaging and be clearly marked with the child’s name and prescriber’s
instructions. Medicines transferred to alternative containers such as monitored dosage systems must be labelled by the
pharmacist in the same way and be accompanied by a patient information leaflet.
CHANGING CHILDREN
In the Foundation Stage we encourage children to be as independent as possible when using the toilet. However, we do
understand that accidents happen and it may be necessary for your child to be changed by a member of staff.
Our aim is that children will be taken into a small, designated area to be changed in a caring and hygienic manner in order to
minimise embarrassment. Please be aware that this situation may arise and that your child may be changed by one member of
staff.
Please advise the school in writing if you do not want your child to be changed by a member of staff. If the event occurs, we will
contact you for you to come into school to change your child yourself.
As mentioned before, you will need to provide a spare set of clothes for your child to be changed into which can be kept on your
child’s peg.
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FAMILY GROUPS
Every member of the Harpenden Academy community, children and staff, as well as being in a class and a year group, belongs
to a Family Group. The Family Groups are: Amber, Diamond, Emerald, Ruby and Sapphire
Family competitions and events
Throughout the year children have many chances to work with members of their Family Group, taking part in competitions and
events. The Family Groups meet often to discuss ‘News & Views’ to discuss current affairs and/or business in school. In July, the
Family Groups participate in a whole school Sports Day. Everyone is involved in representing their Family Group, with a splash
of bright colour; all children proudly wear their PE shirts which are coloured as per Family Group. You will be allocated a Family
Group once your admission has been confirmed so that you can purchased the correct colour PE shirt.
In addition we run a ‘spot on’ system where staff allocate coloured spots for academic and other achievements. Individually
earned spots are put in the family group pot and regularly reviewed in assemblies. The winning Family Group is allowed a treat
at the end of the academic year and results are tallied on the results board in the school hall.
COMMUNICATION WITH PARENTS
We encourage the use of communication by email and here are some of the different ways we communicate with parents:
EduLink One Communication with Parents
Harpenden Academy uses a portal called EduLink One which provides a convenient and accessible solution for the school to
communicate with parents on all aspects of school life and also allows parents to access all information about their child in one
place.

You will receive a username and password for the EduLink One App via e-mail (please contact
technicalassistance@harpendenacademy.co.uk if you do not receive this email).

What Can EduLink One Do?
Some of the EduLink One features which parents may find useful are listed below:







Absence Reporting - Parents can easily report their child absent from school due to illness. They will also be notified
via email if your child is absent from school.
Account Info - This screen will allow parents to see general information that we hold about their child.
Attendance - Parents will be able to view statutory attendance statistics for their child.
Contacts - This screen will show parents the contact information we hold on file for them.
Documents – In this section parents can find the annual school report for their child.
Forms – On occasion we will ask parents to complete reply slips through EduLink One, these are found in the forms
section.
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Messaging - We now communicate with parents via email and push notifications to the app. Parents will receive instant
paperless communications into the EduLink One communicator tool as well as to their email inbox.
Update Information – Parents can access and edit their contact details and their child’s information and consents,
keeping the school up to date with any changes. (Note: This data can be accessed by any parent with Parental
Responsibility and an EduLink One log-in).



School website – here you will find our latest news and practical information for parents. You will find our calendar,
news, gallery, policies, newsletters, letters home and other documents.



School newsletter – you will receive regular weekly newsletters on a Friday via email and all our newsletters are
published on the school website.



Class Newsletter – every 2 weeks you will receive a newsletter from your class teacher on a Friday via email.



Facebook – visit our Twitter accounts, @HarpAcademy1 for coverage on our latest events and marvellous work.



Tapestry Account – EYFS Parents online journal



Class Dojo – class app for teachers and children to communicate with parents sharing photos and videos of wonderful
classroom moments. share success. Teachers can encourage students using Dojo points for any skill or value —
whether it's working hard, being kind, helping others or excellent work.

