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On behalf of Croftmalloch Primary School, I am
pleased to welcome you and your child to the school.
I am delighted that you are sending your child to our
school and look forward to working in partnership
with you to educate your child, in order that s/he can
achieve at the highest possible level.

At Croftmalloch we try to create a caring and secure
environment in which your child will feel happy,
confident and valued as an individual. In co-
operation with the home and the community, we try
to educate your child towards responsible
citizenship, through the provision of a broad-based
curriculum, a strong Pupil Voice Policy and an ethos
of fairness and equality. As your support is vital to
this process, we will regularly keep you informed of
your child’s progress.

We operate an ‘Open Door’ policy and welcome your
opinions on a range of matters. Please do not
hesitate to contact us should you wish to discuss any
issues relating to your child, or any aspect of school
policy.

On behalf of the staff of Croftmalloch, thank you for
selecting our school and we look forward to a happy
and successful experience working with you and
your child.

Lynn Howitt
Headteacher

Welcome to

Croftmalloch Primary School

Croftmalloch Primary School
Information for Parents

 



Coat of Arms

School Badge

Croftmalloch Primary School adopted the Wheatsheaf from the Whitburn Burgh
Coat-of-Arms for the School Badge to show our connection with Whitburn Burgh

and Croftmalloch Farm, on whose ground the school was built.
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1.1
West Lothian Council Mission Statement

“Striving for excellence…

working with and for our communities.”

Our aim is to constantly aspire to improve services –
organising them around the needs of communities.

1.2
West Lothian Council Values

These values underpin the work of all employees and
embody the ways that any activity is carried out by
West Lothian Council.

Focusing on customers’ needs
Being honest, open and accountable
Providing equality of opportunities
Developing employees
Making best use of resources
Working in partnership

School address:

Croftmalloch Primary School
Raeburn Crescent
Whitburn
West Lothian
EH47 8HQ

Tel: 01501 740506
Fax: 01501 742007 

Section 1 Information about the school
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ATTAINMENT AND ACHIEVEMENT
To raise standards of educational attainment for all in school, especially

in the core skills of literacy and numeracy, and to achieve better levels in

national measures of achievement including examination results.

FRAMEWORK FOR LEARNING
To support and develop the skills of teachers, the self discipline of pupils

and to enhance school environments so that they are conducive to

teaching and learning.

INCLUSION AND EQUALITY
To promote equality and help every pupil benefit from education, with

particular regard paid to pupils with disabilities and special educational

needs, and to Gaelic and other lesser used languages.

VALUES AND CITIZENSHIP
To work with parents to teach pupils respect for self and one another

and their interdependence with other members of their

neighbourhood and society, and to teach them the duties and

responsibilities of citizenship in a democratic society.

LEARNING FOR LIFE
To equip pupils with the foundation skills, attitudes and expectations

necessary to prosper in a changing society, and to encourage creativity

and ambition.

1.3
Croftmalloch Primary School Aims

Be all you
can be

“ “



We promote and expect a high standard of responsible

behaviour from Croftmalloch pupils towards staff, other

pupils and towards their surroundings. Self-discipline is

the key to good behaviour and we depend on your support

in reinforcing the discipline guidelines of the school. These

guidelines are based on mutual consideration, good

manners and respect and are in place to ensure the safety

and well being of all pupils and staff in school.

We ask your child to:

Be honest

Be kind and helpful

Care for others

Be hard working

Look after property

Listen to people

Cross the road with the crossing patrol

We ask your child not to:

Cover up the truth

Hurt others

Hurt others’ feelings

Waste time or others’ time

Damage property or drop litter

Interrupt

Leave the school without permission

Croftmalloch Primary School
Information for Parents
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2.1
Behaviour

Self-discipline is the key to

good behaviour and we

depend on your support in

reinforcing the discipline

guidelines of the school.

“

“

Section 2 Croftmalloch’s Standards
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The school enters pupil absence electronically using codes for particular

reasons for absence. To ensure an accurate record is kept it is important

that, should your child be absent, you provide an explanation for that

absence either by letter or by telephone.

Please avoid keeping your child absent for reasons other than illness.

Work missed is not easily made up and allowing casual absences

encourages a casual attitude towards work, and this applies equally in

the case of frequent late-coming. Please help us develop in your child a

regular habit of good time keeping. If circumstances arise when your

child will be unavoidably late please provide a note of explanation.

Parents or carers are responsible for ensuring that their child attends

school regularly. In cases of unsatisfactory attendance, the Head

Teacher will ask an Educational Welfare Officer to visit the home and

discuss the problem with the parent or carer. If such unsatisfactory

attendance persists, the Head Teacher, following discussion with the

Educational Welfare Officer and other agencies, will decide whether the

case should be referred to the Local Area Attendance Advisory Group.

This group has been formed to make recommendations to the Director

on the statutory responsibilities of the Authority with regard to

defaulting parents.

We must also advise you to arrange family holidays out-with term times.

Should you wish to take your children out of school, you must make

your request to the Head Teacher in writing. The Head Teacher may

grant permission for holidays lasting no longer than two weeks, which

will be classified as authorised absence. Excessive absence due to pupils

taking holidays during term time will be recorded as unauthorised.

Schoolwork will not be provided to take on holiday.

If you become aware that your child may be absent from school for a

considerable length of time, due to illness or admission to hospital, you

are requested to inform the school as soon as possible. Notification

from the hospital will also be sent to the school.

2.2
Attendance

Croftmalloch Primary School
Information for Parents

Parents are responsible

for ensuring that their

child attends school

regularly.

