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WELCOME – HEAD TEACHER, HEAD PUPIL
It gives me great pleasure to introduce the 2016/17 Knox Academy Handbook.
This is a six-year, truly comprehensive school, offering a wide curriculum of certificated courses and
an extensive choice of cultural, sporting and outdoor activities. Pupils are encouraged to develop a
variety of interests and skills in order to fulfil their potential. The school aims to help pupils to take
their place in the community, and in employment or further and higher education.
This Handbook provides information regarding what we do to try to ensure the best possible
experience for every young person. More in-depth curricular information is distributed to appropriate
year groups. If we do not manage to answer all of your questions here, please contact the school to
seek clarification or further information. We are delighted and proud to welcome visitors for a look
around the school; please contact the school office to arrange an appointment.
Partnership with parents is hugely important to us at Knox Academy and I look forward to meeting
you at parents’ evenings, school functions or on an individual basis.
Very best wishes,
S Ingham
Head Teacher
On behalf of myself and the S6 Pupil Leadership Team I would like to welcome you to Knox
Academy where we have a strong sense of inclusion and respect, believing we are 'All One Knox'! As
part of our school community you will develop academically, in extra-curricular activities and most of
all as a person. The transition from Primary to Secondary school can seem like a very daunting
experience. However, the reality is quite the opposite because you are moving into a new and exciting
stage of your life! Thanks to the countless variety of subjects, sports, music, drama, debating and trips
ranging from China to Foxlake in Dunbar, you will have no problem discovering what you will excel
in and ultimately enjoy.
Teachers are approachable and supportive, wanting each and every pupil to thrive and achieve their
full potential both academically and in extra-curricular activities. Thanks to the school’s strong
Guidance department, pupils can always seek advice or support if needed. Similarly, the S6 Pupil
Leadership team and Prefects are here to help, officially in the 'Buddying Scheme' and at other times
when you might have any concerns or queries.
Personally, I take great pride in our school and want you to feel the same. I believe the support I have
received during my 5+ years at Knox has been instrumental in helping me develop from an S1 with
little confidence to where I am now; in S6 as Head Pupil involved in lots of sports and applying to
University! From being a pupil with dyslexia at Knox Academy, I have learned that there are no
barriers if you are willing to have an open mind, work hard and accept the help that is available to
you. This is the case for everyone at Knox.
Your years here will fly so don't waste any time! Before you know it, you too will be in S6, wearing a
braided blazer and looking , if not feeling, very grown up to the new S1s! So, start from day one and
enjoy yourself, meet new friends, learn different subjects and find new hobbies! Just remember that if
you are having difficulty with any part of that, please ask for help because it will always be there!
Harry Bowles
Head Pupil
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KNOX ACADEMY
Knox Academy, Haddington, is the descendant of a medieval grammar school and was dedicated to
John Knox at the end of the 19th century.
It is a non-denominational and co-educational school whose roll (at September 2015) was 766.
Knox Academy has an extensive campus and the recent major refurbishment and rebuild have
provided a combination of new and remodelled facilities. These facilities are accessible to all pupils.
Facilities include Drama and Seminar rooms as well as social areas for the pupils. All classrooms and
the Library are connected to the Internet and Intranet.
The school has extensive playing fields and new sports facilities featuring a full-size Games Hall and
Gymnasium. For swimming lessons PE classes have use of the Aubigny Sports Centre in the town.
The Cluster Primary schools are King’s Meadow Primary School, St Mary’s Roman Catholic Primary
School in Haddington and Yester Primary School in Gifford.

SCHOOL DETAILS
Knox Academy
Pencaitland Road
Haddington
East Lothian
EH41 4DT
Telephone: 01620 823387
E-mail: knoxacademy@knox.elcschool.org.uk
Website: www.ka-net.org.uk
Head Teacher: Mrs S Ingham
E-mail: singham@knox.elcschool.org.uk
Depute Heads:
Garleton House: Mrs C Falconer
Lammerlaw House: Mr D Simpson
Traprain House: Mr S Illingworth
Communication Provision: Ms C Prime
Parent School Partnership
Chair: Mrs L Elder
E-mail: elder@talk21.com
Knox Academy Support Group (KASG)
Contact: Mrs M Ball
E-mail: mball@knox.elcschool.org.uk
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COMMUNICATION

Parental Concern
If you have a concern about your child, please contact their Guidance Teacher/House Head in the first
instance.

Complaints
Most complaints can, and should, be resolved locally. If you have cause for concern, the first person
to approach will normally be the Head Teacher. A leaflet on resolving issues is available from the
school office which gives information on the procedures to be followed should you remain
dissatisfied.
Further information can be obtained at: www.eastlothian.gov.uk/complaints
Absences
If a pupil is absent, parents are asked to telephone the school to outline the reason for the absence as
soon as possible and also to send a letter on the pupil’s return.
Enrolment
Preparation for the enrolment of pupils from P7 begins in the autumn preceding their entry to
secondary school. An open evening for P7 parents and pupils is held in September. The actual date
of the Open Evening is sent to our cluster primary schools. Any parent unable to attend the Open
Evening should telephone the school office to agree a mutually convenient time to visit the school and
speak to a member of the school’s Management Team. In June preceding the new session in August
there is a parents’ evening and pupils transferring pay a two-day visit to the school, following their
timetables and meeting teachers.
Normally children attend the catchment area school known as the district school. Pupils in the
Cluster Primary Schools will automatically transfer to S1. Parents wishing to enrol their child at
Knox Academy from outwith the catchment area should follow the procedures given in the
information which will be sent out to their home address when their child is in P7. Admittance for
pupils outwith the catchment area is subject to vacancies being available. It should be noted that
attendance at a non-district primary does not mean transfer to the attached secondary school. The
school is always willing to provide information and discuss any problems or difficulties with
prospective parents.
Keep in Touch
Sign up for e-mail news from the Knox Academy website:
www.ka-net.org.uk/newsdesk
Follow news on Twitter: @knoxacademy
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Useful Telephone Numbers
The undernoted staff are based within Resources and People Services, John Muir House, Haddington,
EH41 3HA.
Depute Chief Executive
Head of Education
Head of Children’s Well-being
Principal Educational Psychologist
Education Service Manager (Strategy & Operations)
Education Service Manager (ASL and Early Years)
Principal Inclusion & Equality Officer
Parental Involvement Act (Parent Councils/Forums)
Free School Meals, Clothing Grants, Education
Maintenance Allowance, Pupil Placement and Hometo-School Transport Policy
Primary School Lets
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Alex McCrorie
Darrin Nightingale
Sharon Saunders
Lynne Binnie
Richard Parker
Alison Mitchell
Fraser Parkinson
Val McIntyre

01620-827864
01620-827222
01620-827633
01620-827998
01620-827494
01620 827565
01620-827961
01620-827228

Fiona Brown

01620 827415
01620-827811

OTHER INFORMATION
STAFF LIST 2015/16
Head Teacher
Mrs S Ingham

Communication & Literacy Faculty
Mr D Simpson – Faculty Link

Depute Head Teachers
Mrs C Falconer
Mr D Simpson
Mr S Illingworth
Ms C Prime

Classics
Miss L Adam

Business Manager
Ms B Skirrow
Admin Team
Mrs J Allan
Mrs F Forrest
Mrs E Maguire
Mrs M Weir
Auxiliary – Medical
Mrs M Ball
Auxiliary – General
Mrs H Jackson
Sports Co-ordinator
Mr S Wands
Mr L Daborn (Primary)
School Librarian
Mr W Plain
Technicians
Mrs P MacGregor
Miss A Patterson
FES Premises Management
Mr L Thomas
Mr A Aitken
Mr K McAlpine
SEN Auxiliaries
Mrs T Devonald
Mrs L Dickson-Murray
Mrs S Gillies
Mr L Trafford
Ms K Fraser
Mr L Morrison
Pupil Support
Mr S Marnoch
Mr P Gilholm
Mr S McGinley
_________________________
Communication Provision
Ms C Prime
Ms J Macdonald
Ms J Hadden

English
Mr P Bristow
Mr O Edwards
Miss K Fairbairn
Mr M Halliday
Miss Z Machen (Acting Faculty Head)
PT Literacy
Mrs M Maxwell
Mr M McGeehan
Learning Support
Ms C Rainger (HOD)
Ms C Cumming
Modern Languages
Mrs A Cochrane
Miss H McBride
Ms J Laudi
___________________________
Expressive Arts Faculty
Mrs C Falconer – Faculty Link
Miss H MacLeod – Faculty Head

Health & Well Being Faculty
Mr D SImpson – Faculty Link
Miss J Duff - Faculty Head
Guidance Staff
Miss L Adam (PT) - Garleton
Ms J Easson (PT) – Lammerlaw
Mr A MacKinnon (PT) – Traprain
Home Economics
Mrs S Allison
Physical Education
Miss J Duff
Mr A Mackinnon
Ms J Waters
Mr S Elms
Ms J Jameson
Mr D Blair
___________________________
Science Faculty
Mr S Illingworth – Faculty Link
Biology
Ms G Good
Ms K Kirkwood
Dr G Wilson
Dr E Easton
Chemistry
Ms J McIntyre
Mr A Dickie

Art
Miss K Johnston
Ms A Reynolds
Ms C Simpson
Drama
Miss E Whitfield
Music
Mr K Johnson
Miss E Orr
Miss H MacLeod
___________________________
Numeracy & Technology
Mrs C Falconer – Faculty Link
Mathematics
Mrs L McInnes – Faculty Head
Mr R Barclay (PT Numeracy)
Mr C Blair
Mr M Reid
Mr F Tait
Mr S Wren
Mr D Simpson
Computing
Mr A McSwan
Mr A Murdoch

Physics
Mr J Taylor – Faculty Head
Miss T Dornan
Mr D Homer
___________________________
Social Subjects Faculty
Mr S Illingworth – Faculty Link
Business Education
Mr C Dempster
Mr R Flood – Faculty Head
Mr A McFarlane
Geography
Miss L Jeffrey
Ms N Stobie
History/Modern Studies
Miss K Anderson
Miss K Bulloch
Mr S Illingworth
Miss S McPhee
Mr A Redford
Mr S McGinley
Religious Education
Mrs L Montgomery
Ms H Brannigan
Mr A McRae
Mr D Raphael

Technology
Miss A Leggatt
Ms S Moore
Mrs R Smith
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School Staffing Structure

de

HEADTEACHER
DEPUTE
HEADTEACHER

DEPUTE
HEADTEACHER

DEPUTE
HEADTEACHER

DEPUTE
HEADTEACHER

HEAD OF HOUSE
GARLETON

HEAD OF HOUSE
LAMMERLAW

HEAD OF HOUSE
TRAPRAIN

COMMUNICATION
PROVISION

5 Principal Teachers
(Curriculum)

Principal Teacher
(Health & Wellbeing)

