


‘WE STRIVE TO DO OUR BEST!

HANDBOOK FOR PARENTS
ACADEMIC YEAR 2025-2026

Dear Parents/Carers,

Welcome to our school. The aim of this handbook is to give you a guide to The Berkeley
Academy. We know that there is a lot of information about school, so we hope that this
handbook provides you with all the information you need to help you as a parent or carer
at The Berkeley Academy. Please let us know if you have other questions.

The primary years are a significant time in the life of a child and for you as a family. We
understand how important this experience is for you all and endeavour to make it a positive
experience. We appreciate the trust you place in the school to provide the best possible
learning outcomes for your child; our commitment is to do everything possible to ensure that
is realised.

At The Berkeley Academy, we are committed to offering a high quality educational experience
to all our children and place great emphasis on the fostering of good relationships through
the partnership between home and school.

There is no denying that every child is unique and that is valued and celebrated at The
Berkeley. Our ambition is to nurture every child, enabling them to achieve well, regardless of
their starting point. We also feel strongly that it is our job as educators to encourage children
to become resilient, confident, well-rounded individuals.

A positive learning culture is evident in school, which is embodied by our Mission Statement
of ‘We STRIVE to do our best’; we encourage our pupils to develop enquiring minds and a
“can do” attitude to all aspects of the curriculum. Alongside this, we provide a caring and
supportive environment meaning that every child is given the opportunity to be the very best
they can be. This is supported by our values of ‘be respectful’, ‘be responsible’ and ‘be safe’.

We encourage you to reqularly visit our website and School Gateway to keep track of events
happening in our school, important dates and to read our newsletter. If you have any queries,
please do not hesitate to contact us. The information in this handbook indicates our
procedures, as of July 2025, however these may be subject to change at any time; please
refer to School Gateway for the latest updates.

If you are reading this before registering your child on roll, you may wish to learn more about
the school. Please see our website for more information or telephone the school to make an
enquiry. We are excited to work in partnership with you and look forward to seeing your
child grow and develop as their educational experience with us unfolds.

Yours sincerely,

The Berkeley Staff




Our Vision and Values RN
The Berkeley Academy Y
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At The Berkeley Academy our vision is
‘To equip all our children with the knowledge,
understanding and enquiry skills to embrace lifelong
learning, achieve their personal best and advance their
social, emotional and physical well-being.’
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At The Berkeley Academy
WE STRIVE TO DO OUR BEST
Be Respectful - Be Responsible « Be Safe

The School Day

Nursery
Morning session 8.50am - 11.45am
Lunch Club 11.45am - 12.15pm
Afternoon session 12.15pm - 15.15pm

Reception — Year 6

The gates around school will be opened at 8.30am. Doors into school will be open from 8.40am — 8.50am
(EYFS and KS1) and 8.45am - 8.55am (KS2) for children to go to their classroom.

Please ensure that your child is on time for registration as after 8.55am you will need to take your child to
the front office and they will be marked in as late.

At the end of the school day, children in Reception and Key Stage 1 will finish at 3.15pm and children in Key
Stage 2 will finish five minutes later at 3.20pm.

Please make sure you supervise your child before and after school to ensure everyone is kept safe whilst
moving around the school site. It is important children, especially younger ones, are kept close to
parents/carers at all times as the school site gets very busy at the start and end of the day. Please note,
children are not permitted to be on the play equipment, school field or outside the Year 6 mobile area.