“ “



It is good manners to be punctual and our children are expected to

arrive at school on time. Late arrival embarrasses them and also disrupts

the class work already begun. However, in the event of the occasional

'sleep-in` please send your child to school no matter what time. Better

late than never! 

In 2003, West Lothian Council’s Educational and Cultural Services

launched “Succeeding Together”, a strategy to find new ways to raise

achievement and attainment for all pupils, through a process of

continuous improvement. Working within our own school community,

we are committed to identifying ways to improve the quality of our

pupils’ learning.

We will focus on an exploration of:
• where, when and how our pupils are experiencing barriers to

learning

develop, plan and implement strategies to bring about

improvement

monitor and evaluate how pupils respond to the strategies and what

effect these have on pupils’ learning

refine and develop the successful aspects of the intervention.

Our targets in National Assessments for Reading, Writing and

Mathematics last session, appended at the end of this document, were

very encouraging and we are committed to maintaining and improving

upon them, in line with “Succeeding Together”. To this end, the council

has introduced Standardised Testing at P3, 5 and 7.
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Working within our own

school community, we

are committed to

identifying ways to

improve the quality of

our pupils’ learning.

2.3
Punctuality

2.4
Attainment

Croftmalloch Primary School
Information for Parents

“

“
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We ask that your child comes to school wearing uniform in order to

uphold a high standard of appearance identified with the school and in

line with West Lothian’s dress code. The wearing of jeans is not in line

with West Lothian’s dress code and they are also heavy and

uncomfortable to wear if they get wet. Football tops, scarves and hats

are not acceptable for wearing to school. For PE pupils are advised to

wear a T-shirt (school T-shirt available), shorts and gym/training shoes.

We encourage the use of indoor shoes (gym/training shoes) at all times.

The uniform consists of blue blouse/shirt or blue polo shirt, purple or

grey sweatshirt, black/grey trousers or skirt, school tie. Some items of

school uniform can be bought from the school.

Any item of clothing, which a child is likely to take off in school, should

be clearly marked with your child’s name. This is important with all

clothing – one purple sweatshirt looks like every other sweatshirt – but

is vital on jackets, gym shoes and wellington boots.

Parents should be aware that all items of clothing left behind in the

school building, are left at the owner’s risk, as the School Management

Team cannot be responsible for them e.g. in case of destruction by a fire.

The Authority operates a scheme of provision to ensure that pupils are

sufficiently and suitably clad to take full advantage of the education

provided. Parents who wish to apply for assistance, should complete an

application form which is available from the school.

2.5
School Dress Code

Croftmalloch Primary School
Information for Parents

We ask that your child

comes to school wearing

uniform in order to

uphold a high standard

of appearance identified

with the school and in

line with West Lothian’s

dress code.

“

“
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It is the school policy to give homework. Parents are asked to sign all

homework to show that they have seen or heard it. A guide for parents

is available.

In the younger classes especially, it is most important that you show an

interest in the books your child brings home. Reading development

will be fostered by reading regularly together and talking about

pictures and story.

A Homework Club operates once a week after school. The club enables

pupils from P4-7 to complete their homework in a peaceful

environment and carry out research work successfully using the wide

resources within the school.

The improvement of the quality of education offered is of prime

importance. One of the ways of ensuring continuing and real

improvement is by offering to all staff a programme of personal and

professional development, which enables them to enhance their

teaching skills. All staff have the opportunity to participate and benefit

from this initiative annually.

2.7
Personal and Professional Development

2.6
Homework

Croftmalloch Primary School
Information for Parents

Reading development

will be fostered by

reading regularly

together and talking

about pictures and

story.

“

“



We offer the right to all pupils to enjoy all opportunities and

activities, regardless of pupils’ background, race, gender or

religion, so that they will be given the freedom to develop

their full potential without constraint.

High self-esteem and a positive self-image of every pupil is

our aim.The staff will make sure that the home backgrounds

of all pupils are viewed positively and non-judgmentally.

Pupils are encouraged to respect themselves and their

abilities as well as all other people.

We treat boys and girls equally and offer the same

opportunities to all pupils, ensuring that stereotypical

behaviour is not encouraged, by offering a diverse

curriculum, which addresses the needs and opinions of all.

We aim to provide an environment in which bullying, racism

and other forms of discriminatory behaviour and

assumptions are challenged, through an atmosphere of

trust between pupils, school and parents.

The staff of the school value the support of parents in
assisting us in working towards this policy.

Croftmalloch Primary School
Information for Parents

3.1
Equality And Fairness

We are very proud of our

school and hope to make

you feel welcome at all

times,by fostering a positive

atmosphere of good

relationships between staff,

pupils and yourselves. We

have high expectations of

achievement and behaviour

which we maintain by

praising our pupils’ efforts

and commitment to school

and to one another. We

expect all relationships to be

based on trust, equality and

fairness.

“
“

Section 3 Ethos
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We have a strong commitment to empowering our pupils to contribute

to, and have ownership of, a number of initiatives that take place in

school. In this way we let pupils know that we value the contributions

that they make to the life of the school and we regularly consult them in

a variety of ways. Some examples include:

The Pupil Council – council reps in classes from P3-7

Playground “buddies”

The ECO Committee

Junior Road Safety Officers (JRSOs)

Concert (x2 yearly)

Dress Down Day (fund raising for charity)

Sponsorship –child and animal

Volunteering programme

P7 monitors 

We regularly consult pupils on a range of curriculum and school
related issues as part of the “consultation with pupils” process.

3.2
Pupil Voice

We let pupils know

that we value the

contributions that

they make to the life

of the school.