53 Teachers

3 Principal Teachers
(Guidance)
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School Dress and Kit
DRESS CODE
Research has shown that schools enforcing a dress code have pupils who attain and achieve to a
higher standard and have fewer incidences of bullying.
The Dress Code for Knox Academy is outlined below.
Years 1 to 6 Inclusive:
• Skirts and trousers must be made of dense black material. If trousers are made of denim,
please ensure that these are black in colour, not faded black, navy or grey.
• Skirts must reach at least 2cm below the pupil’s middle finger when their arms are at their
sides.
• Any form of footwear, including trainers, is acceptable as long as they are black with no other
colours (not even piping or eyelets or fur). The only exception to this will be wellington
boots on days when it is raining or snowing.
• Girls must wear shirts/blouses that have a button at the neck.
• Ties are to be worn at the neck.
• Knitwear (sweaters, cardigans, waistcoats and tank tops) or sweatshirts must be black and
may not have logo that could not be covered by the palm of the pupil’s hand. Black hoodies
are acceptable but must be such that a pupil’s tie can be seen at the neck and any logos must
be able to be covered by the pupil’s hand. Knitwear can also be navy but sweatshirts/hoodies
must be black. The school will sell knitwear, hoodies and fleeces that have the school badge
on them.
• Pupils not wearing black knitwear/sweatshirts must accept that they will be asked to remove
these during class time.
• Strappy tops worn over shirts by girls are not acceptable.
• All accessories must be black (belts, scarves etc).
• Stud earrings only, necklaces to go inside shirts and no bangles.
• If a member of staff requests that a pupil removes any accessory or item of outerwear because
of health and safety concerns the pupil must comply.
• A stock of suitable sweaters will be kept at school for pupils to borrow if they come to school
inappropriately dressed.
Outdoor Garments:
Outdoor garments may not be worn in class.
Extremes of Fashion:
In general terms, we would expect all our young people to maintain a sense of decorum. By way of
example, we would not expect to see bare skin/midriffs or shoulders.
Pupils not conforming to dress code might be sent home to change. If that is impossible it is likely
that parents/carers will be invited into school to meet with the relevant Head of House.
Health and Safety
• Pupils will be requested to remove ties in practical subjects when the wearing of them might
breach Health and Safety regulations e.g. during a science experiment.
• To participate fully in PE and sport pupils need gym shoes, shorts, t-shirts and
football/rugby/hockey boots if possible.
Assistance with Provision of Clothing and Footwear
The Council operates a scheme of provision to ensure that a pupil is sufficiently and suitably clad to
take full advantage of the education provided. Families in receipt of Income based Job Seekers’
Allowance or Income Support and Employment and Support Allowance will qualify for such a
scheme. Other cases may be considered in the case of exceptional personal circumstances. Parents
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who wish to apply for the scheme should complete an application form, which is available from the
Department of Education & Children’s Services, Pupil Support, John Muir House, Haddington, EH41
3HA.
Valuables
Pupils are asked to hand money and/or valuables to PE Staff during PE. At other times, they should
hand their valuables to the school office for safekeeping. The school cannot guarantee total security.
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School Holidays
Below are the East Lothian Council School Session Dates for 2016/17:
TERM 1

Staff In-service Day 1
Staff In-service Day 2
Pupils Resume
Autumn Holiday (Schools closed)
Schools closed
All Return

Monday
Tuesday
Wednesday
Friday
Monday
Tuesday

15
16
17
16
19
20

August
August
August
September
September
September

2016
2016
2016
2016
2016
2016

All Break
Staff In service Day 3
Pupils Resume
Term Ends

Friday
Monday
Tuesday
Thursday

14
24
25
22

October
October
October
December

2016
2016
2016
2016

TERM 2

All Resume
All Break
Staff In-service Day 4
Pupils Resume
All Break

Monday
Friday
Monday
Tuesday
Friday

9
10
20
21
31

January
February
February
February
March

2017
2017
2017
2017
2017

TERM 3

All Resume (Staff and Pupils)
May Day (Schools closed)
All Resume
Staff In-service Day 5
Pupils Resume
Term Ends

Tuesday
Monday
Tuesday
Monday
Tuesday
Friday

18
1
2
22
23
30

April
May
May
May
May
June

2017
2017
2017
2017
2017
2017

School Session dates can also be found on the school website and at:
www.eastlothian.gov.uk/sessiondates
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School Day
MONDAY TO THURSDAY
Registration

0844 – 0856

Period 1
Period 2

0856 – 0955
0955 – 1054

Interval

School Roll 2015/2016 (Sept 2015)
S1

-

138

1054 – 1109

S2

-

136

Period 3
Period 4

1109 – 1208
1208 – 1307

S3

-

135

S4

-

144

Lunch

1307 – 1402

S5

-

115

Period 5
Period 6

1402 – 1501
1501 – 1600

S6

-

98

FRIDAY
Registration

0844 – 0853

Period 1
Period 2

0853 – 0952
0952 – 1051

Interval

1051 – 1106

Period 3

1106 – 1205

End of school

Attendance/Punctuality
Good school attendance means that a pupil does not miss important work and thus is more likely to
achieve his/her full potential and ultimately gain better results at the end of his/her school career.
The legal requirements are as follows:
Parents are responsible for ensuring that their child attends school regularly. In cases of
unsatisfactory attendance, the Head Teacher will call on the Child & Family Support Worker
(Attendance) to visit the home and discuss the problem with the parents. If such unsatisfactory
attendance persists the Head Teacher, following discussions with the Child & Family Support Worker
(Attendance) and other agencies, will decide whether the case should be referred to the Reporter.
If a pupil is absent, parents are asked to telephone the school to outline the reason for the absence as
soon as possible and also to send a letter on the pupil’s return.
The then Scottish Executive issued guidelines in 2003 relating to school attendance and absence. The
main change relates to family holidays during term time. The guidelines state that the majority of
family holidays taken during term time should be categorised as unauthorised absence. However, it is
acceptable under exceptional circumstances for schools to authorise a family holiday during term
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time. A family holiday classified under the ‘authorised absence’ category should not include such
reasons as:
•
•
•
•
•

The availability of cheap holidays
The availability of desired accommodation
Poor weather experienced during school holidays
Holidays which overlap the beginning or end of term
Parental difficulty obtaining leave (with local judgement applied in cases where evidence is
provided by the employer that it cannot accommodate leave during school holidays without
serious consequences).

Punctuality
It is obviously very important that pupils are on time for school as lateness not only causes disruption
to lessons but also does not set good work standards. If a pupil is unavoidably late for school parents
are asked to send a note with the pupil or telephone to explain the reason. Pupils arriving in their
Tutor room after the 8.44am bell will be recorded as late.
The parents/carers of pupils whose lateness is causing concern will be contacted in order to pursue an
early resolution to the problem.
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CURRICULUM
S1/2 Courses:
COURSES:
Period length is 59 minutes.
S1
Currently S1 pupils follow a weekly timetable that comprises:
Languages and Literacy:
English (including Classics)
Modern Languages
Numeracy and Technologies
Mathematics
Design and Technology
ICT
Sciences:
Science
Social Subjects:
Geography/History/Modern Studies
RMPS/Business Education
Expressive Arts:
Art & Design/Drama/Music
Health and Wellbeing:
Physical Education
Social Education
Home Economics

4 periods
2 periods
4 periods
1 period per week
1 period per week
3 periods
1 period each per week
1 period each per week
2 periods
1 period per week
1 period per week

S2
Currently S2 pupils follow a weekly timetable that comprises:
Languages and Literacy:
English (including Classics)
Modern Languages
Numeracy and Technologies:
Mathematics
Design & Technology/ICT
Sciences:
Science
Social Subjects:
Geography/History/Modern Studies/
RMPS/Business Education
Expressive Arts:
Art & Design/Drama/Music
Health & Wellbeing:
Social Education
Physical Education
Home Economics

4 periods
2 periods
4 periods
1 period each per week
3 periods
1 period each per week
1 period each per week
1 period per week
2 periods
1 period per week
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S3 and S4:
S3 is the final year of the broad and general ‘junior phase’ of secondary education. As such pupils
will be given the opportunity to specialise in areas of particular interest, while, at the same time,
experiencing a wide range of subject areas, and broad skills development. In addition to the
‘traditional’ subjects, we offer pupils alternative courses designed to meet their specific needs.
In moving from the ‘junior phase’ into the ‘senior phase’ (S4-S6), pupils will continue to study up to
eight subjects, including English and Maths, although the vast majority of pupils take 7 subjects.
There will also be options to spend part of the week on alternative courses.
Every pupil will undertake a course in Personal and Social Development, which is aimed at increasing
the awareness of pupils about life and work outwith the school community. Pupils will receive one
period of core Physical Education and RME. Currently there is provision for pupils to attend prevocational courses at College.

S5 and S6:
Courses offered in the Senior School may change according to demand and resources. All courses in
the senior school are National Qualifications. Pupils successfully completing a course in S5 should
consider taking a more advanced course in S6. All fifth year pupils are expected to study English and
have a full timetable of five courses.
The Scottish Qualifications Authority certificates all courses.
All pupils in S6 are expected to broaden their experiences by undertaking a work placement, service
in the community or service to the school (assisting younger pupils etc).
The majority of pupils complete a sixth year before entering Further or Higher Education, training or
employment. In session 2012/13, 66.5% of leavers entered Further or Higher Education.2
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Religious and Moral Education
There is a statutory requirement to provide religious education and religious observance. RME deals
with the development of the person in relation to self-awareness, relationships with others, and the
understanding of different beliefs, values and practices. As such, it makes an important contribution
to the development of pupils in preparation for adult life.
Religious education involves understanding the beliefs, values and practices of Christianity and other
world religions. Pupils are encouraged to develop understanding of, and respect for, people of
different faiths and people who adopt a non-religious stance for living.
Moral education is the process whereby a person develops responsible attitudes towards others and
the skill of moral judgement about what is right and wrong. Pupils will learn to appreciate common
values such as honesty, liberty, justice, fairness and respect for others. However, they will not be told
what to think: RME aims to develop the thinking skills that will enable the individual to make up
their own minds on religious and moral issues.
Parents do have the statutory right to have their children withdrawn from RME, and should contact
the school if they have any concerns.
Religious Observance
Religious observance should provide opportunities for the school community to reflect on, and
develop, a deeper understanding of the dignity and worth of each individual and their contribution to
the school and wider communities. In recognition of Scotland’s Christian heritage, schools are
encouraged to use the rich resources of this tradition when planning religious observance. Many
school communities contain pupils and staff from faiths other than Christianity or with no faith
commitment. This should be taken fully into account in supporting spiritual development. It is of
central importance that all pupils and staff can participate with integrity in forms of religious
observance without compromise to their personal faith stances.
At present school assemblies is the most common vehicle for delivering religious observance. There
should be a clear distinction between assemblies devised for the purpose of religious observance and
assemblies for other purposes such as celebrating success. Religious observance might include
opportunities for class, year, stage or whole school observance as well as involvement by pupils and
others, including school chaplains, in planning and presentation. There is a statutory provision for
parents to withdraw children from participation in religious observance. This right should always be
made known to parents and their wishes respected. Parents should be provided with sufficient
information on which to base a decision.
Where a child is withdrawn from religious observance, schools should make suitable arrangements for
the child to participate in a worthwhile alternative activity. In no circumstances should a child be
disadvantaged as a result of withdrawing from religious observance.
For more information please refer to: Curricular 1/2005
Provision of Religious Observance in Scottish Schools
www.scotland.gov.uk/Publications
Additional Classes
Extra classes operate at lunchtimes and after school in a number of departments to support pupils in
their studies. These tend to be informal and are very popular with the full ability range.
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Extra-Curricular Activities
Examination results reflect only a part of the school’s provision and achievements. Extra-curricular
activities play an important part in the life of the school and enhance pupil education. All pupils are
encouraged to participate in such activities which are organised by teaching staff who invest
additional time on a voluntary basis. Listed below are examples of some of the extra-curricular
activities that were offered last year. There is a wide range of pursuits catering for individual
preferences and interests. It should be pointed out that some activities currently available cannot be
guaranteed in future years, since the pattern of activities depends on the changing expertise and
interests of staff and pupils. Over the years, Knox Academy pupils have achieved many honours and
there have been noteworthy individual achievements in sport and in the arts.
RRSA and Amnesty International Group, Pupil Librarian, Wind Band, School Orchestra, Hockey, F1
in Schools, Drama Group, Maths Revision, Art Revision, French Revision, Football, Netball, Choir
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Extra-Curricular Sports Timetable 2015-2016