Typical School Timetable

Reception — Year 2

Gates open

8.30am

Class doors open

8.40am

Registration/Morning challenge

8.50am — 9.00am

Session 1: Little Wandle Phonics

9.00am — 9.30am

Assembly

9.30am — 9.45am

Session 2: English

9.45am — 10.30am

Morning breaktime

10.30am — 10.45am

Session 3: Maths

10.45am — 11.45am

Lunchtime

11.45am — 12.45pm

Session 4: Reading

12.45pm — 1.15pm

Session 5: Curriculum

1.15pm — 2.00pm

Afternoon breaktime

2.00pm - 2.10pm

Session 6: Curriculum

2.10pm — 3.00pm

Whole class read

3.00pm — 3.15pm

End of school day

3.15pm

Year 3-6

Gates open

8.30am

Class doors open

8.45am

Registration/Morning challenge

8.55am — 9.00am

Session 1: Spelling and grammar

9.00am — 9.30am

Assembly

9.30am — 9.45am

Session 2: English

9.45am — 10.50am

Morning breaktime

10.50am —
11.05am

Session 3: Maths

11.05am— 12.15pm

Lunchtime

12.15pm — 1.10pm

Session 4: Reading

1:10pm — 1:45pm

Session 5: Curriculum

1.45pm — 3.10pm

Whole class read

3.10pm — 3.20pm

End of school day

3.20pm




Wrap Around Care - Before and after school club

The Berkeley Academy Breakiast and After School Clul

We offer before and after school care during term time for children between the ages of two and eleven at

our BOOST club.

Breakfast Club
Breakfast Club runs from 7.30am - 8.45am daily, incorporating a light breakfast and age appropriate
activities.

After-School Club
After School Club runs from 3.15pm — 6.00pm.

Children will be encouraged to take part in organised activities such as craft/games and sports.
After a light tea, further age appropriate activities are timetabled for all to join in. Alternatively, children

have the opportunity to read quietly to themselves or to a member of staff, which can be recorded in their
school planner. They can also take the opportunity to complete their homework with assistance if required.

Session Times, Fees and Additional Information

Clubs Sessions Fees Details

Breakfast Club 07:3071 08:45 £6.00 Breakfast included
After School Club 7 Happy Hour 15.257 16.30 £6.00

After School Club 15:25 - 18:00 £12.00 Light tea included
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School Uniform and Equipment

Our school uniform is very important to us at The Berkeley and helps to create a sense of belonging in our
school. Everyone is expected to be in full school uniform every day and we believe that pride in our appearance
supports good standards and high expectation in our learning.

()

Our uniform takes the form of;
1 Royal blue sweatshirts and white poloshirts
1 Grey skirt or pinafore, grey trousers orshorts;
1 White, black or grey socks or tights
{1 Blue gingham dress (summer)
9 Black school shoes

Please can you ensure that your child wears all black leather shoes and does not wear canvas, trainers or

umps.
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Reminders

7 Please ensure all items of clothing are named to make it easier to return to their owner.

7 Children should bring in a small rucksack or bag for their belongings. Book bags are particularly useful
for the younger children when storing in school.

7 There is no need for children to bring in their own pencil cases although children in Year 5 and 6 may
prefer to bring in a small pencil case for their own personal use.




PE

For PE, children wear our school PE kit which is a House colour t-shirt and blue shorts. Trainers should be
worn for outside PE. All children take part in outside PE throughout the year and therefore they may need
grey, black or blue jogging bottoms and either the school PE hoody, a plain navy hoody or their normal
Berkeley jumper/cardigan, if the weather is particularly cold.

A Berkeley PE hoody may be purchased in the same way as other school uniform.

Our House colours are

{9‘3} Birch¢ Blue
Hawthorng Yellow
Oakc¢ Green
Rowanc Red

Sycamore Purple

School Uniform is available to purchase online at School Style Ltd:
9 By going to the site at www.myschoolstyle.com and clicking on the ‘Find My School’ button or by
typing the following into your web browser address bar: www.myschoolstyle.com/school/berkeley

School uniform is also available to purchase from School’s In, 54 Hospital Street, Nantwich, Cheshire, CW5
5RP, telephone number 01270 618957.

Children wear PE kit to school on their nominated PE days. Long hair must be tied back during PE lessons
for safety reasons.

Jewellery
For health and safety reasons children are not allowed to wear jewellery during PE lessons. If studs are
worn, the child must be able to remove them or cover them with plasters/medical tape before PE lessons.

Children should not wear nail varnish and body transfers to school. Please keep them for weekends!

Mobile phones

Mobile phones are only permitted for children in Year 5 and 6 as a way of communicating to
parents before and after school. Mobile phones are not permitted to be used inside the school
grounds and need to be handed in to their class teacher at the start of each school day.