“

“



page 10

3.3
Partnership and Communication with Parents

We pride ourselves on our excellent relationships with parents and the

wider community.We operate an open, responsive policy with regard to

questions or concerns that you may have. We would encourage you to

phone or write if you have any queries you wish to make about your

child or about general matters. We regularly communicate with you

through monthly newsletters, curricular evenings and Parents’ Meetings

and are always exploring other ways that we can communicate with

you.

Primary 4 – 7 children will have a Personal Learning Plan (PLP),

negotiated with his/her class teacher. This plan is also shared with you,

so that you know what your child’s targets are and the progress s/he is

making. We welcome your comments and suggestions on the work that

we do and the service we provide for you and you child, bearing in mind

that we are all striving to do our best for every pupil in our school. We

will ask you at various times to complete evaluation forms so that we

can be sure that we are listening to what you say about the service we

provide for you and your child.

We do our best to consult and communicate with parents on as many

issues as possible, but if there are times when you have concerns that

we appear not to be tackling, we have a Complaints Procedure which is

given to every new parent on admission of their child to Croftmalloch

Primary School

Croftmalloch Primary School
Information for Parents

We do our best to consult

and communicate with

parents on as many

issues as possible

“ “
3.4
Parents’ Group

The Parents’ Group is made up of a group of interested parents who

work together to support and assist the school in a variety of ways. This

may be accompanying children on excursions, fundraising activities,

assisting support staff, baking etc.

Any interested parents should contact the school office.
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Constitution and Functions

The School Boards (Scotland) Act 1988 gives each primary, secondary

and special school the right to elect its own school board.

The membership of School Boards comprises of parents, who will have

a majority, school staff members and co-opted members (chosen to

represent the community). Local Regional Councillors, representatives

of the Authority and Head Teachers have a right to attend Board

meetings but cannot be members of the board.

School boards have a variety of duties and functions including

communication with parents, fund raising, taking part in the

appointment of senior staff of a school and arranging use of school

premises outwith normal school hours. Boards can ask the Authority to

give them certain additional responsibilities.

A booklet detailing the functions, membership of and regulations

governing School Boards is available from the Education Office, (School

Board Unit).

3.5
School Board

Croftmalloch Primary School
Information for Parents

We pride ourselves on

our excellent

relationships with

parents and the wider

community.

“

“



4.1
Language

Section 4 Curriculum

All schools in Scotland are following

the 5-14 Curriculum and Assessment

Programme, which lays out the areas

of the curriculum to be taught. The

curriculum includes programmes of

learning for language, mathematics,

environmental studies, science,

expressive arts, health education and

religious and moral education.

Your child will be involved in a

variety of learning situations - whole

class lessons, group work and

individual work. S/he will be taught

a range of strategies for learning

including investigation, problem

solving, discussion with others, as

well as direct teaching by the

teacher. Within each curricular area,

pupils are continuously assessed and

the work set is based on your child’s

ability.

“
“
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Children learn to communicate at the earliest age and in

school we continue to develop the very good work begun

at home. The 4 learning outcomes for language, according

to the 5-14 Curriculum are:

READING
WRITING
LISTENING 
TALKING

Reading

Our aim is to teach children to read and foster a love of

books and reading. We want them to:

• experience and understand a range of reading materials

– fiction, non-fiction, drama, poetry etc.

• be able to discuss what they read and express their own

views

•  respect books.

We teach reading through a graded reading scheme,

leading on to the reading of sets of novels. There is access

for all children to the school library, with both fiction and

non-fiction available for them to use.We also organise a bi-

annual School Book Fair and parents are encouraged to

come and browse with their children before selecting

books to purchase.

Writing 

We want children to be able to write for different purposes

and with different readers of their work in mind:

• imaginative and personal stories • poetry

• newspaper articles and reports • letters

• adverts • leaflets, posters, recipes

We teach the process and structure of writing and writing

skills – punctuation, spelling and handwriting.
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Listening

We live in a noisy world and children are exposed to a lot of television

viewing, where information just flows over them, so they need to be

taught listening skills and to listen in a variety of situations and for a

variety of purposes e.g. note taking, when listening to a broadcast, for

writing a report later; listening and remembering to relay information to

others; to one another to express an opinion; to the teacher in order to

relay an understanding of what they’ve heard etc.

Children will experience a variety of listening activities from listening to

adults, other children, to tapes, programmes and games.

Talking 

Linked to the development of listening is the development of talking -

answering questions, offering opinions, giving talks and debating. Skills

in talking include projection of the voice, eye contact with audience, use

of notes for formal presentations, clear enunciation, varying tone and

speed.

Some of these skills are developed in drama work, however, many

opportunities arise on a daily basis to practise talking skills. Listening and

knowing when and how to take your turn in a conversation is a valuable

skill!

During the course of the year we offer P1 parents an Induction
meeting. There are also Curriculum meetings planned where you
will be able to learn more specifically about teaching and learning in
these areas and this will answer any questions that you may have.

Listening and

knowing when and

how to take your turn

in a conversation is a

valuable skill!

“
“
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French and German are taught in alternate years. This starts at P6 - children

starting with French in P6 will continue with French in P7 and will also

receive French when they go to Whitburn Academy. As well as this, your

child will experience a more informal introduction to a Modern Language

during their school career, starting in the lower school.

The 4 areas of study, according to 5-14 Guidelines are:

Number, Money, Measure
Shape, Position, Movement
Problem Solving
Information Handling

Maths in the early years at school is developed through structured play:

• water, sand, building, games, group activities as well as through more

formal teaching.

• Importance is placed on experiment, problem solving, looking for

patterns and awareness of the uses of maths in the world outside the

classroom.