ACTIVITY

DAY

VENUE

TIME

5-a-side
Football

Mon

Games Hall

1.052.00pm

Mr MacKinnon & Senior
Pupils

Table Tennis

Mon

Small Gym

1.052.05pm

Haddington TT Club / Mr
Wands

Rugby

Mon

School
Pitches

Various

Scott Marnoch & HRFC
Coaches

Hockey

Mon

Aubigny
Astro

4.305.45pm

Mr Hargeaves Senior
Coaches

Self Defence /
Fitness

Tue

Small Gym

4-6pm

Badminton

Tue

Games Hall

1.052.05pm

Haddington Badminton
Club

Rugby Strength
& Conditioning

Tue

School

7.45 –
8.30

Scott Marnoch & HRFC
Coaches

Football

Tue

3G or School
Pitches TBC

4.305.30pm

Mr MacFarlane, Mr Redford, Mr
MacKinnon Mr Flood & Senior
Coaches

Self Defence /
Fitness

Wed

Small Gym

4-6pm

Dance

Wed

Small Gym

1.052.00pm

Senior Pupils

Dodgeball /
Racketwall

Wed

Games Hall

1.052.00pm

PE / Active Schools

Rugby

Wed

Various

Various

Tennis

Thurs

Games Hall

1.052pm

Boys and Girls
Basketball

Thurs

Games hall

45.30pm

Self Defence /
Fitness

Fri

Small Gym

12-2

Trampolining

Fri

Games Hall

12.151.15

CETC Coaches & Miss L
Jeffrey

Trampolining

Fri

Games Hall

12.151.15

Scott Marnoch & HRFC
Coaches
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COACH

Mr McGinley

Mr McGinley

Scott Marnoch & HRFC
Coaches
PE / Active Schools
Senior Pupil Coaches
Mr McGinley

Musical Activities
There is an extensive programme of extra-curricular activities in the Music Department. These
activities are the basis of the Christmas and Spring Concerts.
The school has 2 choirs - Senior Choir and Junior Choir. These choirs are open to all pupils in the
appropriate year group. There are no entry auditions.
There are also 7 instrumental groups - Brass Band, String Group, Guitar Group, Orchestra, Percussion
Group, Wind Band and Soul Band. These groups are open to all pupils with the appropriate playing
skills, whether or not they have tuition in school from one of the school’s instrumental instructors.
Complete details of how to join, rehearsal days and times, etc, for each choir or group are displayed
on the Music Department notice board.
Contact – Mr K Johnston or Ms E Orr – Music Department
Sporting Activities
Knox Academy has an extensive programme of sporting activities. Clubs and practices take place at
lunchtimes and after school. Saturday morning and after school matches are arranged for rugby,
football, hockey and basketball. Teams are entered for competitions in other sporting areas such as
volleyball and badminton.
Senior pupils have the opportunity to gain basic coaching certificates in several sports. Many pupils
play a sport at school, district and international levels.
Initial contact for sporting activities is via Mr S Wands (Sport and Physical Activities Co-ordinator).
Any parent interested in assisting with extra-curricular sports should also contact Mr Wands.
Outdoor Education
Outdoor Education, by definition, is any educational activity that takes place outside of the classroom.
The school offers a number of outdoor education opportunities for pupils in all year groups. These
include Activities Week, the Outdoor Education challenges and the MAAP Programme,
Teambuilding Weekends and Overseas Expeditions.
The school works with a number of outside agencies and the East Lothian Outdoor Education
Service based in unit 3, Musselburgh Racecourse Complex, Balcarres Road, Goosegreen Road,
Musselburgh, East Lothian, EH21 7SR to deliver its outdoor programme including East Lothian
Outdoor Education Service, The Young Explorers Trust and the John Muir Award.
Eco-Schools
The school promotes care for the environment on a local, national and global level. In 2004 we gained
our bronze eco-school status. Environmental education permeates the whole curriculum and is an
important aspect of many subject areas including Geography, Home Economics, Computing, RMPS,
Environmental Science and Social Education.
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Activities Week
Activities Week will take place in the week of the 30 May. S1 pupils will follow a school-based
programme. S2/3 pupils will have the opportunity to participate in various residential trips. For those
S2/3 pupils not on trips there will be a school-based programme. There will be a charge for all S1
activities during the week and some of the S2/3 activities will incur a charge. These will be intimated
in advance. If you are in receipt of benefits there may be some financial assistance available and
parents/carers should contact the Head Teacher.
Contact – Mr J Taylor – PT Curriculum: Science
Europe – Awareness, Exchanges and Links
There are several opportunities for pupils to extend their European awareness. These include:
• Various trips run by a variety of departments to several European destinations
• Alice Burnett Twinning Scholarship
• European Week of Languages
• Links with schools in several European countries: France, Italy, Sweden, Finland, Romania,
Austria and the Netherlands.
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School Community and Beyond
School and Community
There are Community Education classes in the school during the evenings and information about
the vocational and leisure subjects available can be obtained from the Continuing Education Unit,
Court Street, Haddington (01620 827606).
It may be possible for adults to attend certain courses with senior pupils during the day. All enquiries
should be made to the Head Teacher.
Educational Excursions
Educational excursions are designed and planned in accordance with East Lothian Council’s
comprehensive guidelines.

Cultural & Community Development
East Lothian Council Services can facilitate enhanced learning opportunities for children through the
provision and support of:
•
•
•
•
•
•

School Library Service
Instrumental Music Instruction
Drama Provision/Theatre
Educational Visits to Museums/Projects
Study Support and After School Activities
Sport

The Service is committed to facilitating access to the widest range of creative and learning
opportunities.
In addition the school has a wide range of cultural activities which link with the local community for
example an ecology and charity events and School Concerts.

Sport and Physical Activity Coordinator
The implementation of full time Sport and Physical Activity Co-ordinators has been in place within
East Lothian since 2005. Increasing the number of pupils engaged and participating fully in physical
activity, both in curriculum and extra-curricular time and providing access to new and more diverse
activities for all pupils are two of the main aims. Ensuring sustainability of opportunities is also a key
objective, as is developing stronger links with community and local primary school sport.
Should you wish to volunteer to help or have any questions please contact Mr S Wands through the
school.

School Council
Elected representatives from all year groups attend a School Council chaired by the Head Pupil. Any
pupil can submit agenda items and minutes of the meetings are distributed and discussed.
20

ASSESSMENT AND REPORTING
Assessment
Details of pupils’ achievements are passed on to us from the Primary Schools. These are used to plan
Learning and identify Next Steps. In Mathematics, pupils are initially grouped on the basis of this
information. In P7, pupils also prepare a Personal Learning Profile which is shared with us.
Various forms of assessment are used at school. Assessments done during a course or at the end of a
particular section of work help the pupils and Staff to identify areas of strengths and weaknesses in
specific skills or areas of knowledge. Staff can target extra support where it is needed and pupils can
reflect on their Learning. Assessments at the end of a course measure progress over a range of
content and application.
In S1-S3 pupils also develop a personal e-portfolio of their work which supports a Pupil Learning
Profile at the end of S3.
As the pupil progresses through the school, school examinations move more towards preparation for
external examinations taken usually in April/May/June.
In S5/6 and in some S4 courses there are Unit assessments (NABs) taken during the year as part of the
overall assessment. Many subjects include internal assessment of coursework, which counts towards
the final grade awarded.
The school holds a central record of all examination performances and certificates gained. As well as
formal assessment the school is proud to recognise and publicise general achievement through our
points award system, notice boards and the School Website.

Reporting
A full report on a pupil’s progress and achievement is sent home once a year. Progress reports are
also issued once a year. Parents and carers are asked to sign and return a reply slip each time, and are
encouraged to make any comments they wish. Parents and carers should feel free to contact the
school at any time if they are concerned about their son or daughter’s work, and would like to discuss
this.
In S1-S3 these reports are based on progress in regard to the Experiences and Outcomes of a
Curriculum for Excellence.
In S4 they reflect progress in National Certificate Courses.
In S5/6 they cover National Certificate/Higher/Advanced Higher Courses.
As well as Subject Grades and Levels, reports also comment on Effort, Behaviour and Homework.
Early warnings for academic concerns can be raised for any pupil at any point in the session.

21

Parents’ Evenings
During the course of a session Parents’ Consultation Evenings are held that give an opportunity for
parents to talk with class teachers. Advance notice of these meetings is given in the Calendar sent
home each August. Notice of the dates is to be found in the Knox News and on the school website,
and nearer to the date, letters are sent home with the pupils. Parents’ Evenings in S2 and above are
normally attended by a representative of Skills Development Scotland whose advice can be most
helpful in the complex field of qualifications, courses and employment for school leavers. Additional
information evenings provide details about moving from P7 to S1; ‘settling in’ in S1 and Course
Choice Information in the senior school
S1
October
December
February
May

Settling-in Evening
Parents’ Consultation Evening
Progress Reports issued
Full written Reports issued

S2
October
March
March
March

Progress Reports issued
Parents’ Information Evening
Full written Reports issued
Parents’ Consultation Evening

S3
November
January
January
February
February

Tracking Report
Parents’ Information Evening
Full written Reports issued
Parents’ Consultation Evening
Coursing Interviews

S4
November
January
January
March
March

Full written Reports issued
Parents’ Consultation Evening
Parents’ Information Evening (for S5 choices)
Progress Reports issued
Coursing Interviews

S5/6
October
December
January
March
March

Parents’ Consultation Evening
Full written Reports issued
Parents’ Information Evening (for S6 choices)
Progress Reports issued
Coursing Interviews
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Presentation for Examinations
Current Arrangements for Pupils in S4/S5/S6
Pupils are presented for National Certificate Examinations at the end of S4. Each pupil is presented at
levels appropriate to his or her ability.
National Certificate courses are offered at National 4 and National 5. The final level of sitting will be
indicated nearer the time. National 4 courses do not generally require a final exam and are graded
Pass/Fail. National 5 courses generally do require a final exam and are graded A (1, 2); B (3, 4); C (5,
6); D (7).
Arrangements are made to support pupils with additional support needs when sitting examinations.
In S5/6 subjects are offered at National, Higher and Advanced Higher. These involve internal Units
(NABS). Overall awards are graded A (1, 2); B (3, 4); C (5, 6); D (7)
We attempt to meet a wide range of curricular choices but this can be affected by uptake and staffing.
For S5 and S6 classes, it may not always be possible to pursue all subjects from National through to
Higher and Advanced Higher levels.

Examination Results and School Leaver Destinations

At Knox Academy we aim to encourage and support pupils to achieve their full potential in the
National Examinations. Our results are pleasing and remain above local and national levels. We are
not complacent, setting ourselves challenging targets and constantly reviewing our study support.
However, examination results reflect only a part of the school’s provision and achievements. At Knox
Academy we pride ourselves on offering a rich and diverse range of educational experiences for our
youngsters. We continue to build on a long history of success in sport, music and the arts.
The School Website is used to communicate our pupils’ successes to the school and wider
community. For details of results please see Appendices.
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Homework
Homework is a key part of the teaching and learning process. It reinforces skills and knowledge from
the classroom and helps the pupils develop learning skills outside the school environment.
Homework should help pupils to:
•
•
•
•
•

revise/learn/practise;
test the understanding of a subject;
apply knowledge to a varying range of tasks;
promote self-confidence, and
highlight any difficulties they are experiencing.

Frequency/Amount of Homework:S1/2:
S3/4:
S5/6:

approx. 15-30 minutes per homework task set.
approx. 30-60 minutes per subject per week.
up to 2 hours per subject per week.