TAPESTRY LEARNING JOURNEY - EYFS
All Reception children attending Harpenden Academy have a personal on-line Learning Journey which records photos,
observations and comments, in line with the Early Years Foundation Stage, to build up a record of your child’s experiences during
their time with us.
We use Tapestry, an online system, which is hosted within the EU on secure servers. Tapestry uses the same encryption as
online banking. A password is required to access Tapestry, and you can only view observations of your own children, or with
permission, group observations. The benefits to yourselves from Tapestry being on-line means you will have secure access (via
a website or mobile app, which you login to using your email address and a password) to your child’s Learning Journey. In
addition to viewing our contributions, we encourage you to add to it by uploading photos and comments or commenting on
observations made by us. (Please note each parent only has access to their own child’s Learning Journey).
We will give you detailed information on how to view/use your child’s Learning Journey. If you do not have access to e-mail your
child is still able to have an online Learning Journey which you can access through the use of school computer equipment
throughout the year.
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PARENT HELPERS
If any parent, carer or grandparent would like to come in and help in school they will be most welcome. Please let us know if you
have any particular talents you would like to come and share with the children. Otherwise there are a variety of activities you could
help us with such as cooking, gardening, reading a story or building models. If you are interested in helping, either as a one off
or a regular basis, please speak to a member of staff. Please note you will need to complete a DBS check and Volunteer
Reference Form to become a parent helper in school. Application information and a Reference Form can be collected from the
school office and the school funds the volunteer DBS.

FRIENDS OF HARPENDEN ACADEMY (FOHA)
You are all members of the Parent Teacher Association, Friends of Harpenden Academy (FoHA). The Association provides a
valuable link between home and the school, often to raise funds for various projects within the school. Your help and ideas at any
level is always greatly appreciated.
The PTA Annual General Meeting, to which you are invited, is held in the Autumn Term. We hope you will join us at the many
social events held throughout the year, which are very successful and great fun.
You can use ClassList to communicate directly with other parents about school and non-related school events.
Registering for Classlist







Visit classlist.com
Click ‘Join here’. Enter our school name “Harpenden Academy” click continue.
Enter your basic information (name, email and a password you select).
Your application will be sent to our school Classlist admin team for approval. This step makes sure only Harpenden
Academy parents are on our Classlist site.
When approved, you will be sent an email letting you know you’re ready to go.
Once you have access to Classlist, you can (if you wish) add more personal information (like your address and a
photo) to your profile. Don’t forget to add @classlist.com to your safe senders list. You can also download the
Classlist App from your App store.

Classlist is GDPR-compliant. Details are never passed to third parties.
Free to users, Classlist makes its money selling advertising within the App. We have experienced it to be minimal, relevant
and non-intrusive.
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REWARDS AND CONSEQUENCES POLICIES
REWARDS POLICY
The school’s rewards policy is designed to support your child’s development towards the highest standards of work and behaviour,
by recognising and celebrating success.
The following strategies are currently in place to reward good work, good behaviour and outstanding achievement, as highlighted
below:

Behaviour / Achievement

Reward EYFS/KS1/KS2

1

Good work and behaviour for learning

EYFS – Verbal praise, Dojos

2

Sustained good work, improvement in behaviour &
organisation
Excellent effort
Sustained good standard of work and behaviour
Superb effort in home learning activities and
demonstration of excellent manners in school
Achievement in extra Curriculum Activities
100% attendance
Consistently high quality of work and excellent
behaviour/outstanding piece of work
Outstanding achievement over the course of a term
Outstanding achievement and effort over the course of
a year

