
 

 

 

Absence 

 

If your child is away from school due to ill health please RING the school 

on the first day of absence by 9a.m. An illness must be followed by a 

letter giving reasons for absence on the child’s first day back. If you 

want to take your child out of school for any reason, a letter must be sent 

to the head teacher explaining the reason. The Head teacher is only able 

to authorise holiday absence for a maximum of 10 days during any 

academic year. It is not possible to authorise absence for reasons such as 

attending the theatre, going shopping, going to theme parks or for 

birthday treats. These absences are ’unauthorised’, following guidance 

from Northamptonshire County Council. Any absences can be followed up 

by Northamptonshire’s Educational Welfare Officer. For Year 2 and 6 

pupils it is not possible to authorise absence during the main National 

Curriculum assessment period –APRIL, MAY and the first week in JUNE. 

If you are in any doubt before arranging/booking holidays, please speak 

to the Head teacher. 

 

Academic Year  
 

This runs from September through to the following August. The academic 

year is sub-divided into 3 terms: 

Term 1 & 2 Autumn Term (Sept – Dec) 

Term 3 & 4 Spring Term (January – March) 

Term 5 & 6 Summer Term (April – August) 

Act of Worship 

 

The Act of Worship (assembly) is held each day.  

 

Allergies 
Please inform the school if your child develops an allergy. A medical form 

should have been completed when your child/children started school, but 

situations to do change.  

Appointments 

Please try to arrange medical appointments outside of the school day. If 

you do need to take your child out of school during the day for an 

appointment let us know in advance if you can. You are asked to sign them 

out and back in if they return later – this book is in the office.   



  

 

 

Bell 
The old school bell now hangs in the reception area and is rung during our 

achievement assembly on a Friday by one of the children to welcome the 

arrival of a new family member. 

 

 

Bikes 
Unfortunately, as we have no storage for bikes and we feel the roads 

around school are not safe for children to cycle on, we do not allow 

children to encourage cycle to school.  

 

 

Birthdays 
Please do not let children come to school in birthday badges with pins on 

them. Please don’t bring sweets/cakes for the children-although it is a 

kind thought, children have allergies and we need to ensure they do not 

come into contact with anything harmful. We are also a Healthy School so 

discourage sweets. 

 

 

Book bags 
Book bags are purchased from the school office. They should be clearly 

named. Please don’t attach anything else as we have had accidents when 

attachments have been swung in children’s faces. Book bags should come 

to school daily and are used for books and communication from the school 

and ‘FORPS’. 

  



 

 

Celebrations 
There is a celebration assembly on a Friday morning. Children can bring 

certificates/medals/cups they have achieved outside school to show and 

talk to us about. Three times a year we have an Awards Assembly when 

cups, trophies and certificates are given to children you have excelled in 

school. 

 

Churches 
The school has close links with St Mary’s and Roade Methodist Church. 

The vicars of both churches are regular visitors. Our children visit both 

churches to see the grounds and to ‘tour’ the Church as part of the 

curriculum. 

 

Clothes- see Uniform 

Please ensure that all clothing is clearly labelled with your child’s name. If 

named in biro it will wash off rapidly. 

Clubs 

A wide range of after school and lunchtime clubs operate each term. 

Details of these are sent out by letter. Information can also be found on 

the school website. 

Coats 
Please make sure your child has a coat with them at all times (except in 

the summer!) as at playtime and lunchtime we like to get the children out 

in the playground even if there is slight drizzle. During colder spells hats 

and gloves are great. A light raincoat can be kept in school. 

 

Consultation meetings 
Parents have the opportunity to meet with teachers for formal meetings 

three times a year. Appointments are made for these meetings. Teachers 

are available at other times by mutual agreement. 

 

Contact Numbers 
Please ensure that you keep us informed of your most up to date 

telephone numbers – mobiles, work, emergency contacts. 



 

Closures 
Most dates for the year are given out at the beginning of the academic 

year with reminders given in newsletters. INSET days, of which there are 

5, are also usually included in the list.  

Should we have freak weather and the school needs to be closed the NCC 

website has information about school closures. Go to 

www.northamptonshire.gov.uk and click on LEARNING, then SCHOOLS. 

You will find a tab labelled School Closures at the bottom of the list. 

 

Complaints Procedures 
A copy of the school’s Complaints Policy can be found on our website. A 

hard copy can be obtained from the school office. 

 

 

Dogs 
We love dogs, but not in school. Dogs must not enter the school grounds 

for obvious health and safety reasons.  

 

 

Earrings 
We would encourage you not to have your child’s ears pierced while they 

are at this school. If your child has pierced ears they should only wear 

small stud type earrings to school, for safety reasons. They must be 

removed for all PE activities and as staff are unable to assist with this, 

please make sure your child can do this by themselves. 