Maths in the Middle and Upper School is delivered through maths

‘setting’. This means that your child is grouped with other children all

working towards the same level in maths, rather than teaching pupils all

at different levels of ability.We use a structured scheme of work for maths

and the use of computer programmes and interactive maths materials is

of great benefit to the pupils, not only in the upper school but also in the

Infant Department.

We offer an annual programme of Curricular Evenings for parents
but mathematics may not always be in that programme. If at any
time you are unclear about what your child is doing in maths, please
do not hesitate to contact the school for an explanation or chat
about progress.

Croftmalloch Primary School
Information for Parents

4.2
Modern Languages

4.3
Maths

Importance is placed

on experiment,

problem solving,

looking for patterns

and awareness of the

uses of maths in the

world outside the

classroom.

“
“
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4.4
Environmental Studies

This includes:

• Social Subjects – learning about people in place (Geography); people

in time (History); people in society (how we organise societies – law,

government, democracy etc.)

• Information and Communication Technology (ICT) - data handling,

word processing, use of e-mail and the Internet, graphics and

presenting.

• Design Technology - Pupils will use their skills to offer solutions to

design problems, using different materials and tools

Through our environmental studies programme we not only want to

teach our pupils about the environment but we want to instil in them a

sense of citizenship also – caring and responsible attitudes towards the

world around them.There are a number of environmental issues that our

pupils are involved with in a practical way, both within the school and

also in the community – recycling, conservation of water / energy, school

garden, use of the playground as an extended classroom, litter patrols

etc.

Our ECO School Group consists of staff (teaching and support staff ),

members of the local community and pupils, who work together to

improve our school environment. We have now received our Green Flag
Award, which is a standard of excellence achieved by showing that we

are participating in projects concerned with environmental issues.

We encourage enterprising projects, involving pupils in using their skills

and talents in teamwork, communication and using their initiative as

they work together to a common goal. In Enterprise Education we

deliver many strands of the curriculum e.g. class led assemblies, concerts,

improving the school grounds, running charity events etc. In particular,

all children experience being part of a Business Education project at least

annually, which involves pupils in setting up a business to sell products

or provide a service. Members of the local community  (business or

otherwise) help us with this.

We encourage

enterprising projects,

involving pupils in using

their skills and talents in

teamwork,

communication and

using their initiative as

they work together to a

common goal.

“
“
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We are currently following the Renfrewshire Science Pack, in line with

West Lothian recommendations. Pupils will investigate Living Things

and the Processes of Life ; Energy; Forces; Earth and Space. All pupils will

study these topics at their level.

The 4 areas of Expressive Arts are:

PE
Art & Design
Drama
Music

PE

• Children will experience a mixed programme of games, gymnastics,

creative movement, dance and sports.

• There are also many opportunities through After School Clubs and

Active Primary School Initiative to experience activities such as

badminton, handball, netball, football.

• Our PE specialist visits weekly and works with all classes in rotation. PE

is also delivered by class teachers.

• School sports are held in the summer term in the school grounds.

Throughout the year upper school children are involved in

competition in a variety of sporting activities. There is also an

opportunity for swimming lessons at Whitburn Swimming Pool.

• NO FOOTBALL TEAM STRIPS, SWEATBANDS ETC. ARE TO BE WORN
FOR PE.

4.5
Science

4.6
Expressive Arts

Children will

experience a mixed

programme of

games, gymnastics,

creative movement,

dance and sports.

“
“
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Art and Design

In art and design children have the opportunity to explore varied media

through drawing and sketching, painting, collage, 3D work in model

making and clay work. A balance is found between free expression and

the teaching of special techniques. The studying of works by famous

artists is carried out at various stages and pupils might produce pieces

of work ‘in the style of’ e.g.Picasso.

Drama

Dramatic activities range from early dressing-up situations, dramatising

stories and historical events, to the writing and performance of plays.

School concerts, class assemblies and end of term services also provide

opportunities for children to show off their dramatic skills. Like other

expressive arts, drama provides an opportunity for language

development and emotional expression.

Music

• This includes singing, games, percussion, listening to music, moving to

music and composing music.

• Children have the opportunity to learn recorder from P4. Children in

P6 and P7 have the opportunity to audition for the school choir.

Instrumental Tuition
The school has instructors for brass and strings. The instructors test

children in P4 and P5, who express interest. Successful pupils are

given a place if one is available or placed on the waiting list for either

brass or strings. Parents are asked to sign a contract to ensure regular

practice and proper care of the instrument. Tuition is free of charge,

but children who make progress will be encouraged to acquire their

own instrument and join local bands and orchestras.

Like other expressive arts,

drama provides an

opportunity for language

development and

emotional expression.

“

“
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Religious Education provides pupils with knowledge of Christian

practice in worship and shows them the place of Christian action in the

community. Children will also study other world religions in line with

national guidelines, in order for pupils to again an understanding of

other faiths and to foster an ethos of inclusion. Moral education

encourages your child to form positive attitudes to life and includes

teaching the values of justice, equality and fairness.

This part of the curriculum operates through class teaching and

activities, assemblies, outside visits and visitors to school. Assemblies

are held on Friday mornings. Pupils of all classes take part in the

assemblies as well as instrumentalists, recorder players and choirs.

Parents are invited along to see class assemblies. The whole school

meets together in church four times a year for an act of worship -

October, December, April and June, and you are warmly invited to join

us. Throughout the year children have opportunities to hear from the

Joint Chaplaincy Team.

Any parent who wishes to exercise their right to withdraw their child

from religious education/observance should contact the Head Teacher.

4.7
Religious and Moral Education

Croftmalloch Primary School
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Moral education

encourages your child to

form positive attitudes to

life and includes teaching

the values of justice,

equality and fairness.