Bronze / Silver Dojo rewards
Visit to member of senior leadership

3

4

Dojo Rewards
Visit to member of senior leadership

Dojo Awards

CONSEQUENCES POLICY
Whilst we prefer to reinforce positive behaviour, there are occasions when consequences are needed. We have a comprehensive
framework to manage any negative behaviour and encourage making better choices. These are a guide and are by no means
exhaustive and can be found on our website.
COMPLAINTS
We hope that you will be very satisfied by the care we provide for your child. However, should you wish to register a concern or
make a complaint, the procedure to follow initially is to make contact with the Class teacher concerned. If after this there is still a
concern, the Key Stage Leader. Thereafter, the contact would be the Vice Principal, followed by the Headteacher if necessary.
In the unlikely event of the matter not being resolved at that stage, you are able to contact the Governors. A copy of the full
Complaints Procedure is available on request.
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ADDITIONAL INFORMATION
PARENTPAY
Once your child has joined our school and has been entered on our database we can raise a Parentpay login password for you.
ParentPay is the online payment system we use for parents to pay for school dinners, wrap around care and school trips. You
will receive your Parentpay password within your first week with Harpenden Academy.
CO-CURRICULAR CLUBS
The school runs a varied and extensive number of clubs which taps into the interests of our children. Some of the clubs we run
are Art, Spanish, French, Karate, Tennis, Multisports, Circus Skills, Piano, Violin, Choir etc. The office will email all parents a
termly list of clubs and parents need to complete a club booking form to enrol their children on a club. Some clubs are run by
Contractors and are therefore managed independently by the Contractor and there is a fee. Other clubs are run by school and
our dedicated team of teachers and these clubs are free of charge. We urge parents not to rely on these clubs as childcare as
teachers may have to reschedule or cancel some days due to teacher commitments.
If you are interested in any of our clubs then please pick up a club brochure and booking form from the office.
WRAP AROUND CARE
At Harpenden Academy we run our own breakfast club and after school club called Roosters and Stay & Play respectively.
Breakfast club is from 7.15am - 8.30am. £5.00 a session. A healthy and varied breakfast of cereal, fruit and toast is available
from 7.15am-8.15am. Our experienced and friendly staff then escort the children to their classes at 8.30am.
After School Club
Our After School Club is run by our Manager, Laura Jones, with her team of staff. The team are highly experienced and trained
to provide your child with stimulating and fun after school care. Laura has planned a programme of activities which regularly
includes risky play, painting, modelling, arts and crafts, dressing up, role play toys, board games, jigsaws and organised games
and challenges. We have access to our secure playground to encourage plenty of outdoor learning on our play equipment.
There is a quiet cushioned area to relax, listen to music, have a chat or possibly read a book.
Laura and her team will provide a snack meal for early leavers and a hot meal for the children who are here until 6.30pm. The
children will sit together to eat at the beginning of the session. They will share their day’s news with their friends and it provides
a warm friendly welcome to the club.
The club runs from 3.20pm-6.30pm, Monday to Thursday and 3.20pm-5.15pm on Fridays
Session 1: 3.20pm-5.15pm is £12.00
Session 2: 3.20pm-6.30pm is £16.50
There is a 10% discount for siblings and a 10% discount for children who attend both breakfast club and Stay & Play every day.
The club operates in the Stay & Play classroom with secure access to the playground. Your child will be picked up from their
classroom by one of our staff. At the end of the day, at collection, the parent/carer is responsible for ensuring their child is
collected on time and that they are signed out upon leaving.
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We have an online booking system powered by Magic Booking. Parents are able to book in for the days required, payment is
easy and is by card payment and / or childcare vouchers. Parents can readily check the sessions that still have spaces available
and then rather than having to wait for an invoice it calculates the cost all for you. In addition, it will allow you to:
• Sign up for breakfast and after school sessions half a term in advance.
• Pay fees and view your balance
• View your diary of confirmed sessions
Upon booking full payment will be required to secure your place.
Details about the online booking system and how to log in will be sent to you in due course via Edulink.

"The school's work to promote pupils' personal development and
welfare is outstanding."
Ofsted School Report, June 2019
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POLICIES AND SUPPLEMENTARY INFORMATION
The following pages detail various Policies and Supplementary Information that are important for parents to
understand. Please read them carefully. Many sections require additional signatures and permissions by parents in
the Data Collection Form.


Information Sheet 1: Application for Free School Meals



Information Sheet 2: School Charging Policy



Information Sheet 3: Home-School Agreement



Information Sheet 4: School Photographs, Social Media, Videos and Audio Recordings



