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The School Day

09.00-11.45 Nursery Morning Session

12.15-13.15 Nursery Afternoon Session

09.00 -14.45 Reception Day

09.00 Students collected from
school transport

09.10 Students collected from
parents

09.30 Link students collected

09.30 Registration and Lesson 1

14.30 Link students taken to
parents and transport

14.50 Students on school
transport taken to vehicles

15.00 Students taken to parents







Communications

Arbor

We use Arbor to communicate with parents/carers, so we kindly ask that you log into the parent portal
to register your parent account. Please register using the link from Clare Davies sends or follow
these steps:

1. Click on this URL: https://manor-green.uk.arbor.sc/

2. Select 'First time User'
3. Follow the steps to log in

After you have registered then please download the app.

General Information:

Attendance

If your child is unable to attend school, then please either send a message on the Arbor
app (free to send) or phone 01628 513800 and press 1.

Please click here for illness guidelines: lliness Guidelines | Manor Green School

Jewellery

Students are not encouraged to wear jewellery, but may wear a watch, one pair of stud
earrings and any items relating to their religion e.g. a cross and chain, metal Kara etc.
Students will be required to remove body piercing items (other than stud earrings) during PE,
as they can cause injury in rough games.

Medical Information

Regular medical examinations and appointments are arranged by the School Nurse and
Paediatrician at the Child Health Centre at St Mark’s Hospital. Any medication needed for your
child must be accompanied by a request for medication form.

Online Payments

We now operate an online payment system for school meals. Instructions on how to create
an account to use for online payments will be sent to you shortly after your child’s admission
date. You can use this same account for any children you may have at this school. If you do
not have a bank account or internet access or if you have any queries, please contact the
Finance Officer, on 01628 513800 Ext 2608.

Personal Belongings

Valuable items such as personal music systems and mobile phones should not be brought
into school. All personal belongings should be marked with the owner’s name. The school
cannot accept liability for loss or damage of any possession brought into school or any item
confiscated from a student.






The school can claim Pupil Premium for many children in the school; this includes the
children in receipt of the Universal Infant Meal The government pays schools a Pupil
Premium for each child eligible. This could be used for additional support in your child’s
classroom, or help with school trips. Please click here and complete the form, then return to
the school office: https://www.manorgreenschool.co.uk/MainFolder/sbs/documents/Jan-
2016-App-for-PP-Pupils.pdf

Please visit www.manorgreenschool.co.uk_and click on FOR PARENTS and then
CATERING AND FREE SCHOOL MEALS and click here for anelectronic leaflet:

https://www.manorgreenschool.co.uk/MainFolder/Parents/2018-2019/PP-leaflet-2017.pdf

Schools in England can now receive Pupil Premium funding for children adopted from care,

or who left care under a Special Guardianship Order or those who left care under a Residence
Order. The Pupil Premium is to help schools raise the attainment of disadvantaged pupils and
close the gap with their peers. It is paid to schools in respect of disadvantaged pupils in
Reception to Year 11. The Government has extended the coverage of the Pupil Premium in
recognition of the traumatic experiences many adopted children may have endured in their
early lives and a realisation that their needs to not change overnight. To enable your child’s
school to claim the Pupil Premium, please contact the school who will ask you to provide
supporting evidence of the adoption. You will need to self-declare before the end of December
for the school to include the information in the January School Census. This will then trigger
the Pupil Premium payment into the school’s budget the following April.

School Closures— Sometimes we have to close the school due to bad weather conditions. If
this is the case information will be given on our website followed by an email home via Arbor.

School Meals

The cost of a school meal is currently £3.30 for primary and secondary aged students.
Arrangements can be made for students requiring a special diet for health or religious reasons.
Vegetarian meals are always available. If preferred, pupils may bring a packed lunch, which
will be eaten in the appropriate dining area.

For further information on how to apply for free school meals please Vvisit
www.manorgreenschool.co.uk and click on FOR PARENTS and then CATERING AND FREE
SCHOOL MEALS. Then under the Free School Meal Leaflet section, click on the word here




School Uniform

All available from Goyals School Uniform Supplier: https://goyalsmaidenhead.co.uk/
28 Bridge Street, Maidenhead, Berkshire, SL6 8BJ Tel: 01628 639724

First School- Up to Year 3 PE Kit

Jade sweatshirt with logo House colour tee-shirts
Jade sweatshirt cardigan with logo Black shorts or skirts
\White polo shirt (with optional logo) Black jogging bottoms
Black/grey trousers/skirt Trainers or plimsolls
Sensible dark shoes Swimming trunks/costume
Middle and Upper Year 4 Up PE Kit

Black sweatshirt/Jumper with logo House colour tee-shirts
Black sweatshirt cardigan with logo Black shorts or skirts
\White polo shirt (with optional logo) Black jogging bottoms
Black/grey trousers/skirt (or Suit) Trainers or plimsolls
Sensible dark shoes Swimming trunks/costume

Transport Arrangements:

Free transport maybe available through your Local Authority and will usually be in the form of

a minibus with driver and escort. In some cases, taxis will be used, although these will not

always include an escort unless specifically needed. It is always the parent’s responsibility to Page | 8

deliver the student to the vehicle. It is not the escort’s duty to knock on the door and collect

children. Parents and staff should do everything possible to ensure punctuality to avoid any

unnecessary delays. From time to time the transport may unavoidably run late due to local weather or
traffic conditions.