“

“



4.9
After School Clubs

The aim of Personal and Social Education is to support pupils in their

education and to give them the opportunities to develop themselves in

relationship with others, as they practise their life skills. Skills of

communication, cooperation, teamwork; use of initiative; rising to

challenges; completing and implementing enterprising projects are all

practised in a variety of stimulating ventures throughout the school and

contribute to the personal development of every child. Much PSD work

is also contained in the curriculum – through Health Education,

Religious and Moral Education and Enterprise Education.

Our Health Education programme covers all aspects, including-

Healthy Eating, Personal Hygiene, Nutrition, Drugs Education, Personal

Safety, Road Safety, Emotional Health and Sex Education – in lessons

geared to the age and needs of the pupils. We have successfully gained

a Gold Award in Safer Routes to School, which is a Road Safety

Initiative. P6’s health programme involves the study of physical, social

and emotional development of humans and includes sex education.

This is followed by a personal safety programme which teaches children

how to keep themselves safe from potentially dangerous situations

through drama, discussion and written language.

Primary 1 pupils are introduced to the idea of personal safety through a

programme called Keeping Myself Safe.

If you wish further information on these topics, please contact the

school.
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Between October and April, a number of clubs operate in school. These

clubs are run by members of Staff and others and enhance the positive

ethos of the school by contributing to the ongoing good relationships

between pupils and staff as well as furthering the personal and social

development of our pupils.

4.8
Personal / Social and Health Education
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Much PSD work is

also contained in the

curriculum – through

Health Education,

Religious and Moral

Education and

Enterprise Education.

“

“
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4.10
Use of the Internet

Information and Communications Technology (ICT) is a term used to
describe computers and display facilities, software, specialist hardware,
technology based recording and processing systems for sound, still and
moving images, graphic calculators and other associated communications
facilities. In Croftmalloch we use ICT equipment to support effective
Learning and Teaching. The use of ICT is an integral part of the curriculum
which enables pupils to access information and resources available on
local and worldwide networks and to gain ICT skills essential in our society.
However, within this wide range of information there may be material or
communications that neither the school nor parents/carers would consider
appropriate for pupils to access.

West Lothian Education Services implements software to provide
protection from inappropriate material on the Internet without impeding
the acquisition of information. It must be recognised, however, that no
protection can be absolutely guaranteed and, to this end, pupils must not
actively seek inappropriate material and should report any items that make
them feel uncomfortable.

We have set out Internet rules for pupils to help minimise the possibility of
accessing inappropriate material or communications. We explain these
rules to each pupil before they access the Internet. We ask that you read
these rules, for your own information, and discuss them with your child.

Internet Rules for Croftmalloch Primary
When I use the Internet, I agree that:
• I will not swear, use rude or threatening words
• I will not reveal my address or phone number or those of others
• I will remember that electronic mail (email) is not guaranteed to be private
• I will not use the Internet in such a way that would disrupt its use by others
• I will not try to find inappropriate material
• I will tell a member of staff if I find a page,picture or message that makes me

feel uncomfortable
• If I do not follow these rules I may not be allowed to use the Internet and the

school may take further action.

Further information on safe use of the Internet is available at:
http://www.besafeonline.org
Should you wish to discuss the use of ICT and the Internet, please
contact the Head teacher.

West Lothian Education

Services implements

software to provide

protection from

inappropriate material

on the Internet without

impeding the acquisition

of information.

“
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Assessment is an integral part of the teaching process and your child

will be continuously assessed throughout his/her education. This

assessment takes many forms, from teacher observation, pupil/teacher

discussion, class tests, through to written tests including National

Assessment in Maths and Language. National Assessments may be

carried out when the class teacher thinks that your child is ready to be

tested.

National Assessment Guidelines have 5 levels:

Level A should be attainable in the course of P1-3

Level B should be attainable by some pupils in P 3 or earlier, but 

certainly by most pupils in P4

Level C should be attainable in the course of P4-6

Level D  should be attainable by some pupils in P5-6 or earlier, but 

certainly by most pupils in P7

Level E should be attainable by some pupils in P7-S1 but certainly by 

most in S2.

The result of this assessment process forms the content of your child’s

annual school report and is also shared with you at the twice yearly

parent/teacher consultations. Pupils from P4-7 also attend these

meetings with parents. You are always welcome to make an

appointment to discuss your child’s progress at any time.

In line with West Lothian policy, we also carry out Standardised Testing

in P3, P5 and P7 to help teachers to plan the ‘next steps’ targets and to

get a national comparison for our pupils.

The aim of the annual report is to provide details of each pupil’s

strengths, development needs and attainments in each curricular area,

including National Assessment results, where applicable, and we would

encourage you to feedback, to us, your comments on the report
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4.11
Assessment and Reporting

Assessment is an

integral part of the

teaching process

and your child will

be continuously

assessed throughout

his/her education.

“
“



page 22

4.12
Support for Learning

Class teachers are continuously assessing the needs of pupils in their

class and there are some pupils who may be experiencing particular

difficulties in language or maths. Such difficulties may be temporary

due to absence, illness etc. or it may be more long term. We are

fortunate to have the services of 2 Support for Learning teachers, who

are able to give extra help to pupils who need it.

Should your child be experiencing difficulties in a particular area we

would invite you to come in and discuss this with us, so that you would

be involved right from the start to ensure maximum benefit for your

child. You will also be best placed to know how to support your child at

home if we have regular meetings to discuss their needs.