 

E mail 
Our email address is: bursar@roade-pri.northants-ecl.gov.uk. 

Alternatively, you can contact the Headteacher directly at head@roade-

pri.northants-ecl.gov.uk 



Emergency Closures 
In the event of the school having to close, a notice will appear on the 

Northamptonshire County Council website. It will give reasons, and dates 

for reopening.  

Go to www.northamptonshire.gov.uk and click on LEARNING, then 

SCHOOLS. You will find a tab labelled School Closures at the bottom of 

the list. 

 

Fax 

Our fax number is 01604 864446 

 

Fire 

Regular fire practices are held in school. 

 

First Aid 

We follow strict guidelines when dealing with all matters relating to the 

health and safety of children. We are unable to apply creams/sprays. If 

your child falls and hurts themselves, we clean the injured area and dry 

it. If necessary we apply a plaster (please inform us if your child has an 

allergy to plasters).  

With bumps to the head, if it seems minor, we apply a cold compress. We 

then send a note home to inform parents that a minor bump has happened. 

All injuries are logged. 

If we are concerned at anytime by an injury we will call the 

parents/guardians straight away. 

 

Fruit 
The school participates in a ‘free’ fruit scheme which provides Key Stage 

1 children with a variety of fruit or vegetables during the week (mainly 

bananas, apples, pears, satsumas & carrots). These are eaten during 

afternoon playtime. The scheme is a real success and children try 

different fruits and enjoy them.  

 

Gardens 
We have an Millennium garden and quiet area which are both used by the 



children at playtime. There is a rota for the use of the Millennium garden 

and children are encouraged to play quietly in there. 

 

Governors: 
The school is managed by the Headteacher and the Board of Governors. 

Parents are represented by a number of parent governors. The names of 

the governors and their responsibilities can be found on the notice board 

and also in the Governors page of the website.  

 
Going Home Arrangements 
If your child is being picked up by/going home with someone other than 

yourself – please inform the class teacher in the morning or by letter. We 

are unable to accept phone calls to alter arrangements except in an 

emergency. We would like to be introduced to the regular person if not 

the parent or that person changes. 

If you are unexpectedly held up and are going to be late collecting your 

child, please let the school know so supervision for your child can be 

arranged.  

  

 

Hair 
We insist that long hair is tied back at all times in school-off the face. 

Please ensure that all hair bands etc are suitable for school (not fancy). 

This is for a number of reasons: for safety in PE, to reduce the chance of 

nits travelling from one child to another (see nits) and to keep children 

tidy! All long hair must be tied back for PE lessons. 

 

Handwriting 

We teach the joined handwriting as soon as all letters are formed 

correctly, starting in Year 2.  

 

Hats 
During the summer we encourage children to wear NAMED hats. These 

can be any kind of sun hat. Badges must not be attached to hats that are 

for school use. 

 

Helping in School 
We welcome help and support from parents, grandparents and other 



friends of the school. Adults are encouraged to share their talents with 

us and should let the office know if they are willing to help in school. 

All helpers are asked to complete Criminal Record Checks – the office will 

provide you with all the information on this.  

 

Home time 

The school day finishes at 3.15 pm and punctual collection of children 

from the playground is appreciated! 

See also ‘Going home’. 

 

Homework 

The school follows national guidelines on homework which outlines the 

amount of time children should spend on homework activities which may 

well include reading and sharing the school reading and library book. 

Other activities may include learning spellings, maths activities or games 

or topic based investigations. The school has a Homework Policy, a copy of 

which can be found on the website. 

 

Home-School Agreement 
The government have instructed all LEA schools to set up a ‘Home School 

Agreement’ with parents. These are issued as your child commences 

school. 

 

INSET 

The school is closed for 5 days each year for ‘in service’ training 

(INSET). We usually try to add these closures to the beginning or end of 

a holiday. 

 

Internet 
Children have supervised access to the internet – you will be asked to fill 

in a consent form regarding internet access and the publishing of 

photographs on the school website – for more information about this 

please contact the office. A copy of our E Safety Policy can be found on 

the website. A hard copy can be obtained from the school office. 

 



Jewellery 

Children should not wear any jewellery to school. Please contact the 

school if you wish to discuss this. 

  

 

  

 

Lateness 
Punctuality should be encouraged. Being late for school can mean that 

children miss the vital first few minutes of the day when routines are 

established. If your child is delayed for any reason, do please ring the 

school. Children are classified as being late if they are not in school by 

registration at 9.00 am. Please be punctual for school, and for picking up 

from after school clubs.  