Information Sheet 5: Safe Use of the Internet in School – Agreement



Information Sheet 6: Privacy Notice - Data Protection Act 2018

INFORMATION SHEET 1: Application for Free School Meals
If you are currently in receipt of Income Support, Income-based Jobseekers Allowance, Income-Related Employment Support
Allowance, Support under Part VI of the Immigration and Asylum Act 1999, the guaranteed element of State Pension Credit or
Child Tax Credit with an annual taxable income of no more than £16,190 and not in receipt of Working Tax Credit, working Tax
Credit run-on, or Universal Credit you may apply for Free School Meals.
You can find more information regarding free school meals along with a link to the online application form, on the Hertfordshire
County Council website at www.hertfordshire.gov.uk.
More information is available in the Free School Meal leaflet enclosed.
If your child qualifies for free school meals then they can qualify for other financial benefits throughout the year, regardless of
whether they have a Universal Free School Meal or not.
INFORMATION SHEET 2: School Charging Policy
The schools’ charging policy requires that all journeys involving a charge should be costed as precisely as possible - i.e. charges
should cover the cost but not aim to make a surplus.
If there is a surplus from any journey the school has agreed that this will be returned to parents/carers if it exceeds £10 per child.
Surpluses below that amount will be retained for use in school.
If your child loses or damages school property parents/carers will be responsible for covering the cost of replacement.
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INFORMATION SHEET 3: HOME-SCHOOL AGREEMENT
The aim of this agreement is to support the partners in the educational process – the school, the students and parents –
ensuring success.
The school will aim to:
Enable all students to make the most of their talents, to have the highest expectations for their future and enjoy a fulfilling life.
To achieve this, we will:
 Encourage excellence in intellectual, creative and physical activities.
 Value all students and celebrate their achievements.
 Achieve the best possible academic results for all students.
 Encourage self-respect, respect for others and for the world in which we live in.
 Develop critical faculties, independence of view and enthusiasm for learning.
 Provide equality of opportunity for all students.
 Encourage participation in a wide range of extra-curricular activities.
 Provide a curriculum which allows for a wide range of educational experiences.
 Maintain regular and early communication with parents on all aspects of the student’s schooling and development.
Staff and the students will follow the School Code outlined below:
 Be prepared to work hard in class and at home.
 Bring the right equipment.
 Attend regularly and be punctual.
 Be prepared to share ideas and ask for help and guidance.
 Listen to others and be polite to everyone, students, visitors and staff.
 Respect the opinions and beliefs of others.
 Encourage and support one another.
 Look after the school environment and take care of personal belongings and those of others.
 Take pride in high standards of work, behaviour and appearance.
 Walk quietly around the building.
 Eat only in designated areas and only at break times.
Parents will:
 Do their best to support the school’s aims.
 Ensure regular, prompt attendance throughout the term time.
 Provide correct school equipment and uniform.
 Support the school’s policies and guidelines for behaviour.
 Provide an appropriate environment and support for study at home.
 Avoid term time holidays.
 Attend Parents’ Evenings and discussions regarding their child’s progress.
 Communicate with the school about issues affecting their child’s work or behaviour.
 Encourage their child to respect and return school property.
 Encourage the family’s active involvement in school activities.
 Support the school approach to online safety and not deliberately upload or add any images, film, sounds or text that
could upset or offend any member of the school community.
Please complete the ‘Home-School Agreement’ in the Data Collection Form to confirm that you have read and
understood this agreement.

INFORMATION SHEET 4: School Photographs, Social Media, Videos and Audio Recordings, Publicity and Promotional
Material
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During the school year a variety of photographs and video and audio recordings are taken of students whilst they are working in
class or participating in other activities including after-school clubs, trips, visits, performances, sporting fixtures, celebrations and
other events that are held both within school and outside of school.
A small selection of these are then used in communications that help us to promote the school. These include the school
brochure/prospectus, school video, newsletter, website, social media, displays, leaflets, presentations, advertising, publicity
(including articles in the press in recognition of a significant achievement) and communications that are produced by Harpenden
Academy’s PTA. They may also be used as part of teaching resources or staff training either within school or at carefully selected
conferences. The school’s suppliers, for example, those that produce our printed materials and our website may also show
examples of their work as part of their own promotional activity and this would, by default, include any images or recordings that
are included in this work.
Photographs, videos or audio recordings are always taken with great sensitivity and the school carefully selects those that are
then used for these purposes. At no time are these files passed on to another organisation for reasons other than those expressed
in this information.
It is extremely important to us that we protect the welfare and safety of our students and therefore, to comply with the Data
Protection Act, we will not permit any photographs or videos to be taken without the permission of the parent or carer. We will
also not permit any external organisations to take photographs or to make video or audio recordings of your son or daughter,
regardless of their good intentions, unless they are in direct connection with the reasons that we have given within this document.
If there are ever any circumstances that fall outside of the scope of this document then we will seek further written permission
from you.
We will take all reasonable measures to ensure that images are used solely for the purposes for which they are intended. However,
please note that we cannot always guarantee this and therefore can take no responsibility for the way images are used by other
websites or publishers or for any consequences arising from publication.
If you are happy for your son or daughter to be photographed, videoed or recorded in this way then please complete the
box titled ‘School Photographs, Social Media, Videos and Audio Recordings, Publicity and Promotional Material’ in the
enclosed Data Collection Form to confirm that you are happy for images to be taken and used for the reasons stated
above.
If the Data Collection form is not completed then the school will NOT be able to take any photographs, videos or audio
recordings of your child, unless required by examination boards.