The support for learning teachers also work co-operatively in class with

the class teacher in a variety of curricular areas and with all of the

children. Continuous records are maintained and you will, of course, be

kept informed of your child’s progress. We also have additional help in

school from a Support Assistant, who works alongside the class teacher.

The Authority has a policy of inclusion. This promotes the placement,

into primary and secondary schools, of pupils with significant needs.

Additional support may be given to the school to enable such

placements to be successful. Should an integrated placement or

placement into special classes be necessary, these are made following

assessment by the Authority’s Specialist Advisers and in consultation

with parents.

Special Needs Policies and Provision: 01506 776114

Croftmalloch Primary School
Information for Parents

Some pupils who

may be experiencing

particular difficulties

may benefit from

extra support

“
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5.1
New Entrants to P1

Section 5 Admission Procedures

West Lothian Council is

divided into denominational

(Roman Catholic) and non-

denominational primary

school catchment areas. Each

home address therefore has

two catchment primary

schools.
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Applications for admission to West Lothian Council

infant/primary schools at all stages (P1-P7) are made by

completion of the West Lothian Council Infant/Primary
School Application for Admission to Infant/Primary
School form.

Application forms can be collected from the school and

completed with assistance from school staff or by

reference to guidance notes.

Forms are also available from:

Pupil Placement Section
Education Services
Lindsay House
South Bridge Street
Bathgate EH48 1TS
Telephone: 01506 776002

“

“
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5.2
Timescale

Application for admission of pupils to P1 for the August intake normally

takes place in November of the preceding year. Details appear in the

local paper, in shops, in nursery schools and playgroups. Your child will

be invited to spend some time in school, usually in June, to meet his

teacher and see his classroom so that your child will not be entering an

unfamiliar environment when they start in August.

Primary one children attend school in the morning only for the first few

days. School routines differ from nursery school and your child may not

have attended nursery.We often send information letters home or notes

from your child’s teacher in your child’s schoolbag. Your child will not

always let you know if there are things in the schoolbag so it is most

important that you ask primary one children if they have letters from

school.

Parents are asked to impress upon their children that they must not

leave the school grounds for any reason whatsoever, during intervals or

lunchtime. Children should have names printed clearly on clothes, gym

kit and all personal belongings – one school sweatshirt looks like every

other one!

Each home address has two catchment secondary schools. Each

secondary school catchment area is made up of a number of associated

primary school catchment areas. Croftmalloch Primary School is

associated with Whitburn Academy. Children attending Croftmalloch

Primary School and living in the catchment area of the school would

therefore normally transfer to Whitburn Academy.

5.3
Transfer from P7 to Secondary School

“ Primary one children

attend school in the

morning only for the

first few days.

“
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In November/December parents of P7 pupils will receive a letter from the

Pupil Placement Section at Lindsay House indicating the catchment area

secondary schools for their home address. The letter asks parents to

confirm their transfer intentions. The letter also advises parents of their

right to make a placing request and how to do this. Information on placing

requests is available from Pupil Placement Section in Lindsay House.

Timescale

The deadline for an application for a placing request to an alternative

secondary school is 31 December, prior to the transfer in August. All

applications will be acknowledged within 14 days. Enrolment will be

confirmed as soon as possible before 30 April by letter from Lindsay

House. Where a school is over-subscribed, parents will be informed as

soon as possible, in writing, that it is necessary to refer the applications to

the Special Sub-Committee on Pupil/Student Support with information on

when the Committee will meet and when parents will hear the outcome

of this meeting. Enquiries should be made either to the individual school

or Pupil Placement Section.

At the end of primary school most children transfer to Whitburn Academy.

We have close liaison with the secondary. Teachers from secondary make

visits to primary and vice versa.

Prior to moving to the Academy the children will have spent two days

there (usually in June) where they meet their register teacher, go into their

new classes and follow their timetable. There is also a parent’s evening for

‘new’ first year parents. Over the period October to June various meetings

are held between Academy Staff, parents, senior pupils and the primary

children in order to answer pupils and parents questions and make the

transition to Secondary as smooth as possible.

Secondary School:

Whitburn Academy
Shanks Road
Whitburn EH47 0HL
Telephone: 01501 740675

5.4
P7 to S1 Transfer Arrangements

Croftmalloch Primary School
Information for Parents

“ We have close liaison

with the secondary.

Teachers from

secondary make visits

to primary and vice

versa.
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Children’s well being depends on meeting their emotional,
physical and intellectual needs. Children do better at school
when they are both healthy and happy. The School Health
Service is here to help children achieve their full potential.

Every school in West Lothian has a named School Doctor, a
fully qualified School Nurse with relevant training to meet
the needs of the child and a named Health Visitor.The Nurse
and Doctor visit the school regularly.

What does the School Health Service do?

• We work as part of the integrated community school,

multidisciplinary team along with other agencies

promoting children’s welfare. We are working closely

with schools to encourage and assist them becoming

new Health Promoting Schools.

• In Primary 1, Primary 7 and Secondary 2/3 you will be

sent a Health Questionnaire to complete to alert us to

any concerns you may have about your child.

• Children with health related problems will be offered an

appointment with the School Nurse or Doctor.

• Children can also be offered an appointment at the

request of parents, school staff or other health

professionals.

• The School Nurse is also involved in Health Education

classes and events at your child’s school.

• We provide advice on health issues to parents, teachers,

children and where appropriate assist in planning the

curriculum for Health Education.

Croftmalloch Primary School
Information for Parents

6.1
West Lothian School Health Service

We are very proud of our

school and hope to make

you feel welcome at all times,

by fostering a positive

atmosphere of good

relationships between staff,

pupils and yourselves. We

have high expectations of

achievement and behaviour,

which we maintain by

praising our pupils’ efforts

and commitment to school

and to one another. We

expect all relationships to be

based on trust, equality and

fairness.