All junior pupils at Knox Academy are provided with homework ‘planners’, but pupils are free to use
their own diaries or mobile devices to record homework. .
We would like to stress the importance of parents supporting the school policy, in showing interest,
and in ensuring that homework is done efficiently, thoroughly and regularly. Copies of our current
Homework Policy are available on request from the school.
Parents are asked to encourage pupils who are learning a musical instrument to practise regularly.
Please inform the school if your son/daughter is having any problems with homework or meeting
deadlines.
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Pupils entering the school in August 2015 will be studying under the Curriculum for Excellence and,
as such, will experience a different assessment structure to the one described above.
How are qualifications changing?
• National 4 replaces Standard Grade General and Intermediate 1. It will be assessed by teachers.
• National 5 replaces Standard Grade Credit and Intermediate 2. It will involve a final external
assessment; usually an exam plus other types of assessment like coursework or performance.
• National 3 replaces Standard Grade Foundation.
• National, Higher and Advanced Higher qualifications all remain and will be refreshed. All the
new and refreshed qualifications will be quality assured by the Scottish Qualifications Authority
(SQA) to ensure standards and credibility is maintained.
What will be different?
• Young people will have access to a wider range of qualifications and learning experiences that
reflect their abilities and aspirations.
• There will be more flexibility, with qualifications being taken over 1 or 2 years.
• There will be more partnership arrangements between schools, colleges, training providers and
local employers.
• Young people will be able to take National 4 and 5 qualifications in S4, S5 and S6 or by-pass these
and go straight to Highers if they are ready for it.
• This gives more flexibility to meet the needs of learners.
When will subject choice take place?
Children will study and be assessed for qualifications from S4 onwards. In S3, they will choose
which qualifications to take in the senior phase. That doesn’t mean that there will be no choice before
then. S1-S3 will be designed to provide a broad, general education.
There will be scope for choices including increasing specialisation during that time, ensuring that
young people have the right level of challenge and support. This will provide a strong basis for
moving on to study for qualifications from S4. The subject options are determined by the school and
Local Authority.
How many qualifications can learners take?
The new qualifications will build upon learning in S3. That means young people could study up to
eight qualifications from S4, depending on the level of qualification and whether they are taken over
one or 2 years. The precise number and range of qualifications offered, as well as when they are
undertaken, will be a decision for schools and Local Authorities to take, in consultation with parents
and learners. At present, Knox Academy is committed to offering pupils the opportunity to study up
to 8 qualifications in S4, however the majority of pupils study 7.
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ETHOS
VALUES & VISION STATEMENT
We are Knox Academy
The three overarching values that Knox Academy subscribes to are: Wisdom, Engagement and
Respect.
Wisdom
“Wisdom” can be defined as, “the knowledge of what is true or right coupled with just judgment as to
action”.
At Knox Academy we endeavour to use wisdom in all of our interactions, carefully considering what
the right course of action is in any given situation. We think about the consequences of our actions
and behave in a way that causes as little harm to others as we possibly can. Choices are weighed
mindfully and are made for the good of individuals and the school – this “good” might be long or
short term and sometimes the most pressing need will be the one that has to be met, sometimes it will
be the long-term that is more important. We acknowledge that everyone makes mistakes and
therefore we undertake to support each other when we misjudge a situation. As a school, we
recognise that blame is unhelpful and believe that no experience is wasted as long as it is learned
from. There will be occasions when members of our community will put themselves “beyond the
pale” and action will be taken accordingly. However, whatever action is taken against a member of
the school community will be carefully considered and the consequences weighed. Wisdom goes
beyond simply “knowing” and is about applying that which we know to situations, and we
acknowledge that exercising wisdom in our words and deeds is not always easy or expedient. A wise
person will “meet” others on a variety of levels: intellectual, emotional, and spiritual and they will
recognise the need to be empathic, candid, generous, honest, thoughtful, and specific and when to
demonstrate these characteristics. The wise person will know when to speak and when to walk away;
when to act and when to let others; when to support and when to challenge.
Engagement
Engagement at Knox Academy encompasses our relationships with others, ourselves, the curriculum,
our community and the wider world. Engagement is about actively participating and not passively
being done unto. We expect staff, pupils and parents to engage with each other in a meaningful and
productive fashion. We aim to have a solution-focused approach to issues and concerns and to be
optimistic. Engagement with the curriculum will happen both in and out of school. We aim to foster
a lifelong love of learning in all members of our community and we value an enquiring and discerning
approach. Engagement will mean sometimes asking difficult questions of ourselves and others, and
fostering wisdom should mean that this engagement is a positive thing. Engagement requires all
members of the community to take responsibility for their learning, actions and speech. This does not
mean that we expect everyone to be activists or extrovert, what we are hoping for are people who
think and respond positively to what goes on. Responding positively is not about agreeing all the
time, but it is about putting a point of view in an assertive, not aggressive, way and never feeling that
an opportunity has been wasted. Engagement means reflecting on one’s actions, admitting when
more could have been done, when one has been good enough, and also accepting and acknowledging
when one has been outstanding. Engagement is demonstrated in thoughts, words and deeds and we
aim to give everyone the opportunity to engage as fully as possible with the school, the community
and the wider world.
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Respect
Respect will be the cornerstone of all our interactions with others and our environment here at Knox
Academy. We accept and aspire to the “Golden Rule” of treating others as we would like to be
treated. We think about how we impact upon others and the environment and aim to do as little harm
as possible. This means that we put litter in bins; we do not graffiti on anything that we do not own;
we do not waste food or resources and we never think that a task is beneath us. We recognise that
everyone in the building is integral to the smooth running and order of our community and we hold
everyone in high regard. Respect at Knox Academy is given, it does not have to be earned. Respect
for one another is a right that is afforded to all. Respect is demonstrated through our actions and our
speech. This includes common courtesy and politeness – holding open doors, wishing others a “good
morning”, using “please” and “thank you” and not using language that others might find offensive.
Respecting others requires a judgement of when a joke has gone too far; knowing not to be personal
about appearance; not embarrassing someone on purpose and above all, knowing when to apologise.
No one at Knox Academy is above making an apology - the person receiving an apology is
responsible for using their discernment and wisdom as to whether to accept or not. Respecting
another is also about acknowledging our own frailties and putting ourselves in other people’s shoes –
we must always ask ourselves – “how would I deal with/cope with/ respond to this?” Respect also
encompasses integrity. We must always try to act in an authentic way – it is what other people are
due from us - sometimes that will mean showing our disappointment, anger or embarrassment. Being
true to our feelings has consequences, though, and how we respond to others requires wisdom and
compassion.
WE R Knox Academy

Discipline

Code of Conduct:
Pupils are expected to co-operate with Staff in the processes of teaching and learning and to avoid
behaviour which will bring discredit on themselves, their family or the school. It is hoped that parents
and carers will work in co-operation with the school to ensure that these expectations are met. The
school has an agreed code of conduct that is displayed in every classroom.
Code of Conduct
1
2
3
4
5
6

show consideration for others, respect them, their work and their property.
come to school properly equipped for work.
arrive on time.
no eating or drinking in class.
remain quiet and pay attention when the teacher is speaking.
be courteous at all times.

Work hard and do your best always, and, remember, the teacher is in charge.
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Sanctions

Emphasis is placed on good class management and effective teaching which will contain and prevent
most types of misbehaviour.
When a pupil is not responsive to the instructions and verbal warnings of the teacher, use can be made
of a range of sanctions which includes:
a
b
c

issuing a punishment exercise;
sending a disruptive pupil to a colleague’s room for the duration of the lesson, (parents are
informed by letter at the discretion of the relevant Depute Headteacher);
referral to the Head of Department/Depute Headteacher.

The Pupil Points System is just one element of encouraging an ethos of achievement in the school and
promoting the well-established house system within Knox Academy.
Points are awarded to pupils for a wide variety of achievements whether this is a positive referral in
class, representing the school at local, county or national level or passing a dancing or music exam,
whatever the achievement we want to know about it.
Pupils also lose points for misdemeanours, late coming, not wearing Dress Code and not brining PE
Kit. The onus is then on the pupil to try and make up their points.
Pupils start with 0 points and those who drop below -15 are not allowed to take part in end of term
activities and may not be allowed to go on excursions or attend other social events run by the school.
We aim to consult and involve parents at an early stage if there is cause for concern regarding a
pupil’s behaviour. This is done by inviting parents into school to discuss the problem.
Parents are informed of serious misbehaviour and indiscipline by letter from a member of the school’s
Management Team. In the most intractable or serious cases, pupils will be excluded from school.
On behalf of parents the Parent Forum holds a watching brief over general discipline and school life.
We rely on parental support in helping us maintain good discipline. Parents should contact the school
directly if they are concerned about some aspect of our discipline.
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Anti-Bullying
Bullying is defined as:
“the misuse of power by one or more people intentionally to harm hurt or adversely affect the rights,
needs and feelings of another, or others.”
General Aims
It is a primary aim of the school that we should combine high personal and social standards with a
friendly atmosphere and mutual tolerance in which all boys and girls of all ethnic and cultural
backgrounds, of all religious persuasions and of varying levels of ability are welcome.
Pupils of Knox Academy have the right to attend school without being harassed in any form. The aim
is for a caring ethos in which everyone can learn and develop in a safe environment. The school
strives to create and maintain the climate within which pupils feel valued, secure and happy.
The school has an Anti-Bullying Policy as part of East Lothian Council’s policy and procedures.
Incidents of bullying are recorded as part of that policy. The school aims to create an ethos where
Bullying is eliminated by using pro-active strategies e.g. buddying, peer support, social skills training.
The Anti-Bullying Co-ordinator in the school is Mr D Simpson, Depute Headteacher.
A.B.E.L (Anti-Bullying East Lothian) is an East Lothian organisation that offers support for parents
and pupils. This is located at Brunton Hall, Musselburgh. Tel 0131 653 4525.
We wish to stress that instances of bullying are not common in our school, but it would be complacent
of us not to acknowledge that it can and does occur. By acknowledging bullying, and by confronting
it in our School Assemblies, Social Education programme, and in the classroom itself, we hope to deal
with the problem more effectively and thereby make school life more enjoyable for all.
Pupils are asked to look for help from someone they can trust (a teacher, friend or relative), whenever
they feel others are harassing them in any way. We also encourage pupils to share any worries and
fears they may have with you.
Bullying in school can best be tackled if parents, teachers and pupils all work together to find a
solution. Please do not hesitate to contact the appropriate Guidance Teacher or Depute Headteacher
with any concerns.
A full copy of the Knox Academy Anti-Bullying Policy is available from the school office and on the
School Website.
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SUPPORT FOR PUPILS
Whilst support for pupils is a whole school responsibility, certain aspects of support are managed by
the Health and Wellbeing Faculty.
Guidance
Guidance at Knox exists to support the general aims of the school in creating a positive ethos of
achievement and expectation and to ensure that all pupils receive sympathetic help to achieve their
full potential and equip them for life in the community and beyond.
Guidance Team
Support Co-ordinator – Mr D Simpson (Depute Head Teacher)
Principal Teacher (Support) – Miss J Duff (Support for Pupils)
Knox Academy operates a vertical house system. Each of the three houses has a House Head and one
Principal Teacher of Guidance.
Garleton

Mrs C Falconer
Ms L Adam

Depute Head Teacher
PT

Lammerlaw

Mr D Simpson
Ms J Easson

Depute Head Teacher
PT

Traprain

Mr S Illingworth
Mr A MacKinnon (Temp)

Depute Head Teacher
PT

Mr S Illingworth, Depute Head Teacher, has a particular responsibility for S6 pupils.
Pupils are arranged in Tutor Groups for registration according to their house. Pupils will generally
remain in the same house throughout their school career to enable them to build up a relationship with
their Guidance teacher.
As well as Parents’ Consultation Evenings, there are Information Evenings for Parents before pupils
make decisions about subject choices. There is also a UCAS information evening for parents of
senior pupils. This is usually held in October.