INFORMATION SHEET 5: Safe Use of the Internet in School Agreement
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New Technologies continue to play an important part in transforming learning and teaching at Harpenden Academy. We expect
all students to be safe and responsible when using any digital device or accessing digital media, including the internet. It is
essential that students are aware of e-safety when using any type of digital media.
As part of the curriculum, children will be participating in activities which require the use of the internet. Please note that the
school cannot be held responsible for the nature and content of the materials accessed through the internet and mobile
technologies, but we will take every reasonable precaution to keep children safe and to prevent them from accessing inappropriate
materials.
These steps include an educationally filtered service, restricted email, employing appropriate teaching practice and teaching esafety skills to students. Please sign the ‘Safe use of the Internet in School Agreement’ in the Data Collection Form to give
permission for your child to use the internet, email and other ICT facilities. By signing the agreement, please be aware that
the school can check your child’s computer files, the internet sites they visited and that if the school has concerns about their esafety or behaviour, you will be contacted.
INFORMATION SHEET 8: Student Privacy Notice - Data Protection Act 2018
We, Harpenden Academy, are a data controller for the purposes of the Data Protection Act. We collect personal information from
you and may receive information about you from your previous school and the Learning Records Service. We hold this personal
data to:





Support your learning;
Monitor and report on your progress;
Provide appropriate pastoral care, and
Assess how well we are doing.

Information about you that we hold includes your contact details, national curriculum assessment results, attendance information1
and personal characteristics such as your ethnic group, any special educational needs you may have and relevant medical
information. If you are enrolling for post 14 qualifications, the Learning Records Service will give us your Unique Learner Number
(ULN) and may also give us details about your learning or qualifications.
Once you are aged 13 or over, we are required by law to pass on certain information to providers of youth support services in
your area. This is the local authority support service for young people aged 13 to 19 in England. We must provide the names and
addresses of you and your parent(s), and any further information relevant to the support services’ role.
However, if you are over 16, you (or your parent(s)) can ask that no information beyond names, addresses and your date of birth
be passed to the support service. This right transfers to you on your 16th birthday. Please tell the School Office if you wish to opt
out of this arrangement. For more information about young people’s services, please go to the National Careers Service page at
https://nationalcareersservice.direct.gov.uk/aboutus/Pages/ default.aspx.
Some of the information you supply will be used by the Skills Funding Agency to fulfil its statutory functions, issue/ verify your
Unique Learner Number (ULN) and update/check your Personal Learning Record. The Skills Funding Agency may share your
ULN and Personal Learning Record with other education related organisations, such as your careers service, school, college,
university, Government Departments and public bodies responsible for funding your education. Further details of how your
information is processed and shared can be found here:
https://www. gov.uk/government/publications/lrs-privacy-notices.

OTHER INSTITUTIONS INVOLVED IN COLLABORATIVE DELIVERY
24

Where secondary schools are involved in collaborative delivery with other schools/colleges and learning providers, pupil
information may also be shared to aid the preparation of learning plans and use of data to achieve the objectives identified above.
TECHNOLOGY PLATFORMS
Pupil information may be shared with technology companies to allow use of educational apps in school. The apps which we
currently use are listed below, this is an ever-changing list which will updated on an annual basis.
Bug Club, Charanga, Educreations, EduLink One, Jolly Phonics, Junior Librarian, Kodable, Maths Shed, Marvellous Me, Microsoft
Office 365, Spelling Shed, Tapestry, Teach Your Monster to Read
We will not give information about you to anyone without your consent unless the law and our policies allow us to.
We are required by law to pass some information about you to the Department for Education (DfE) and, in turn, this will be
available for the use of the Local Authority.
If you want to receive a copy of the information about you that we hold or share, please contact the School Office.
If you need more information about how the Local Authority and DfE store and use information, then please go to the following
websites:
https://www.hertfordshire.gov.uk/about-the-council/legal/privacy-policy/privacy-policy.aspx2
or
https://www.gov.uk/guidance/data-protection-how-we-collect-and-share-research-data
If you cannot access these websites, please contact the Local Authority or DfE as follows:
Data Protection Team , Information Governance Unit , Room C1, County Hall, Pegs Lane, Hertford, SG13 8DQ
Email: data.protection@hertscc.gov.uk
Public Communications Unit Department for Education
Sanctuary Buildings
Great Smith Street
London
SW1P 3BT
Website: www.education.gov.uk
Email: http://www.education.gov.uk/help/contactus
Telephone: 0370 000 2288
Footnotes:
1. Attendance information is NOT collected as part of the Censuses for the Department for Education for the following pupils / children - a) in Nursery
schools; b) aged under 4 years in Maintained schools; c) in Alternative Provision; and d) in Early Years Settings. This footnote can be removed where
Local Authorities collect such attendance information for their own specific purposes
2.

Local Authority provide a link to their website with information on uses they make of data and any other organisations they share data with. Ideally, they
should also provide an address where parents/carers without internet access can write for information.
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