“
“

Section 6 Health & Safety and Pupil Welfare
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Primary Schools

• In Primary 1 all parents will be offered an appointment to attend with

their child for a health and development check by the School Nurse.

• In Primary 7 your child’s health will be reviewed before moving to

secondary school.

• Children with health related problems will be reviewed at regular

intervals by the School Nurse or Doctor.

Secondary Schools

• In Secondary Schools we continue to review pupils with health related

problems.

• We are also available for pupils seeking individual advice via staff or

drop-in clinics.

• In Secondary 2/3 pupils will be given a Health Questionnaire to

complete and offered an appointment with the School Nurse or

Doctor if appropriate.

Immunisations

• From the age of 12 years, pupils are offered testing for resistance to

Tuberculosis and immunisation (BCG) when required.

• From the age of fourteen years, pupils are offered booster

immunisation against Tetanus, Diphtheria and Polio if their GP has not

already done these.

How to contact us?

The School Nurse and Doctor are based in:

Community Child Health
St Johns Hospital
Howden Road West
Livingston EH54 6PP
Telephone: 01506 419666, Ext: 4147/4212

At any time, parents and pupils can ask to meet with the School Nurse
or Doctor to discuss health or personal problems.
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6.2
General Responsibilities for Health

Croftmalloch Primary School
Information for Parents

Within the general policy laid down by West Lothian Council, Education

Services has prepared a series of statements of safety policy for all areas

of its responsibility in accordance with Health and Safety at Work Act

1974. Members of School staff are fully instructed in their

responsibilities in this respect and safety regulations apply to all aspects

of school life, both on and off the premises. It is expected that pupils will

behave responsibly and comply with all safety requirements. The

support of parents in promoting good practice in health and safety

matters is of importance to the school.

Head teachers of school establishments have a duty to ensure that all

Health & Safety requirements are fully complied with, within the school

grounds. These duties include a responsibility to make sure that the

appropriate member of staff records and logs details of- 

• termly fire drills

• annual fire extinguisher checks

• weekly fire siren/bell checks

• administration of medication to pupils

•  annual risk assessment of buildings and structures

Forms are available from the school office for any child requiring

medicine to be taken during school time. Parents are requested to

complete these forms to allow medicine to be administered.

Preventative inhalers (blue) are kept in a First Aid box in the classroom -

it is important that each child has a labelled inhaler for school use.

It is parents’ responsibility to ensure these are renewed as necessary.

Each class teacher has a list of children requiring these. Any child who

requires other medication on a regular basis may require a health care

plan. Please contact the Headteacher to discuss this.

6.3
Medication in Schools

The support of parents in

promoting good practice

in health and safety

matters is of importance

to the school.

“

“
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6.4
Emergency Contacts and Arrangements

Croftmalloch Primary School
Information for Parents

6.5
Meals and Milk

Under the Education Committee’s policy, some children in attendance at

schools under the management of the Authority are entitled to free

school meals. Parents who feel their children are entitled to free school

meals should ask for further information and an application form , which

is available from the school office.

Free milk will be available to children in nursery. Primary school children

who are in receipt of free school meals will also be eligible for free milk.

Milk will be available to all other children at favourable prices.

Children may have school meals regularly or on odd days when

necessary. The school dining area is organised as a self-service cafeteria.

This area  is supervised by members of staff. Meals are cooked on the

premises and children choose from three options each day. This usually

includes a non-meat meal. We operate a 3 coloured tray system: - green -

usually a packed lunch, red - a hot two-course meal and blue - a snack

type meal. These are on display to allow the children to see the choices.

If a child loses or forgets lunch money, we will provide a meal and inform

parents of the cost by means of a pink slip. This amount must be paid to

the cashier in the dining area the following day.

Some parents prefer their children to have a packed lunch and facilities

are provided in the school for the eating of packed lunches.

It is essential that we have in school the name, address and telephone

number of an adult we can contact in case of an accident or your child

feeling ill. Please ensure our records are kept up to date by notifying us of

any change of address and telephone number of your child’s emergency

contact. Only in special circumstances (e.g. no heating), will children be

sent home early without prior warning and even then, where younger

children are involved, we shall try to get in touch with parents as soon as

early closure becomes known. In the event of extreme snowy conditions

it would be helpful to listen to Radio Forth, River FM OR Real Radio, who

will give details of any school closures.

Parents who feel their

children are entitled to

free school meals

should ask for further

information and an

application form ,

which is available from

the school office.

“
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6.7
Security
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The school has a security system which allows all doors to be locked

electronically once the children are in school. The locking system is

released automatically if the fire alarm goes off. All visitors should

report to the school office via the front entrance of the school, sign in

and collect a visitor’s badge. It is extremely important to the security of

the school that no adult is on the premises unless they have signed in

at the school office.

6.6
Employment of Children

Children under the statutory school leaving age can only be employed

within the terms of the byelaws on the Employment of Children. These

regulations do not permit the employment of children less than 13

years of age.

This operates daily from 8.15, for parents who wish to use it. Children are

offered cereal, toast and juice for 25p and are supervised while they eat.

Croftmalloch Primary School
Information for Parents

6.8
Wet weather arrangements

During spells of bad weather, children are normally allowed to remain in

a classroom or open area (at interval or lunchtime)., where  pupils are

supervised by the playground supervisors and members of the

Management Team. P7 children act as monitors in classrooms during

wet intervals and lunchtimes. Each class has a wet interval box. This is

stocked with paper for drawing and we ask the children to bring in any

games or jigsaws they no longer need either for their own class or a

younger class to add to our wet interval boxes.