Aims of Guidance Team
Guidance Staff aim:
•
•
•
•
•

To ensure a smooth transition from primary to secondary school.
To provide a point of contact for all pupils and their parents/carers.
To monitor the progress of each pupil’s social, personal and intellectual development.
To communicate information to parents/guardians concerning their child’s progress.
To liaise closely with the Learning Support Department, subject teachers and the Support Base, to
respond to the special needs of every pupil, and where necessary to formulate detailed individual
education programmes.
• To liaise closely with outside agencies to support pupils in school.
• To record information on all pupils.
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• To develop and deliver an appropriate programme of Personal and Social Education,
encompassing social, moral, careers and health education.
• To encourage pupils to be aware of their own development, to set targets and make informed
decisions.
• To support inclusion of all pupils.
• To communicate and promote the policies of the school e.g., anti-bullying, school conduct, dress
code.

Pupils with Additional Support Needs
All East Lothian schools offer a range of supports for children and young people with additional
support needs. There are a number of additional services within the Authority that offer enhanced
support to pupils with additional support needs.
Provision and resources are accessed through the local authority’s processes of resource allocation
and Staged Assessment and Intervention, in consultation with professionals, the child or young person
and their family.
The Council’s Policy document “Framework for Meeting Additional Support Needs” provides a
framework for full and effective inclusion of pupils with additional support needs.
A range of specialist provision is available to meet the learning and development needs of all children.
A range of provision is available from outreach staffs who work with pupils with literacy difficulties,
English as an Additional Language, who have long term absence due to illness, visual or hearing
impairment and pre-school pupils with additional support needs. Three Cluster Team Co-ordinators
(each one operating across two clusters) can provide information, advice or support to individual
schools/teachers in respect of Support for learning issues. East Lothian Inclusion Service (ELIS)
offers a range of provision for children and young people with social, emotional and behavioural
difficulties.
East Lothian Educational Psychology Service
Educational Psychologists are part of the Department of Services for People within East Lothian
Council. They make regular visits to all nursery, primary and secondary schools in the authority.
What do Educational Psychologists do?
Educational Psychologists work collaboratively with other professionals, parents and carers, to
help children and young people overcome barriers to learning. They support school staff to enhance
learning environments, to ensure they are effective for all children and young people, whatever
their learning needs.
How does an Educational Psychologist become involved with my child?
If you have any concerns about how your child is getting on at school, the first thing to do is share
them with school staff. If staff feel that an Educational Psychologist may be able to help, they will
contact their link Educational Psychologist for a consultation or invite them to a staged assessment
meeting in school. If the Educational Psychologist is going to become formally involved with your
child, then parental permission for this will always be sought. You are also welcome to contact the
Educational Psychology Service directly if you would prefer.
You can find out more at our web pages on the East Lothian Council website or you can contact on
Telephone: 01620 827944 or write to East Lothian Council Educational Psychology Service, John
Muir House, Haddington, East Lothian, EH41 3HA.
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ASL Act 2009
• A child or young person who has additional support needs, and also his/her parents or carers
should be involved in any decisions-making. They can have a supporter with them at meetings or
have an advocate present to present their case for them. A young person’s views must be taken
into account for post-school transitions.
• Young people and parents/carers should be provided with information and advice about their own,
or their child’s additional support needs. They can also request, at any time, an assessment to
establish additional support needs or if a Co-ordinated Support Plan (CSP) is required, or for a
CSP to be reviewed.
• A young person who has additional support needs or his/her parent or carer can make a placing
request to another education authority or an independent school.
• The local authority is required to prove a free mediation. Common Ground Mediation is East
Lothian Council’s provider. It promotes collaboration between parents, children, and school and
education services. Anyone involved in a disagreement can access this service. Information is
available from Inclusion & Equality.
• Young people and parents or carers can make an application to use the free, national Dispute
Resolution process to resolve certain types of dispute. Information is available from Inclusion &
Equality.
• Young people and parents or carers can appeal to the national Additional Support Needs Tribunal
to challenge a decision about a CSP and certain other matters relating to additional support needs.
Free advocacy can be provided for this. Information is available from Inclusion & Equality.

Learning Support and Additional Support Needs
Currently, the Learning Support Department has two full-time teachers and four Support for Learning
Assistants. The Learning Support staff support pupils with additional support needs to gain access to
the curriculum. They do this by working in class alongside subject teachers and by the direct teaching
of individuals and small groups within the Department.
To back up this support, they work closely with Guidance teachers and with visiting specialists and
relevant outside agencies. They also liaise with primary schools regarding pupils’ individual
identified learning needs so that these can be addressed when they transfer to secondary school.
However, if you have any concerns that your child might require additional support, please contact the
Learning Support Department and Additional Support Needs staff so that we can further assess your
child’s particular needs.
Please contact Ms Z Machen (Acting Faculty Head, Communication) for any further information.
Further Support
The school aims to offer support and assistance to youngsters who find the academic and social
demands of life in the school and community overwhelming at times. We operate a Pupil Support
Base that offers a supportive environment for pupils experiencing difficulties.
There is a range of specialist provision available to meet the learning and development needs of all
children and young people. There are outreach teachers who work with those pupils from whom
English is an additional language, those who have long-term absence from school due to illness, those
who have visual or hearing impairment and also pre-school pupils who have severe/complex
additional support needs. There are various approaches used to support children and young people
who have social, emotional and behavioural difficulties. These include in-school support bases,
enhanced curriculum groups and input from the Children’s Services Integration Team.
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The New Community Schools Initiative has funded the cluster with a Child and Family Support
Worker to support pupils and families.
The school may also enlist the knowledge and advice of other professionals where youngsters are
exhibiting significant learning, social, emotional or behavioural difficulties.

Equality and Diversity
The Equality Act 2010 makes discrimination against disabled people unlawful. It covers
employment, recruitment, education, and access to goods, facilities, services and premises.
East Lothian Council is committed to delivering high quality and inclusive services to the people
living and working in East Lothian. We aim to:
• encourage a positive and proactive approach to ensuring that our services focus on the needs of
individuals in the community
• promote anti-discriminatory practice in all areas of our work and employment practice
We know that people in our community experience discrimination and disadvantage because of their
personal/life circumstances or because services are failing to meet their specific needs. As such, our
work is focused on groups which are more likely to experience discrimination on a consistent basis
due to their:
•
•
•
•
•
•

race
disability
gender
age
sexual orientation
religious belief

To help us deliver our commitment to equal opportunities there is an overarching equal opportunities
policy. This is supplemented by specific equality schemes covering race, disability and gender.
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SCHOOL IMPROVEMENT
One of the recent self-evaluation exercises carried out by all departments in the school would suggest
that our priority areas for the coming session lie in:
•
•
•
•
•
•

Securing the quality of the new courses on offer.
That our current attainment levels, although above both East Lothian and Scottish averages,
still need to be improved.
That our assessment regime needs to be tightened and the results acted upon.
That the support pupils get in learning needs to be more closely targeted.
That more rigorous quality assurance procedures need to be in place across the school.
That tracking and monitoring of pupils’ progress and attainment should be improved.

These are complex things to achieve in one session and it is likely that they will continue to form part
of the School Improvement Plan in years to come. The school recognises that self-evaluation is an
ongoing and unremitting process with which we are fully engaged.
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PARENTS
Parent Forum & Parent Council
The Scottish Schools (Parental Involvement) Act 2006 encourages and supports more parents/carers
to become involved in their children’s education.
The main aims of the Act are to:
• Help parents become more involved with their child’s education and learning.
• Welcome parents as active participants in the life of the school.
• Provide easier ways for parents to express their views and wishes.
To help achieve these aims, all parents automatically become members of the Parent Forum at their
child’s school and are entitled to have a say in what happens at the school.
As members of the Parent Forum parents have a say in selecting the Parent Council (the
representative body) to work on behalf of all parents at the school. The role of the Parent Council is
to:
• Support the school in its work with pupils.
• Represent the views of all parents.
• Encourage links between the school, parents, pupils, pre-school groups and the wider community.
• Report back to the Parent Forum.
The new Parent Council has been recognised in law from August 2007. For more information on the
Parental Involvement Act or to find out about parents as partners in their children’s learning please
contact the school or Val McIntyre at the Department of Education & Children’s Services on 01620
827228
or
vmcintyre@eastlothian.gov.uk
or
visit
the
Parentzone
website
www.parentzonescotland.gov.uk or East Lothian Council website www.eastlothian.gov.uk.
For further information about the Knox Academy Parent School Partnership and Parent Council go to
edubuzz.org/knoxparents or e-mail parentcouncil@knox.elcschool.org.uk.
Members of the Parent Council are:
Mrs L Elder (Chair)
Mrs C McKinnel (Vice Chair)
Mr D Neillans
Mrs A Herriot
Mrs J Middlemass
Mr D Simpson
Mrs L Syme
Mrs K Boylan
Mrs L Bowen
Ms K White
Mr C Blair
Mr C Dempster
Mr S Wands
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Knox Academy Support Group
KASG is Knox Academy’s Parent Teacher Association and was formed to organise social/fundraising
events for parents, staff and pupils. The money raised pays for equipment around the school that will
enhance each pupil’s education. Any parent interested in becoming involved with KASG is invited to
any of the meetings. KASG appreciate any help received. Events planned in previous years include:
Blingo:
Christmas Dance:
Burns Supper:
Duck Race:
Teas in the Park:

October
December
January
June
June

Unacceptable Behaviour
East Lothian Council does not tolerate physical or verbal abuse towards staff. Such abuse is a criminal
offence and may lead to prosecution.
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TRANSITION
Careers Provision
The provision of careers information, advice and guidance is an important part of the Guidance
programme at all stages from lower to upper school and is co-ordinated by the PT Support (Support
for Pupils). An extensive Careers Education programme is a major component in Social Education
for all year groups and is supported by the Careers Advisor.
There is an excellent Careers Library with up-to-date information covering a wide range of Careers.
Much of this information can now be accessed using information technology resources.
In addition, pupils have access to a wide range of other experiences/resources to help them plan and
set targets. These start in S1 but are most heavily concentrated in S4-S6, and include such things as
Work Experience, Mock Interviews, C.Vs and visits to Higher Education Institutions, to name but a
few. Parents are invited to consult with the appropriate Guidance teacher on any aspect of Careers.
Skills Development Scotland draws up an annual plan, agreed with the school, which details Careers
provision for the school year.
Skills Development Scotland offers advice, guidance and information to pupils on future careers
plans, ranging from employment and training to further and higher education. In order to do this, the
Careers Advisor works closely with the school Guidance staff and is available to all pupils in the
school but concentrates mainly on pupils in the middle or upper school (S4-S6). Most of the work
carried out in the school by the Careers Advisor is individual interviews and group work. The Careers
Advisor also provides a drop-in at school when any pupil can call in to discuss careers. For those
pupils who intend to seek employment and/or training, vacancy details are displayed on the Careers
Service vacancy board in school. The Careers Advisor attends the Coursing days for S3, S4 and S5.
The School Careers Advisor this session is Ms J Jones who is available in school for a day and a half
every week.
The Careers Advisor can also be contacted at:
Skills Development Scotland
Adam Ferguson House
Eskmills Park Station Road
Musselburgh
EH21 7PQ
Tel: 0131 6653120
E-mail: Jennifer.Jones@sds.co.uk
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APPENDIX
Management Team Remits 2015/16:
Head Teacher (S Ingham)
•
•
•

Overall responsibility for the school as defined in the National Agreement
Responsibility for the day-to-day running of the school
Identified duties as part of the Management Team