 

Library 

Children are able to select books from our library. These books can be 

brought home to be shared with you. 

 

 

 
Lunchtimes 
Hot meals are not currently available. All children bring a packed lunch in 

a suitable named lunchbox which is stored near their classroom or, in the 

case of Years 5 & 6 on a trolley in the entrance to the Lineham block. We 

have 4 lunchtime supervisors who supervise the children in the hall eating 

their lunch and in the playground. 

 

 



Medicine 

Should medicine need to be administered to your child during the day, 

please bring the medicine to the office with a letter detailing the 

medicine and the times to be given. Usually we are only able to administer 

medicines prescribed by medical practitioners. The medicine needs to be 

collected by an adult at the end of the day as we are not allowed to hand 

it over to the child. 

Mobile phones 

Children should not have mobile phones with them in school. If you wish 

your child to have their mobile phone for their walk to and from school 

then please inform us of this in writing. They will need to deliver their 

phone to the school office on their arrival at school and can collect it at 

the end of the school day. 

 

Money 

Children should not have any money with them at school except on special 

days when it is in a named container. If money needs to be sent into 

school i.e. for school trips, etc please put money in a sealed named 

envelope and hand it in to the office before 9am. Money for trips and 

school uniform should be made payable to: Roade Primary School. 

 

 

 

Newsletters 

As a school we feel we have excellent channels of communication with 

parents. A newsletter is sent home with your child fortnightly giving 

details of what is happening during the coming term/month and what has 

been happening. It includes a comprehensive list of diary dates at the 

beginning of each main term. It will also appear on this website. ‘FORPS’ 

send out regular communications via the children’s book bags.  

 

Nits 
Nits are a common part of school life and are nothing to be ashamed of. 

It is said they like the cleanest hair! 

If your child has nits, please treat them and the whole family. Let the 



school know in order that we can inform other parents. 

 

Notice-boards 
There is a parent information board on the playground. All around the 

school there are wonderful displays of children’s work. These celebrate 

achievement and reflect the wide, rich curriculum that is on offer. Other 

information can be found in the leaflet board outside the school office. 

 

Office 

Please feel free to contact the office if you have any queries, questions 

or messages. Please report to the office when you are visiting or helping 

in school, as visitors are requested to ‘sign in’ and ‘sign out’ and to wear a 

‘Visitor’ badge. 

OFSTED 

Ofsted is the body that carry out  government inspection of schools. 

These inspections usually take place every 3 years. Our last inspection 

was February 2006. Ofsted reports can be obtained from the school 

office or by following the link to the Ofsted website. 

 

Party Invitations 
Please be sensitive to the needs of all children if invitations are 

distributed in school. School staff do not have time to distribute 

invitations or thank you letters. Please also see Birthdays regarding 

allergies and cakes etc. 

 
Parent Teacher Association ‘Friends of Roade Primary School’ 
All parents and staff are automatically members of the PTA. An AGM is 

held at the beginning of the academic year where the officers (Chairman, 

Vice Chairman, Secretary and Treasurer) are elected. All parents are 

welcome at every meeting. They are held in the staffroom. The PTA has 

two functions: providing a social network for parents and raising money to 

benefit the children at the school. 

 

Parents 
We are proud of the partnership the school has with parents. Please feel 



free to discuss any concerns with your child’s teacher or the 

Headteacher. 

 

Parking 

Our car park is very small and does not allow space for parents to park 

their cars when delivering and collecting their child. We therefore ask 

parents to park near the school. Please be considerate at all times. Please 

do not park on the yellow lines outside the school or within the traffic 

calming measures. The car park has a disabled space and any disabled 

parents and visitors are welcome to use it. 

 

 

 

PE 

Children have several PE sessions a week which are usually on the same 

day each week. 

PE kits should be kept in school at all times in a named ‘drawstring’ bag. 

Children need a PE shirt, PE shorts and plimsolls or trainers that can be 

put on easily. Girls might need socks if wearing tights. In cold weather 

the children can wear joggers for outdoor games. All items should be 

clearly named.  

 

Photographs 
During the academic year an individual photograph is taken of your child 

(normally near to Christmas as they can make great presents!). Group 

photographs, including sporting, musical and June festival photographs 

are usually taken in the Summer term. Class R and Year 6 also have a class 

photo taken at this time. 

 

Photographs on the website – only photographs of children with the 

consent of the parents will go on the website – you will be asked to fill in 

a form giving or denying your consent – for more information about this 

please contact the office. The school also requests parental permission 

for photographs of children to be published in the local press. 

 

Parents are reminded that any photographs taken of school events, must 

be for their own personal use only and should not be published in any way. 