Please discourage your child from bringing items of personal property to school as we cannot
accept responsibility for loss or damage that might occur. Money should not be brought into
school unless particularly requested.

Water bottles

- Children are encouraged to bring in a named water bottle into school each day. This should only
be filled with water and children will not be permitted to drink anything such as fizzy, Prime or
fruit juice during lesson time. Children can refill their bottles during the day at the many water
stations we have placed around school.



http://www.myschoolstyle.com/

Break Time Snacks

Children in Foundation Stage and KS1 are provided with a free piece of fruit or vegetable each day as part
of the Government scheme, which they are encouraged to eat at break time. Children in KS2 can bring in a
piece of fruit or healthy snack for break time. Biscuits, snack bars and crisps are not encouraged at break
time.

Lunchtimes

Children may bring a packed lunch or have a school meal. A school SAMPLE MENU

dinner currently costs £2.95 per child per day, this must be paid for using School Gateway. School meals
are free for all children in Reception and KST.

Spring/ Summer Menu 2023
Week 2

Schoolgateway

We are a healthy school and as such, promote healthy meal choices. Our school kitchen provides healthy
and tasty meals, which are widely enjoyed by children.

In packed lunches we encourage children to bring a main meal (sandwich, rice etc), fruit and a snack such
as yoghurt. Sweets and chocolates are not encouraged.

At The Berkeley, we are a nut free school and ask that no nuts or anything containing nuts is sent into
school for snacks/lunch. In addition, we also have some children with severe allergies to dairy and have
Epipen’s in school. To help us keep the risk of a severe reaction for these children to a minimum, from
September, we ask that only fruit is brought into school for morning snack. Due to the severity of the allergies
in school, our staff will remove any snacks other than fruit. We do appreciate your co-operation in this
matter.




Free School Meals

You can claim free school meals for each child who attends school in Cheshire East if you
receive one of these benefits:

Universal Credit with no earned income or with net monthly earnings less than £616.67
Income Support

Income based Jobseeker’s Allowance

Income related Employment Support Allowance

Support under Part VI of the Immigration and Asylum Act 1999

The guaranteed element of State Pension Credit

Child Tax Credit - as long as you have a yearly household income of less than £16,190
(as assessed by HM Revenue and Customs) and do not get Working Tax Credit

1 Working Tax Credit run-on (paid for 4 weeks after you stop qualifying for Working Tax
Credit)

=2 =4 =4 4 4 A 4

You can check eligibility at www.cheshireeast.gov.uk/fsm and you will get an immediate
decision

For more information, go to www.cheshireeast.gov.uk/schools/school-
meals/free_school_meals.aspx , call 0300 123 5012, email
freeschoolmeals@cheshireeast.gov.uk. Alternatively, talk to the school office.

As successful Free School Meal applications attract additional funding to the school, we
encourage all those who may be eligible to apply even if your child is in KS1 and in receipt
of Universal Free School Meals. This will enable the school to provide additional resources
to support learning.
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The Role of Parents and Carers

At The Berkeley Academy, our team of staff are keen for there to be a partnership between home and school
to support your child. We have an open-door policy to ensure support or concerns are dealt with quickly.
Initially, parents and carers should try to speak to their child’s class teacher at the beginning or end of the
day or alternatively, please book an appointment if more time is needed for discussion.

Practical ideas for parents and carers

Expectations

* Be clear about your high expectations

* Look ahead and help your child to set goals

* Show affection and warmth whilst at the same time maintaining consistent boundaries of expected behaviour

Routines

* Set clear routines for the time before and after the academic day and for the weekends. Encourage your
child to be involved in a reasonable amount of regular extra-curricular activity

* Use mealtimes as an opportunity to talk

* Set aside time to read with your child and to look at their homework

* Create space for your child and talk to them when they are under stress or worried

Opportunities to learn

* Ensure your home has lots of board games, puzzles and books

* Make sure that your child has a quiet place to study

* Find things to learn together on a regular basis, ideally with parents sometimes creating special one-to-one
time with each child

* Use everyday activities, cooking, gardening, making things, reading the newspaper, to do things together
and get to know one another more

Support

* Celebrate effort and hard work whenever possible

* Tune in to the way your child learns, providing hands-on experiences where possible and also opportunities
to reflect

* Make it clear that learning involves making mistakes and requires effort

Culture

* Encourage your child’s questioning

* Notice what your child loves doing and be on the lookout for their emerging passions

* Talk about times when they are finding something difficult and what they are doing to cope

Role modelling

* Talk about your own learning, successes, frustrations, times you have had to persist at something

* Take the opportunity to share your passions and show how you make time to do things that matter to you
* Talk about people you admire and explain why.