Students are expected to conform to the reasonable direction of drivers and escorts who, in turn,
are expected to give their instructions in a reasonable manner. The management of behaviour of
children on the bus or taxi is the responsibility of the escorts; however, there may be persistent
problems of misbehaviour by some students which make a journey unsafe or unpleasant to



others. Such instances should be reported to the school and to the relevant Passenger Transport
Unit.

Escorts should not be used to convey verbal messages from parents. This should be done via
the student’s communication book. Smoking is not permitted by drivers or escorts either on the
transport or in the school grounds.

The Passenger Transport Unit is responsible for the planning and organisation of school transport
for all our students. If you have any questions regarding school transport services, you can ring
the Passenger Transport Unit for your relevant local authority:

Local Authority Telephone Numbers:

Windsor & Maidenhead 01628 683800
Bracknell Forest 01344 355228
Slough 01753 477240
Reading 0118 939 0542
Wokingham 0118 974 6280
West Berks 01635 519306
Bucks 01296 383782

If any parent wishes to make temporary arrangements for their child to be transported to another
address, this will have to be agreed by the Local Authority and the transport company. It will also
be necessary to inform the school in writing.

Sensible and responsible behaviour is expected of all pupils at all times on all transport. Eating
on the transport is not permitted.

Students will not be allowed to travel by bicycle unless under agreed circumstances and even
then only if they are holders of a cycling proficiency award and provided that they wear an
appropriate cyclist’'s helmet.

Further Information

ICT Rules for Staff and Students

The school computer system provides Internet access to students and staff. This Responsible Internet
Use statement will help protect students, staff and the school by clearly stating what is acceptable and

what is not.

Access must only be made via the user’s authorised account and password, which must not be
given to any other person.

School computer and Internet use must be appropriate to the student's education or to staff
professional activity.



Copyright and intellectual property rights must be respected.

Users are responsible for e-mail they send and for contacts made.

E-mail should be written carefully and politely. As messages may be forwarded, e-mail is best
regarded as public property.

Anonymous messages and chain letters must not be sent.
The use of public chat rooms is not allowed.

The school ICT systems may not be used for private purposes, unless the headteacher has given
permission for that use.

Use for personal financial gain, gambling, political purposes or advertising is forbidden.

The security of ICT systems must not be compromised, whether owned by the school or by other
organisations or individuals.

Irresponsible use may result in the loss of Internet access.

The school may exercise its right by electronic means to monitor the use of the school’'s computer
systems, including the monitoring of web-sites, the interception of E-mails and the deletion of
inappropriate materials in circumstances where it believes unauthorised use of the school’s computer
system is or may be taking place, or the system is or may be being used for criminal purposes or for
storing text or imagery which is unauthorised or unlawful.



Privacy Notice

Manor Green School (MGS) is the data controller of the personal information you
provide to us. This means the school determines the purposes for which, and the
manner in which

any personal data relating to students and their families is to be processed.

The categories of student information that we process include:

» personal identifiers and contacts (such as name, unique student number, contact

details and address)

» characteristics (such as ethnicity, language, and free school meal eligibility)

» safeguarding information (such as court orders and professional involvement)

+ special educational needs (including the needs and ranking)

« medical and administration (such as doctors’ information, child health, dental

health, allergies, medication and dietary requirements) including Care Plans,

* Manual Handling Plans & Risk Assessments

attendance (such as sessions attended, number of absences, absence reasons

and any previous schools attended)

» assessment and attainment (such as key stage 1 and phonics results, post 16

courses enrolled for and any relevant results)

» behavioural information (such as exclusions and any relevant alternative
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provision put in place) including Behaviour Plans

* EHCPs (Educational Health Care Plan)

* PEEPs+ (Personal Emergency Evacuation Plan)

Why we collect and use student information

MGS holds the legal right to collect and use personal data relating to students and their
families, and we may also receive information regarding them from their previous school,
Local Authority (LA) and/or the Department of Education (DfE). We collect and use personal
data in order to meet legal requirements and legitimate interests set out in the GDPR and UK

law, including those in relation to the following:

Article 6 and Article 9 of the GDPR

Education Act 1996

Section 3 of The Education (Information About Individual Students) (England)
Regulations 2013
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