Specific Duties:
• DSM
• Finances
• Staffing, including appointments
• Head of Curriculum:
Curriculum development: implementation of a Curriculum for Excellence
Cross-curricular development
Assessment is for Learning
• Learning and teaching
• Head of Discipline
• Complaints co-ordinator
• Overall responsibility for School Development Planning
• Overview of Department Handbooks
• Overview of Faculty Links
• Overall responsibility for Staff Development and Review; PRD arrangements
• Overall responsibility for the timetable
• Overview of website
• Overview of Assemblies
• Overview of communication with parents
• Communication with external agencies
• Management of the Cluster Group (delegated to DHT)
• Overview of achievement, attainment and progress, including monitoring pupils’ progress
• Knox News
• Awards Ceremony
Management Team Representative on the following school groups:
SRG
CDG
Learning and Teaching
PSP
School representative on the following East Lothian groups:
HTs’ Management Group
Cluster Management Group
Head Teachers’ representative on the following groups:
Sport and Education Advisory Group
Joint Primary & Secondary Executive
LNCT
Assisting Staff:
• Management Team
• E Maguire (PA)
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Business Manager (B Skirrow)
•
•
•
•

Responsibility for Support Services within the school
Responsibility for the application and administration of personnel policies and procedures
Assistance with the day-to-day running of the school
Identified duties as part of the Management Team

Specific Duties:
• Manage support services throughout the school:
• Provision of administrative support and reception services
• Administration of pupil records
• Provision of school returns, statistical information and performance indicator data to SEED, the
Council and other external agencies
• Data protection and Copyright
• Freedom of Information requests
•
•
•
•
•

Financial Management
Budget preparation, monitoring and reporting
Overview of GP Fund
Convene Finance Committee
Purchasing

•

Personnel
• Administration and record keeping
• Appointments’ procedures
Co-ordinate School Diary and Calendar
Health & Safety: Administration
Staff Absence Cover
Accommodation and maintenance of timetable
SEEMIS
Support website development and maintenance
Production of Staff Handbook
Communication with external agencies

•
•
•
•
•
•
•
•

Management Team representative on the following school groups:
Absence Cover Group
Finance Committee
Reporting and tracking
School representative on the following East Lothian groups:
Business Managers’ Group
Long Term Absence Co-ordinators
Assisting Staff:
• Senior Clerical Assistant
• Business Support Administrator
• School Librarian
• Medical Auxiliary
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Depute Head Teacher (C Falconer)
•
•
•
•
•

Head of House (Garleton)
Overall responsibility for pupils in Garleton
Deputise for the Head Teacher
Assistance with the day-to-day running of the school
Identified duties as part of the Management Team

General Duties:
• Monitoring school dress code
• Co-ordination and supervision of the discipline within the school
• Communication with external agencies
• Management of the use of public areas
Specific Duties:
• Overall responsibility for S1-S6 pupils in Garleton
• Discipline
• Attendance and punctuality
• Dress code
• Achievement and Attainment
• Tracking Progress
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Faculty Link (Numeracy and Technologies and Expressive Arts)
Attainment (evaluation and reporting)
Enrolment
Assistance with the timetable
Health and Safety
ICT: Equipment and use in the classroom, including SCHOLAR
Overall responsibility for assessment and reporting, application of SEEMIS.
Co-ordinator of Raising Attainment Strategies, including:
Mentoring
Support for Study
Easter Revision Classes
Target Setting
Lunchtime Clubs
Statistical analyses (results, standardised testing etc)

Management Team representative on the following school groups:
SRG
Learning & Teaching
Tracking & Monitoring
School representative on the following East Lothian group:
Tracking and Monitoring
ICT Co-ordinators
Assisting Staff:
• Guidance Staff (Garleton)
• Principal Teacher (Curriculum): Expressive Arts
• Principal Teacher (Curriculum): Numeracy and Technology
• Business Support Administrator (F Forrest)
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Depute Head Teacher (D Simpson)
•
•
•
•
•

Head of House (Lammerlaw)
Overall responsibility for pupils in Lammerlaw
Deputise for the Head Teacher
Assistance with the day-to-day running of the school
Identified duties as part of the Management Team

General Duties:
• Monitoring school dress code
• Co-ordination and supervision of the discipline within the school
• Communication with external agencies
• Management of the use of public areas
Specific Duties:
• Overall responsibility for S1-S6 pupils in Lammerlaw
• Discipline
• Attendance and punctuality
• Dress code
• Achievement & Attainment
• Tracking Progress
• Faculty Link (Health and Wellbeing, Communication)
• Child Protection Officer
• Equality and Fairness
• Anti-bullying Co-ordinator
• Curricular transition & coursing
• Assistance with the timetable
• Production of Curriculum Information Booklets and Prospectus
• PR
• Raising Attainment: transitions
Staff representative on the following school group:
PSP
School representative on the following East Lothian groups:
Discipline
Co-ordinators of Pupil Support
Curricular Development
Assisting Staff:
• Guidance Staff
• Principal Teacher (Curriculum): Communication and Literacy
• Principal Teacher (Curriculum): Health and Wellbeing
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Depute Head Teacher (S Illingworth)
•
•
•
•
•

Head of House (Traprain)
Overall responsibility for pupils in Traprain
Deputise for the Head Teacher
Assistance with the day-to-day running of the school, including absence cover
Identified duties as part of the Management Team

General Duties:
• Monitoring school dress code
• Co-ordination and supervision of the discipline within the school
• Communication with external agencies
• Management of the use of public areas
Specific Duties:
• Overall responsibility for S1-S6 pupils in Traprain
• Discipline
• Attendance and punctuality
• Dress code
• Achievement and Attainment
• Tracking Progress
• School Development Planning
• Faculty Link (Science)
• SQA
• Internal examinations: (including presentation and accommodation)
• Production of the Timetable
• Overview of pupil transport arrangements
• Overview of S6
• Overall responsibility for NQTs, probationary and student teachers
• Parents’ Evenings
• Overall responsibility for International links
• Self-Evaluation
Management Team Representative on the following school groups:
S6 Support
Management oversight
Self-evaluation
School representative on the following East Lothian groups:
Staff Development Co-ordinators
SQA Co-ordinators
Assisting Staff:
• Guidance Staff (Traprain)
• S6 Support Group members tbc
• Principal Teacher (Curriculum): Science
• Principal Teacher (Curriculum): Social Subjects
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Depute Head Teacher (C Prime)
•
•

Overall responsibility for pupils in the Communication Provision
Identified duties as part of the Management Team

General Duties:
•
Co-ordination and supervision of the discipline in the Communication Provision (CP)
•
Management of the staff in the CP
•
Communication with external agencies
•
Management of the curriculum in the CP
Specific Duties:
•
•
•

Ensure that the curriculum in the CP is blended with the whole school curriculum
Coordinate CPD review and needs of the staff in the CP
Assist with the strategic management of the school: budget, staffing etc.

•

Involvement in implementing and operating the Council’s employment policies, eg. Managing
Attendance, Discipline & Grievance and Managing Performance Policies.

•

Implement relevant national and council policies.

•

Contribute to the development, monitoring and evaluation of learning and teaching.

•

Contribute to the process of self-evaluation, including the management of school development
planning and assume responsibility for leading specific developments.

•

Implement and evaluate quality assurance procedures, including contributing to the process of
Standards and Quality Report writing.

Staff representative on the following school group:
Pupil Voice
School representative on the following East Lothian groups:
Assisting Staff:
•
•

Teacher
SfLA
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Curriculum for Excellence
The Scottish Government initiative, Curriculum for Excellence, is a review and overhaul of the
provision of lifelong learning in Scotland. This will provide a coherent experience for youngsters
from age 3-18.
The initiative will develop the pupils to be: Successful Learners, Confident Individuals, Responsible
Citizens and Effective Contributors (The Four Capacities).
The curriculum will cover eight areas:
•
•
•
•
•
•
•
•

Expressive Arts
Religious and Moral Education
Health and Wellbeing
Sciences
Languages and Literacy
Social Studies
Mathematics and Numeracy
Technologies

Each pupil will be entitled to the following:
•
•
•
•
•
•

Coherent curriculum from 3-18
Broad general education
Senior phase
Developing skills for learning, life and work
Achieve to the highest levels they can
Positive destination

Principles for Curriculum Design:
•
•
•
•
•
•
•

Challenge and enjoyment
Breadth
Progression
Depth
Personalisation and choice
Coherence
Relevance

Levels:
Level:

Stage:

- Pre-school and P1
- To the end of P4
- To the end of P7
- S1-S3
- S4-S6 and college

Early
First
Second
Third and Fourth
Senior Phase
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45

46

Administrative Information
HEALTH, SAFETY & WELFARE:
Transport:
The Council’s current policy is to provide home to school transport for those pupils attending the
District School who live more than two miles from that school.
Bus passes are issued where public transport exists and contract transport is arranged where there is
no suitable public transport. Where there are vacant seats on contract buses, these may be made
available to pupils who are not normally entitled to free transport on a “grace and favour basis” but
must be applied for each session. These can be withdrawn should the seat be required for pupils who
qualify for this provision.
Travelling expenses are also met in the case of any pupil whom the Council requires to attend a
school other than the district school provided the pupil meets the distance qualification. Where
appropriate, free travel is provided for pupils receiving special education.
Consideration may also be given to requests for assistance with travel in exceptional circumstances,
e.g. where the road between home and school is deemed dangerous by the Council (through
consultation with the Police Road Safety Department) and where there is no public transport
available.
Parents who choose to send their children to a school other than the district school will not receive
assistance in relation to travel to and from school.

Meals:
The Food Court offers a variety of food at lunchtime and pupils may purchase a meal or snack.
Example prices as at November 2014: Meal Deal £2.10, Filled Baguette £1.35, Salads from £1.10,
Home Baking 65p and Drinks from 27p.
Snacks are available at interval and before school.
Arrangements are made to accommodate those who wish to bring a packed lunch.
Details about menus and allergy advice can be found on the ELC website under
schools/schoolmealservice/healthyeatinginschools. Under the Council Committee for Education
policy, children in attendance at schools under the management of the Council are entitled to free
school meals if their parents are in receipt of Income Support or Income-based Jobseekers’ Allowance
Income or Child Tax Credit (but NOT Working Tax Credit) with an annual income of less than
£15,860 or Child Tax Credit AND Working Tax Credit with an annual income of less than £6,420.
No other children are eligible for free meals.
East Lothian Schools operate a cashless catering system whereby pupils can load money onto their
young Scot Cards.
Further information and an application form can be obtained from the school or from the Pupil
Support Division, Department of Education & Children’s Services, Inclusion & Equality, John Muir
House, Haddington, EH41 3HA.
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EAST LOTHIAN COUNCIL
Department of Services for People
Communication
School Communication with Parents
The Children (Scotland) Act 1995 amended the definition of "parent" in the Education
(Scotland) Act 1980 to "Parent includes guardian and any person who is liable to
maintain or has parental responsibilities in relation to, or has care of, a child or young
person". Communication with parents can take many forms and has many
purposes. Schools are supported by East Lothian Council to use a range of ways to
ensure that all parents have the information that they need to support their own
child’s learning and to help them become involved in the life of the school.
Divorced/Separated Parents – Information
Effective communication between the school and parents is vital. This can
sometimes be difficult when parents separate or divorce. If parents are separated or
a divorce was granted after November 1996 both parents will retain parental
responsibilities, unless the court has specifically removed those responsibilities. In
relation to placing requests, appeals against certain educational decisions and
access to pupils’ records both parents will normally have equal rights. Even if a
divorce was granted prior to November 1996 the parent without custody may not
have lost all rights to information and to be involved in decision-making. The above
definition may also give others rights.
Schools will therefore request the names and addresses of both parents at the time
of enrolment and at the annual update of data. The parent/s with whom the pupil
resides will automatically receive all communications from the school. If a parent
lives away from the family home they will, when the school is first informed of their
address, receive a Recorded Delivery letter enquiring whether or not they wish to
receive information about their child’s education. If no reply is received it will be
assumed they do not wish to be kept informed and there will be no further
communication unless a request for information is subsequently received. If they
wish to be kept informed they will receive copies of all communications regarding the
pupil including copies of reports and notification of Parents’ Meetings. The parent
with whom the pupil resides will be informed that this is happening.
The school is dependent on the parent with whom the pupil resides supplying the
appropriate information i.e. the address of the parent not living in the family home,
details of Court proceedings prohibiting that parent’s involvement in the child’s
education or any other relevant documentation. Parents/Carers should note that
children can only be collected from school by the parent with whom they reside
unless the parent/carers have authorised an alternative arrangement. If someone
else is to collect the pupil the school should be informed in advance.
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School Ethos
Creating a Positive Ethos
East Lothian Council schools endeavour to create a positive learning ethos in a
variety of ways. Some schools have taken on initiatives such as UNICEF’s
accredited scheme which promotes the learning of the UN’s Convention of Rights for
the Child. Some schools have taken on approaches to promoting positive behaviour
such as restorative practice and/or the Nurturing Classroom/School. Being Cool in
School is an Authority-wide initiative in schools which encourages pupils to assert
themselves appropriately as they face everyday situations.
More information can be found from the Scottish Government’s website on
“Improving relationships and promoting positive behaviour in Scotland’s schools” at:
http://www.scotland.gov.uk/Publications/2008/04/15100117/1
Anti-Bullying Policy
All schools have an Anti-Bullying Policy as part of East Lothian Council’s Antibullying Policy and incidents of bullying in schools are recorded as part of the Policy.
Further information can be found at: http://www.eastlothian.gov.uk/antibullying
Anti-bullying East Lothian (A.B.E.L)
Anti-bullying East Lothian (A.B.E.L) is located at the Brunton Hall, Musselburgh.
A.B.E.L is a voluntary organisation that arose out of the strong desire of parents to
do something for themselves to overcome the devastating effect that bullying can
have on children, their families and their community. A.B.E.L offers information and
support to the young person being bullied and their family and the young person
displaying the bullying behaviour and their family.
Further information can be found at: http://antibullyingeastlothian.org.uk