What can Parents and Carers do?

There are a few things parents and carers can do to help their child with their learning, even if they do not
understand what they are trying to learn:

* Ask your child to teach you about a particular topic they have been learning about. For example: you
could ask your child to teach you all about how to add fractions or the structure of plants and animal cells
and many more things.

* Ask your child what they are learning about right now and then use a course book or revision guide to
test them on the key words. These are often indicated in revision guides.

* Ask your child to summarise some key facts or concepts on post-it notes. These can be placed in strategic
places (like on the fridge door).

* Encourage your child to practice, whatever it is. It may be handwriting, reading, rearranging equations
or playing the piano. You will often find practice questions in revision guides. There are also a number of
websites that have online learning materials for pupils to use.

Sleep

Experts acknowledge that sleep plays a significant role in brain development and it
is therefore important for children to get enough sleep as their bodies grow and
mature.

As well as the role it plays in brain development, sleep also plays an important role
in our brains’ day-to-day ability to function. Lack of sleep makes it much harder for
children to concentrate and they become forgetful, irritable and prone to be being
clumsy and making mistakes.

Scientific evidence shows that the right amount of night-time sleep is just as
important for children’s development as healthy eating and regular exercise. BBC
online experts have linked a lack of sleep to problems with behaviour, concentration and achievement at
school. Talk to your child. If they are finding it difficult to get up in the morning, suggest earlier nights.

A healthy balanced diet

Children need a healthy balanced diet containing foods from each food group so they get a wide range of
nutrients to help them stay healthy. Children’s appetites vary depending on age, growth spurts, and how
much activity they have done so it's important to provide appropriately sized portions.




School Site

Accessing school grounds

The school site has various access points at the start and end of the day. There are two entrances that
lead onto the main playground from Laidon Avenue and the path that runs alongside the school. A third
entrance can be used from the parent car park which has a path that leads up to the school. A final access
point is for anyone needing the Nursery or the main office. These can all be seen on the map below.

YEAR
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Finding your way around
For reasons of security and for your personal safety, always report to the main office when coming into
school or when attending an appointment with your child’s class teacher.

Parking

A reminder to all parents/carers to park responsibly when dropping off/picking up children from school.
Quite a few of our older children walk to school alone and their safety, together with the safety of other
parents/carers that walk their children to school is our priority. Thank you for your co-operation.




Classroom doors
Once on the school grounds, children will wait to go into school via different doors depending on their
class. On the map below, classroom doors are labelled so it is clear where children should enter school.

EYFS and KS1 door

- CLASS

PARENT
PARKING /
PLAYGROUND

Welcome to

Access between the main playground and the KS1 and Year 3 classrooms can be done via the EYFS
outdoor area. This will only be accessible to walk through_and is set up as a learning space. Children
must not access the equipment before / after school.




KS2 doors

To access classrooms in Year 5 and 6, this is from the main playground. The Year 4 entrance is at the back
of school and the Year 3 classroom doors can be accessed from the parent car park or by walking round
from the main playground.
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AR 3 DROP OFF ——
YEAR 3 PICK UP

Year 3 End of Day door - Please note that Year 3 children will be dropped off in the morning at their
classroom door but at the end of the day will leave school via the double doors onto the main playground
to avoid congestion at the end of the day




Behaviour
Our Routines

Arriving at school at the beginning of the day

| arrive on time to school.

I walk calmly to my classroom

| greet staff with a smile and a ‘good morning’.

I hang my coat up, put my lunchboxes on the trolley and water bottle in the box.

Once | have entered the classroom, | do not leave again unless | have asked a member of staff.
| sit down in my seat as soon as | have entered the classroom and begin the morning task.