 

Playground 

The playground is for the use of Roade Primary and Bumble Bees children 

only. The Trim Trail particularly is designed for school age children and 

fall heights are not suitable for younger siblings. The Trim Trail should 

not be used before or after school. No child should have 

bicycles/scooters/roller blades in the playground.  

 

Playtime 

The children go out to play for 15 minutes each morning and for about 

half an hour at lunchtime. Infants also have a 15 minute afternoon 

playtime. Children should have suitable clothes for the weather. If it is 

wet we still endeavour to get them outside so they get some fresh air. 

There are two adults on duty with the children in the morning and at 

lunchtime and one in the afternoon with the infants. 

 

Policies 
The school has a large number of policies detailing all aspects of school 

life. Please ask if you wish to read any of them. Some policies can be 

found on this website. 

  

 

  

 

Reading 

Reading books come home in the book bag with a ‘reading diary’. This is 

for two way communication. Parents are free to make comments in the 

book once you have heard your child read.  

It is important to hear your child ready every night. 

 



Recorders 
Key stage 2 pupils learn to play the recorder as part of their music 

lessons.   

 

Reports 
Written reports are produced once a year. The main academic report is 

issued in the Summer term. For Early Years this will detail the Early 

Years Profile and for other year groups reflect achievements across the 

curriculum. A separate form details the End of Key Stage 1 teacher 

assessments and also end of Key Stage 2 results. 

 

SATs  
National Curriculum Assessment (formerly known as SATs) take place in 

Year 2 & 6 mainly between May and the beginning of June – please see 

absences regarding assessment periods. This is also a time when 

important teacher assessments are made in other year groups. 

The Head teacher holds a meeting for Year 6 parents in the Autumn 

Term to explain in detail how this process works. 

 

School Council 
Roade Primary has a thriving School Council. School Councillors are 

elected by peers at the beginning of the academic year. There are two 

from each class and they have regular meetings with the Headteacher.  

 

School Hours 
The whistle goes at 8.55am. The children are supervised in the playground 

from 8.45am, and we find this is invaluable time for them to have a run 

and a chat with friends before school starts. School finishes at 3.15pm 

unless the children are attending an after school club. 

 

Sickness 
If children have been sick or suffered from diarrhoea they should not 

return to school for 48 hours.  

If your child becomes sick whilst at school the school office will inform 

you or your chosen contact. 

See also absences. 

 

Skipping Ropes 



The school has many resources for playtime including skipping ropes. 

Please do not bring your own to school as they get lost and are a danger 

hanging on pegs.  

 

Snow 

If there are light flurries of snow, and assuming the school is open, 

please ensure that your child has a change of footwear and socks or 

tights with them that day. We allow children with a change of footwear 

to play outside in the snow if it is safe and they would like to do so. 

Children may also remain inside on snowy days if they so wish. Please also 

see emergency closures. 

 
Sweets 
Children must not bring sweets to school. 

 

Teaching Assistants 
Each class has Teaching Assistants to support the teacher and the 

children. Please do not direct your concerns to them, but discuss them 

with class teachers.  

Teachers 
The staff are available at the end of the afternoon to talk to parents 

informally. If you wish to see a teacher privately, please arrange a 

mutually agreed time with the teacher. Unless it is of utmost importance, 

please do not take up the teacher’s time before school as they are 

preparing for the morning sessions. Please approach the school office in 

the first instance. 

Telephone 

The school phone number is 01604 862309. Please let us know if your 

child is unwell. The office is usually ‘manned’ from 8.30 am onwards. Prior 

to this, and during break times, an answer phone is available so please 

leave a message. 

 

Term Dates 
The dates of terms are normally given to parents in the September 

newsletter. Parents can also find the dates on the school website or on 

the Northamptonshire County Council site (www.northamptonshire.gov.uk) 

 

Tokens 
The school collects all vouchers and tokens issued by commercial 



organisations. These should be placed in the relevant collection box by 

the school office. Thank you for your support with these. 

 

Trips 
Trips are arranged to link with the curriculum. These trips follow the 

guidelines laid down by the local authority. Voluntary contributions may be 

requested from parents to cover the cost of admissions and coaches. 

 

Umbrellas 
Umbrellas are not suitable for use at school. 

 

Uniform 

School uniform can be purchased from the school office. 

Orders are delivered to school for you. 

 

Visitors 
All visitors to the school, including parent helpers, are asked to sign in 

and out and to wear a ‘Visitor’ badge. This is for security reasons.  

 

 

Watches 
Children are allowed to wear watches to school once they can tell the 

time. They need to be removed for PE. 

Website 

The school website address is: 

www.roadeprimary.co.uk 

  



 

 