Parental Involvement
Parent Forum and Parent Council
The Scottish Schools (Parental Involvement) Act 2006 encourages and supports
more parents/carers to become involved in their children’s education. The main aims
of the Act are to:
• Help parents/carers become more involved with their child’s education and
learning.
• Welcome parents/carers as active participants in the life of the school.
• Provide easier ways for parents/carers to express their views and wishes.
All parents/carers are automatically members of the Parent Forum at their child’s
school and will be entitled to have their views represented to the school, education
authority and others, through a representative Parent Council for the school. As a
member of the Parent Forum, parents/carers will have a say in selecting their Parent
Council (the representative body) to work on behalf of all parents/carers at the
school.
The role of the Parent Council is to:
• Support the school in its work with pupils
49

•
•
•

Represent the views of all parents/carers
Encourage links between the school, parents/carers, providers of nursery
education and the community
Consult with and report back to the Parent Forum.

The Parent Council arrangements came into effect in August 2007. For more
information on the Parental Involvement Act or to find out about Parents as Partners
in their children’s learning contact the school or Val McIntyre, Principal Officer,
Resources and People Services, telephone number 01620-827228 or by e-mailing
vmcintyre@eastlothian.gov.uk or the Parentzone website
http://www.educationscotland.gov.uk/parentzone
Head Teachers now have a legal obligation to consult with their Parent Council to
establish what they would like included in the School Handbook and ensure it is
incorporated. Discussions should take place at Parent Council meetings and any
decisions taken must be reflected in the school handbook.
Further information can be found at: http://www.eastlothian.gov.uk/parentcouncils
Parent Staff Associations
Where a Parent Staff Association exists at a school information on the Parent Staff
Association will be provided by the school.
Scottish Parent Teacher Council (SPTC)
Scottish Parent Teacher Council (SPTC)
The Scottish Parent Teacher Council is the national organisation for Parent Teacher
Associations (PTAs) and Parent Associations (PAs) in Scotland and runs an
independent helpline service for all parents. You can contact the Scottish Parent
Teacher Council by telephone 0131-474-6199, by e-mail sptc@sptc.info, the website
http://www.sptc.info or write to Scottish Parent Teacher Council, 15 Mansfield Place,
Edinburgh, EH3 6BB. East Lothian Council takes out an annual membership of the
SPTC for their Parent Councils.

The Curriculum
Curriculum for Excellence
Schools follow the principles and practice of Curriculum for Excellence. This 3-18
curriculum aims to ensure that all pupils will be successful learners, confident
individuals, responsible citizens and effective contributors. These four main aims are
referred to as the Four Capacities and underpin the work that schools do.
Curriculum for Excellence comprises 8 curricular areas consisting of: Expressive
Arts, Health and Wellbeing, Languages (including English, Gaelic, Classic and
Modern Languages), Mathematics, Religious and Moral Education, Sciences, Social
Studies and Technologies.
The curriculum is expressed in learning experiences and outcomes for learners. The
principles of challenge and enjoyment, breadth, progression, depth, personalisation
and choice, coherence and relevance inform the learning of all pupils All pupils will
be encouraged at all stages to think about why they are learning a particular topic
and how associated skills can be used in real life and in other areas across the
curriculum. All pupils are engaged with teachers in planning and assessing aspects
of learning and often have the choice of topics and ways to present their learning.
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Whilst there are eight subject areas learning will often be linked across subject areas
to help children apply their knowledge and skills in new and different situations.
Further information on Curriculum for Excellence can be found at:
www.educationscotland.gov.uk/parentzone
Other areas which can facilitate enhanced learning opportunities for pupils include:
• Instrumental Music Tuition
• Drama provision/Theatre
• Educational visits in museums/projects.
• Study Support and After School Activities
• Sport
• School Library Service
Further information can be found at:
http://www.eastlothian.gov.uk/communitylifeandleisure
Outdoor Education
Outdoor Education is provided to schools through the East Lothian Outdoor Learning
Service based in Musselburgh. The Outdoor Learning Service provides high quality,
safe and sustainable outdoor learning opportunities. The service promotes
progressive experiential learning and the benefits of healthy lifestyles. It responds to
the needs of East Lothian schools and the wider community, delivering outdoor
learning in an effective, inspirational and motivating manner.
Further information can be found at: http://www.eastlothian.gov.uk/outdoorlearning
Educational Excursions
Educational Excursions are designed and planned in accordance with the East
Lothian Council's comprehensive Guidelines. Further information can be found at:
www.elcvisits.org.uk
Religious Observance
Religious observance should provide opportunities for the school community to
reflect on, and develop, a deeper understanding of the dignity and worth of each
individual and their contribution to the school and wider communities. In recognition
of Scotland's Christian heritage, schools are encouraged to use the rich resources of
this tradition when planning religious observance. Many school communities contain
pupils and staff from faiths other than Christianity or with no faith commitment. This
should be taken fully into account in supporting spiritual development. It is of central
importance that all pupils and staff can participate with integrity in forms of religious
observance without compromise to their personal faith stances.
At present school assemblies are the most common vehicle for delivering religious
observance. There should be a clear distinction between assemblies devised for the
purpose of religious observance and assemblies for other purposes such as
celebrating success. Religious observance might include opportunities for class,
year, stage or whole school observance as well as involvement by pupils and others,
including school chaplains, in planning and presentation.
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There is a statutory provision for parents to withdraw children from participation in
religious observance. This right should always be made known to parents and their
wishes respected. Parents should be provided with sufficient information on which to
base a decision.
Where a child is withdrawn from religious observance, schools should make suitable
arrangements for the child to participate in a worthwhile alternative activity. In no
circumstances should a child be disadvantaged as a result of withdrawing from
religious observance.
Further information can be found at: www.eastlothian.gov.uk/religioninschools

Assessment and Reporting
What is meant by assessment?
Assessment tells us what children and young people know, understand and are able
to do. Assessment is a process which supports your child’s learning from Nursery
through to S3 and not a series of events “done to them.” By involving your child in
the whole process of learning and assessment and allowing them to take
responsibility for their own learning, it raises their standards of achievement and
develops their skills for learning, life and work. Progress therefore becomes a
measure of your child’s success in setting high expectations and successfully
achieving them.
What is assessed?
Curriculum for Excellence comprises 8 curricular areas consisting of: Expressive
Arts, Health and Wellbeing, Languages (including English, Gaelic, Classic and
Modern Languages), Mathematics, Religious and Moral Education, Sciences, Social
Studies and Technologies. There are also 3 key areas which all teachers are
responsible for teaching Literacy across learning, Numeracy across learning and
Health and Wellbeing across learning.
Assessment and Reporting across East Lothian Schools
Each curriculum area is broken down into a set of experiences and outcomes.
These experiences and outcomes in each area are then grouped as Early Level
(Nursery—P1); First Level (P2-P4); Second Level (P5-P7); Third and Fourth Levels
(S1-S3). The Experience describes the learning whilst the Outcome represents what
the learning will achieve. This is often explained from the pupil’s perspective as an ‘I
can....’ statement.
What’s in an “outcome”?
• The learning within each outcome is given to your child as a series of learning
intentions.
• Each learning intention is supported by success criteria which are your child’s
steps to achieving success in learning.
• As each pupil achieves the success criteria, teachers and your child can both
see the progress in learning which is being made across outcomes within
each curricular area.
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How are we assessing?
Teachers look at a range of evidence of learning which your child has produced
before summing up his/her progress at that point in time. Some concrete examples
of evidence might be:
• Self-assessment of a written story focusing on paragraphing, use of
descriptive language and a coherent plot.
• A maths “check-up” worksheet on equivalent fractions.
• A PowerPoint presentation on a country’s climate, land composition and
geographical landmarks.
Evidence of children and young people's progress and achievements will come from
day-to-day learning and through the things they may write, say, make or do.
How do teachers report on your child’s progress?
Progress is now defined as “how much” and “how well” your child is learning, and not
solely on “how fast” although pace is still important. The new curriculum is designed
to enable your child to achieve greater breadth and depth of learning whilst also
securing the development of skills and knowledge. Therefore reporting must now
include information on progress which is either developing, consolidating or secure
depending on how well your child has developed a breadth of learning, in
challenging aspects and applied this learning in other curricular areas or contexts.
If your child has had opportunities to show breadth, challenge and application in the
different curricular areas, but has not evidenced each through their learning and
across a level, the teacher may report that your child is “developing.”
If your child demonstrates a range of evidence, where he/she has met challenges
and deepened his/her learning, then your child will be “consolidating” their progress.
If your child has demonstrated that they have knowledge and understanding and
skills across a breadth of learning, whilst meeting challenges across this breadth to
deepen their learning and applied all of this in another context or curricular area
consistently, then the teacher will report that your child is “secure.”
There is a range of ways in which your child’s teacher reports on his/her progress.
Here are a few examples:
• “Learning Stories” are used to build a picture of progression for your child in
each curricular area.
• Pupil reports are used to sum up your child’s progress in learning across the
curriculum.
• E-portfolios are used to provide ongoing evidence of your child’s progress.
All learning is a journey of progress, which is rarely linear and takes many routes and
pathways. Your child may take longer to progress in some areas in order to ensure
the security that will enable them to make progress confidently.
Teachers will report also on your child’s effort and also on the level of support given.
When do schools assess?
Assessment takes place as part of everyday learning and teaching, periodically and
at key transitions. As part of everyday learning, teachers are continuously assessing
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their pupils’ progress using learning intentions and success criteria as measures of
pupils’ success. From time to time, teachers will use tests to assess children and
young people's progress and achievements in order to be able to plan ahead, record
and report on progress and support learners.
Transitions are the moves children and young people make, from home to nursery,
from stage to stage, from primary to secondary, to further education and
employment. Information about a learner's progress and achievements will be
passed on to make sure that their broad general education continues at the correct
level and at an appropriate pace for them.
Where can I find out more information about assessment and reporting?
Your child’s school will be able to provide you with more information on how they
carry out specific assessments and how they report on your child’s progress.
Standardised Assessment
All our school use standardised assessment to support professional judgement
about pupil’s progress in literacy and numeracy. These tests are used in conjunction
with other assessment activities and the resulting data is not used in isolation to
determine the pupil’s knowledge, skills and ability. Standardised assessment takes
place at P1, P3, P5, P7 and S2.