<K<K

Our staff use a silent signaller to gain the attention of the class. This is done by raising one hand. When
pupils see this, they should respond by being silent and responding with STAR.

0 S - Sitting or standing up straight

O T - Tracking the teacher

O A - Attention at all times

O R - Respect towards others

Fantastic Walking

*Facing forward @
‘Walking in a straight line

*Hands by side

‘Without talking

*Without leaning on walls whilst waiting

Know that we use Fantastic Walking to keep everyone safe in school and to make sure the

learning of other children is not disrupted as people move around school.

Fantastic Listening

0 S - Sitting or standing up straight
O T - Tracking the teacher (((
A - Attention at all times

R - Respect towards others
Know that we all do Fantastic Listening to ensure everybody is able to learn without distractions.

O« O« O

Fantastic contributing

O Listening to the class teacher or whoever is speaking

0 Considering my responses before sharing

0 Putting my hand up so | know my teacher knows | want to contribute during whole class
discussions

O Sharing answers/contributions in a clear voice using full sentences
O Building on what others have said

Using good manners

V | should always say ‘please’ when | am asking for something.
| should always say ‘thank you’ when | receive something or someone does
something nice for me.

V I should say ‘Good morning/afternoon’ to adults if spoken to.

V | know that it is important to show gratitude to others by thanking people for
what they have done for me.

V | know that a calm and polite tone is respectful.




Reading

Learning to read is the most important thing your child will learn at our school. Everything
else depends on it, so we put as much energy as we possibly can into making sure that every
single child learns to read as quickly as possible. We want your child to love reading and to
want to read for themselves. This is why we put our efforts into making sure they develop a
love of books as well as simply learning to read.

Phonics and Early Reading L 2 S Ve S R
We start teaching phonics in Nursery and Reception and follow S ale| P if n|m|d
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reading, but it also helps children learn to spell well. We teach the children simple ways of
remembering these sounds and letters. Children practise their reading with books that match
the phonics and the ‘tricky words’ they know.

They start thinking that they can read, and this does wonders for their confidence. Teachers
read to the children, too, so the children get to know all sorts of stories, poetry and information
books. They learn many more words this way and it also helps their writing. Each year group
has their own collection of books to ensure that children read a wide range of quality texts and
authors. We identify children needing extra support very early on, because we consistently
monitor their progress and track how they are progressing

Reading for meaning

Children across the school get regular opportunities to read to an adult
and each other. We focus on developing fluency, speed and stamina so
that children have the strong foundations to develop skills to
comprehend the meaning of what they have read. We encourage
children to ask questions about what they have read and teach them
how to retrieve information and infer meaning from texts. We explore
and learn new vocabulary found in texts and think about why the
author might have chosen particular words.

Reading for Pleasure

At The Berkeley Academy we have a strong culture of reading for pleasure. Staff and pupils
share their love of reading through recommended books and ‘book talk’. We have created
special spaces, including our purpose-built Reading Lodge, where children are given time to
enjoy reading a book of their choice. We have a range of diverse texts for children to choose
from and can keep rotating and renewing our collections through loans from the Education
Library Service.

We also work in partnership with parents, the local library and authors to celebrate a love of
reading through special days and events including author visits, World Book Day and book
fairs and book swaps.




Communication

Website

The address is https://www.theberkeleycheshire.co.uk. There are sections for Parents, Curriculum, classes
etc. If you’re looking for the school policy on something, or you need to see the latest newsletters, or you’d
like to know some useful websites to support your child’s learning, have a look at the website. There is also
a calendar where you can view dates for events, assemblies and term dates. The website is run by the school
so if you have any questions, just ask.

Parents’ meetings

In the Autumn and Spring term there is opportunity for parents/carers to come into school to discuss your
child. We use an online booking system where parents/carers can log on and book their own appointment.
These are 10 minutes long and enable you to find out how your child is doing. Parents usually have the
chance to look at their child’s books while they’re waiting. In the Summer term a written report is sent out
and you may wish to come into school afterwards to discuss it in more detail.