6.9
Breakfast Club
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The support of

parents in

promoting good

practice in health

and safety matters

is of importance to

the school.

6.13
Photography

Pupils are supervised throughout intervals and lunch hour. If they have an

accident or any other problem in the playground they report initially to the

supervisor who will take the necessary action.

Snowballing is not allowed in the playground.

When pupils are at school, the responsibility for their safety rests with the

Local Authority. The Head Teacher and Staff undertake this responsibility

on behalf of the Local Authority. This means that reasonable steps should

be taken to prevent any pupils suffering injury and to ensure that

accidents or difficulties can be reported to a responsible adult and

appropriate action taken.

6.10
Playground Supervision

6.11
Car Park

In the interest of safety please do not use the car park as a means of entering

or leaving school. On no account should children be in the car park.

Croftmalloch Primary School
Information for Parents

6.12
Cycling

Parents who allow their children to cycle to school are asked to co-operate

with the school in that there is no cycling in the school playground. Pupils of

P6 will have the opportunity of doing cycling training classes with a member

of staff, trained parents and the police. This is carried out by means of

continuous assessment and on road training.

During the course of your child’s time in school photographs/ videos

may be taken. Any parents who do not wish their child to be included

should inform the Headteacher. Videoing of school performances will

depend on the copyright restrictions of individual productions.

“

“
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6.14
Child Protection Guidelines

Education staff have a role in protecting children and to that end we

ensure that all children are taught how to keep themselves safe. As

such, all schools in West Lothian will follow the Lothian Child Protection

guidelines.

Croftmalloch Primary School
Information for Parents

6.15
Requested Early Release of Pupil

There are occasions when parents wish their children to be released

from school at other than normal closing times, to enable them to keep

a dental or medical appointment outside school, or for other reasons. In

all cases, a written request should be made for early release. Parents

should then call at the school office when their child will be brought to

them. On no account should a child leave school premises on their own.

If a child is taken ill at home during the lunch break, it would be of great

help if you would inform us should you decide NOT to send the pupil to

school in the afternoon.

On no account should

a child leave school

premises on their

own.

“ “



page 33

Croftmalloch Primary School
Information for Parents

All children in the school’s catchment area live within reasonable

walking distance of the school. Parents from outwith the catchment

area who choose to send their children to this school are responsible for

any extra travelling expenses incurred.

School fund is collected every Monday morning. We ask that each child

contributes 20p. This money is used to supplement school outings,

parties and other school activities. When there is a Monday holiday,

money will be collected on a Tuesday. If it is more convenient, children

may pay termly or annually.

We operate a healthy tuck shop in school at morning interval. Children

have the opportunity to buy fruit or a small snack. Once a term, we have

a ‘fruit only’ week.

6.16
Transport

6.17
School Fund

6.18
Tuck Shop
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6.19
Transferring Educational Data About Pupils

Education authorities and the Scottish Executive Education Department (SEED) have collected data about
pupils on paper forms for many years. We are now working together to transfer data electronically through
the ScotXed programme.

What pupil data will be collected and transferred?
Data on each pupil is collected by local authorities and SEED. The data collected and transferred covers areas
such as date of birth, postcode, registration for free-school meals, whether a pupil is looked after by his/her
local authority, additional support needs including disability, attendance, absence and exclusions from
school. Pupil names and addresses are collected by their school and education authority but they are not
passed to SEED. Your postcode is the only part of your address that is transferred. Data is held securely and
no information on individual pupils can or would be published by SEED. Providing national identity and
ethnic background data is entirely voluntary. You can choose the ‘not disclosed’ option if you do not want
to provide this data. However, we hope that the explanations contained in this message and on our website
will help you understand the importance of providing the data.

Why do we need your data?
In order to make the best decisions about how to improve our education service, SEED and education
authorities need accurate, up-to-date data about our pupils. We are keen to help all our pupils do well in all
aspects of school life and achieve better exam results. Accurate and up-to-date data allows SEED, education
authorities and schools to:
• plan and deliver better policies for the benefit of all pupils,
• plan and deliver better policies for the benefit of specific groups of pupils,
• better understand some of the factors that influence pupil attainment and achievement,
• target resources better.

Your data protection rights
The collection, transfer, processing and sharing of ScotXed data is done in accordance with the Data
Protection Act (1998). We also comply with the National Statistics Code of Practice requirements and other
legislation related to safeguarding the confidentiality of data. The Data Protection Act gives you the right to
know how we will use your data. This message can give only a brief description of how we use data. Fuller
details of the uses of pupil data can be found on the ScotXed website (www.scotxed.net). SEED works with
a range of partners including HM Inspectorate of Education and the Scottish Qualifications Authority. On
occasion, we will make individual data available to partners and also academic institutions to carry out
research and statistical analysis. In addition, we will provide our partners with information they need in order
to fulfil their official responsibilities. Any sharing of data will be done under the strict control and prior
agreement of the Data Sharing Panel in SEED, which will ensure that no individual level data will be made
public as a result of the data sharing and that these data will not be used to take any actions in respect of an
individual.

Concerns
If you have any concerns about the ScotXed data collections you can email the Senior Statistician, Peter
Whitehouse, at Peter.Whitehouse@scotland.gsi.gov.uk or write to The ScotXed Support Office, SEED, Area 1B,
Victoria Quay, Leith, EH6 6QQ. Alternative versions of this page are available, on request from the ScotXed
Support Office, in other languages, audio tape, braille and large print

Want more information?
Further details about ScotXed data exchanges are available on the ScotXed website, www.scotxed.net.
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