Extra meetings

If you can’t make a parents’ evening, or if you would like more time to talk to your child’s teacher, you can
ask for an extra appointment. Teachers are very accommodating about these so don’t be afraid to ask.
Meetings will usually be after school.

Newsletter
A newsletter is emailed to all parents at the end of each half term. A copy is also available on the school
website.

Class assemblies
Each class presents assemblies for the parents to share their learning and show techniques and methods that
are used in class. Dates and times are in the newsletter. Parents are invited and encouraged to attend.

Christmas performances
Our Reception and year 1 children take part in a Christmas performance where parents/carers will be able
to attend.

Easter performance
Our year 3 and 4 children take part in an Easter performance in which we invite parents/carers to attend.



https://www.theberkeleycheshire.co.uk/

Year 5 & 6

Our year 5 and 6 children take part in an end of year performance to which parents/carers are invited and
parents/carers of our year 6 children are also invited to attend a leavers assembly before the children move
up to High school.

School Gateway

This is a brilliant system which sends parents texts and emails of school news and notices. For example, if a
club has to be cancelled you will be told by text. Newsletters and other updates are sent out reqularly. Please
make sure the office has your up-to-date contact details.

Open Mornings

The open mornings planned for each year group will give parents and carers an opportunity to come into
school and share the learning that has been taking place in your child’s year group. We hope that this will
give you the chance to interact with them in some activities and give you a better understanding of what
your child has been doing at school.

Health and wellbeing

Medicine

If a pupil needs to take prescribed medicines/inhalers/self-administered injections, the medicines should be
brought into school by parents/carers and a form completed giving written instructions for their use. All
medicines are stored in a safe place. Medicines given are recorded centrally by Office staff. They are the
only people in school authorised to do so.

It is vital that you inform the school of any allergies or illnesses your child has. A form is available from the
school office. If your child has a medical condition that needs managing in school, please be assured that
the school will make a plan of support for your child to make sure you can send them to school with
confidence and know they are safe and well.

Iliness and accidents

The school will ring you straight away if your child becomes ill during the day — make sure the office has
your up-to-date contact details. There are trained first aiders on the staff. If your child has a head bump
they will always call you but not usually for minor bruises and grazes.

Attendance and Punctuality

Good attendance is promoted within school on a regular basis and seen as an achievement in its own
right. Absence has a huge impact on pupils’ achievement. For this reason, it is important that absence from
school is avoided whenever possible. Attendance is measured regularly by the local authority and schools
are under pressure to keep their attendance up. EVERY DAY COUNTS and this is why attendance levels are
monitored closely.

Days off school add up to lost learning

175 175 days to spend on family time

NON SCHOOL ———————3p  visits, holidays, shopping. household jobs
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« Please don't let your child miss out on the education they deserve.

« Every school day counts.




Absence Procedure

What if my child won’t be in school because they are unwell?

You need to contact the school by 9am EVERY day that your child is going to be absent. You can do this by
ringing and leaving a message on the absence line explaining the reason for the absence. If you do not
contact the school, we will not authorise the absence (unauthorised absences can lead to a fine). If your
child has poor attendance you might be invited into school to discuss how best to help this improve.

Please try to make doctor’s or dentist’s appointments outside school hours but if you can’t then you will
need to provide evidence (e.g. appointment cards/texts/letters) for appointments in school time. School does
not usually accept a day’s absence for standard dental/doctor appointments.

Even with the emphasis on attending every day, school do understand that occasionally you might need to
take time out of school for exceptional circumstances, if so, you need to fill out a form and get permission
from the head teacher. The school does not authorise holidays during term time.

Persistent Absence

Any child whose attendance drops below 90% will receive a letter ‘expressing concern about this level of
attendance from the school. The school accepts pupils may fall ill and be absent for genuine reasons but if a
pupil’s absence drops below 90%, we may ask to speak to parents/carers about attendance and look to offer
additional support. We also work closely with the Attendance and Out of School Team at Cheshire East
and may ask them to attend meetings.

Lateness = Lost Learning
Lateness 5 minutes late every day 3 days lost
What if we’re late in the morning? 10 m?nutes late every day 6.5 days lost
Punctuality is really important. If your child is late then they | 15 minutes late everjay 10 days lost
may miss the introduction to their learning. If you’re going | 20 minutes late every day 13 days lost
to be late then you should ring the school office. 30 minutes late every day 19 days lost

What if ’'m late to collect my child?

If you’re unavoidably late picking up at the end of the day, your child will be taken to the school office. You
should ring the school to let them know you’re on your way. If you are more than five minutes late, you will
need to pick your child up from the main office

What if someone else is picking up my child?

You should tell the class teacher in the morning if someone other than a parent is collecting your child.
Otherwise ring the school during the day to inform them. Staff will not let your child go home with anyone
without permission. It is all to keep your child safe.

Holidays in Term Time

Due to Government legislation, the Headteacher is not able to authorise any holidays during term time unless
this is deemed as exceptional circumstances. If you do intend to take your child out of school for any reason,
a Leave of Absence request form must be completed in advance by the parent/carer of whom the child
resides with. This must then be returned to the school office before the absence is taken. These forms are
available from the school office or on our website, www.theberkeleycheshire.sch.uk

Generally, the DfE does not consider a need or desire for a holiday or other absence for the purpose of leisure
and recreation to be an exceptional circumstance.

Once a leave of absence request form is received, the Headteacher will process your request and a letter will
be sent out to the parent/carer advising of the decision. In reaching a decision, the Headteacher will consider
each application on an individual basis, taking into account the specific facts and circumstances and relevant
background context behind the request.

If a requested leave of absence has been declined by the school and parents/carers still decide to take their
child/children out of school, the absence will be recorded as ‘unauthorised’ and a Holiday Penalty Notice
may be issued. In certain circumstances, it may be that school will partially authorise a request for absence.



https://www.theberkeleycheshire.sch.uk/

In this instance, any days’ absence in excess of the number of authorised days will be recorded as
unauthorised and a Holiday Penalty Notice may be issued.

If a parent/carer does not apply for a leave of absence and/or the school has reason to believe that your
child/children have been on holiday during term time, the school may record the absence as unauthorised
and a penalty notice may be issued.

Complaints and compliments

The school aims to work closely with parents/carers and we hope you will be extremely pleased with the
education and quality of the care your child receives whilst at The Berkeley Academy. If this is the case,
please feel free to express your feelings of satisfaction, either verbally or in writing to a member of staff. We
need to know what is appreciated in order to continue to do it!

However, if you are unhappy with any aspect of your child’s education, we also need to know. In this case
you should first speak to your child’s teacher. We find that many concerns can be easily resolved through
discussion.

If your concern is of a broader nature, and you have already raised it with the teacher and are not satisfied,
please discuss it with the Deputy Head or Head Teacher. The Governors of the School have arrangements for
considering complaints and if you are still dissatisfied when you have discussed the matter with the Head
Teacher you should ask for a copy of the school’s complaints procedure from the school office or write to the
Chair of Governors via the school.

Social Media

Some parents/carers engage in social media groups, such as ‘What’s App’ with others in their child’s
class/year group. We ask that, in posts, parents/carers are respectful towards members of staff, the school,
other parents and the children. Social media is not an appropriate platform to raise concerns about children
or the school. Please direct any concerns or complaints through the school’s official channels so that they
can be dealt with in line with the school’s Concerns Protocol or Complaints Procedure.

Parents/carers are reminded that it is not appropriate, under data protection legislation, to upload or share
photos or videos of any child — other than your own on social media, unless you have permission from the
child’s parents/carers.

ICT and Social Media Guidance

At The Berkeley we take all areas of online safety extremely seriously. Our children are growing up in a
world where they will need to be equipped to make sensible choices, understand their decisions and access
information safely. In school, we discuss all kinds of e-safety as we teach our computing curriculum. This
doesn't just include staying safe on the computer, but also when using phones, tablets and whilst gaming.

Please read the following hints and tips in order to support your child when using social media:

1. Only use an individual’s name or the school name with their permission

2. Don’t use a person’s image without their permission

3. Don’t write something unless you are prepared to look at the person face-to-face and say it

4. All communication leaves a trace

5. Being part of a group chat can make you party to a comment written by someone else that is offensive

or inaiiroiriate