Transitions
Enrolment
If you want your child to go to their catchment school, you should register your child
directly with that school. You will need to provide your child's birth certificate and two
pieces of proof of residence showing your current address (one of which must be
your most recent council tax assessment letter or book and a recent utilities bill
dated within the last six months). For pupils due to start Primary 1,you must show
these at the school by the beginning of December, prior to your child starting school
in the following August (please contact your catchment school to check enrolment
days). This allows the Business Unit within Resources and People Services to give
your child, as a resident in the school's catchment, priority for a place.
Further information can be found at: http://www.eastlothian.gov.uk/enrollingyourchild
School Catchment
Every school has a catchment area; each catchment area has clear boundaries.
Children living in the catchment area are given priority for places in this school.
Entitlement to a place in a school is based on home address and not on attendance
at an associated school or nursery class. In some areas there are separate Catholic
schools available for parents wishing their child to be educated in this type of school.
Children living in the catchment area and baptised in the Catholic faith are given
priority for places in this school.
Each primary school in East Lothian feeds into a corresponding secondary school
(click on the link to view details). The boundary lines for each primary and
secondary school catchment area in East Lothian for the most remain so since circa
1980’s, and were originally recorded on printed copies of A-Z street maps and
Ordnance Survey Maps. To improve accessibility of information, each school
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catchment area map was re-digitised for public use on the East Lothian Council’s
website, as approved by Education Committee in May 2011.
The catchment boundary lines are available to view via:
http://www.eastlothian.gov.uk/site/scripts/download_info.php?downloadID=1588
For an overview map of all the catchments, download the following map from the
East Lothian Council website. There are no catchment boundaries for nursery
provision.
Pupil Placement
The law allows parents to express a preference for a different school (such a school
is often referred to as a non-catchment school) rather than placing their child in their
local school. The Council is obliged to grant a placing request wherever possible.
While most requests are granted in some cases this is not possible. The Council
can only refuse a placing request if any of the criteria as per Section 28A (3)
Education (Scotland) Act 1980 is met. If a placing request is refused the parent has
the right to appeal this decision. An appeals panel will hear the appeal and if they
come to the conclusion that they do not think the grounds of refusal quoted stand or
that even though the grounds of refusal stand it is still inappropriate to refuse the
place, they can overturn the decision and the child would be allocated a place in that
school.
Pupil placement process must meet set timescales, all requests received by 15
March must be considered at the same time. Parents must receive the outcome of
their request before the end of April. If a school is oversubscribed detailed reports
outlining all the placing requests for that school are presented to the Pupil Placement
Sub Committee for approval.
Further information can be found at: http://www.eastlothian.gov.uk/choosingaschool
Further information can be found at: http://www.eastlothian.gov.uk/PlacingRequests
Reserved Places/Roll Capping in Schools
Resources and People Services obtains information on the migration of pupils from
certain schools where we may need to reserve places for incoming catchment pupils.
Reserving places is crucial in areas where there are high levels of house build or
high migration into catchment. This also informs whether it will be necessary to roll
cap certain stages within a school or the whole school to maximum number.
By the end of December we have received class organisation returns from primary
and secondary schools for the next school year. This information is vital as it informs
the Services of how many catchment pupils have enrolled and the number of noncatchment places that can be granted. It is also an early warning for any problems
i.e. over school capacity or large increases in pupils’ numbers because of house
build. Detailed reports requesting roll capping of schools or retaining places for
pupils moving into the catchment area are always presented to Education Committee
for approval.
The Senior Phase – Developing Scotland’s Young Workforce
The Commission for Developing Scotland’s Young Workforce was set up in January
2013 to provide recommendations to Scottish Ministers on how Scotland’s approach
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to vocational education and training could be improved, and how the Scottish
Government could get more employers involved in all aspects of education and
employing more young people.
In June 2014, the Commission published its final report entitled “Education Working
for All” which sets out 39 recommendations.
Many of these recommendations are of relevance to school-age young people,
including that:
• Preparing all young people for employment should form a core element of
Curriculum for Excellence.
• Senior phase pathways should include industry-recognised vocational
qualifications alongside academic qualifications.
Curriculum for Excellence, as a whole, is about providing learners with the range of
learning pathways that meet their individual needs and aspirations and prepare them
for learning, life and work. The Commission’s recommendations sit well with these
aims and will be taken forward within the context of Curriculum for Excellence in
schools, building on the wide range of work that schools and their partners are
already doing in this area.

Support for Pupils
Pupils Who Have Additional Support Needs
All East Lothian schools offer a range of support for children and young people with
additional support needs. There are a number of additional services both within the
Authority and from external agencies that offer enhanced support to pupils with
additional support needs.
Provision and resources are accessed through the local authority’s processes of
resource allocation and Staged Assessment and Intervention, in consultation with
professionals, the child or young person and their family.
The Council’s Policy document “Framework for Meeting Additional Support Needs”
provides a framework for full and effective inclusion of pupils who have additional
support needs. The Authority has an Accessibility Strategy for schools which
enables access to Communication, Environment and the Curriculum for all pupils.
Schools also take account of the Equalities Act 2010.
The Education (Additional Support for Learning Act) (Scotland) 2004 (amended
2009)
The Education (Additional Support for Learning Act) (Scotland) 2004 (amended 2009)

states that:•

•

A child or young person who has additional support needs, and also his/her
parents or carers, should be involved in any decisions-making. They can
have a supporter with them at meetings or have an advocate present to
present their case for them. A young person’s views must be taken into
account for post-school transitions.
Young people and parents/carers should be provided with information and
advice about their own, or their child’s additional support needs. They can
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•

•

•
•

also request, at any time, an assessment to establish additional support
needs or if a Co-ordinated Support Plan is required, or for a Co-ordinated
Support Plan to be reviewed.
A young person who has additional support needs or his/her parent or carer
can make a placing request to another education authority or an independent
school.
The local authority is required to provide a free mediation. Common Ground
Mediation is East Lothian Council’s provider. It promotes collaboration
between parents, children, school and education services. Anyone involved
in a disagreement can access this service.
Young people and parents or carers can make an application to use the free,
national Dispute Resolution process to resolve certain types of dispute.
Young people and parents or carers can appeal to the national Additional
Support Needs Tribunal to challenge a decision about a Co-ordinated Support
Plan and certain other matters relating to additional support needs. Free
advocacy can be provided for this.

Information is available from Resources and People Services, Business Unit, John
Muir House, Haddington, East Lothian, EH41 3HA.
Further information can be found at:
http://www.eastlothian.gov.uk/additionalsupportneeds
Enhanced Transition for pupils with Additional Support Needs
All children and young people go through a number of transition stages in their
school education when they move from one setting to another. Children and young
people with additional support needs will need different levels and types of support.
In East Lothian, we manage this through the Staged Assessment and Intervention
Framework. The team working with the child or young person, the child or young
person themselves and their parents are best placed to decide on the level of
planning and the nature of intervention needed.
Further information can be found at: http://www.eastlothian.gov.uk/transition
East Lothian Educational Psychology Service
Educational Psychologists are part of Resources and People Services. Educational
Psychologists make regular visits to all nursery, primary and secondary schools.
What do Educational Psychologists do? Educational Psychologists work
collaboratively with other professionals, parents and carers, to help children and
young people overcome barriers to learning. They support school staff to enhance
learning environments, to ensure they are effective for all children and young people,
whatever their learning needs.
How does an Educational Psychologist become involved with my child? If you
have any concerns about how your child is getting on at school, the first thing to do is
share them with school staff. If staff feel that an Educational Psychologist may be
able to help, they will contact their link Educational Psychologist for a consultation or
invite them to a staged assessment meeting in school. If the Educational
Psychologist is going to become formally involved with your child, then parental
permission for this will always be sought. You are also welcome to contact the
Educational Psychology Service directly if you would prefer.
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You can contact the Educational Psychology Service , Telephone number 01620827827 or write to East Lothian Council, Educational Psychology Service, John
Muir House, Haddington, East Lothian, EH41 3HA.
Further information can be found at:
http://www.eastlothian.gov.uk/educationalpsychology
Professionals visiting schools/information sharing and confidentiality
Schools can call on professionals from a number of different agencies/services for
help and advice. These include Educational Psychologists, officers with the
Educational Services, School Doctor, School Nurse, Careers Advisor, Social Worker,
Family Support Worker etc. Formal referral to any of these agencies/services would
only take place with the consent of parents/carers. There will however be occasions
when issues may be discussed in confidence without formal referral and therefore
without such consent. If parents are concerned about this they should contact the
school for further information.
Exceptional circumstances in which information may be disclosed without
consent
Disclosure of personal information without consent may be justified where failure to
do so may expose the service-user or others to risk of serious harm. Staff should
always make every effort to gain consent but the health and safety of the individual
has primacy over the right to confidentiality. Exceptional circumstances may include:
• Child Protection: staff should adhere to the Edinburgh and Lothians Interagency Child Protection Procedures.
• Protecting vulnerable adults
• Protection of Children (Scotland) Act 2003
• Life threatening or dangerous situations, for example, where a young person:
Ø shows signs of physical, emotional or sexual damage
Ø is at risk of significant harm or threatening suicide.
Child Protection
The East and Midlothian Child Protection Committee (EMCPC) is the key group
dealing with child protection work in East Lothian and Midlothian. Child abuse can
happen to any child and in any family background. We all have a duty to protect
children, whether we are professionals or private individuals.
If you think a child is being abused or neglected, speak to a member staff at the
child's school, the Children's Services duty social worker by calling 01875 824 090
(Mon-Thurs 9am-5pm and Fri 9am-4pm), the Emergency Social Work Service by
calling 0800 731 6969 at any time outside normal office hours. The contact details
are:Children's Wellbeing
Randall House
Macmerry, EH33 1RW
Telephone: 01875 824309 (Email: childrenandfamilies@eastlothian.gov.uk)
The Procedures promote a high level of inter-agency co-operation when working with
children who may be in need of protection. Training is available for all staff in East
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Lothian Council to ensure that their skill and commitment is used effectively in
identifying and protecting children who have been abused or may be at risk of abuse.
The Procedures will further encourage the partnership that exists between the
Resources and People Services, Health and the Police in East Lothian and will help
towards building a partnership with parents in carrying out our duties and
responsibilities to East Lothian children and young people.
Further information can be found at: http://www.eastlothian.gov.uk/childprotection
Children and Young People who are looked after
There are some children and young people who are looked after or looked after and
accommodated (LAC) and who may have additional support needs as directed by
the Education (Additional Support for Learning Act) (Scotland) 2004 (amended
2009). Schools are very aware of who their LAC pupils are and the supports and
strategies which may be required to meet their diverse needs. The Educational
Psychology Service works closely with schools and staff from Children’s Wellbeing to
support these often vulnerable young people.
Team Teach
We pride ourselves in East Lothian on providing a safe learning environment for our
pupils. In exceptional situations, some of our children may get anxious or agitated,
and we will do our best to help pupils through using communication skills, distraction
techniques and removing triggers where possible.
There may be times when children need more help; this may require staff's positive
physical support to ensure; the pupil’s own safety; the safety of other pupils and
staff; that property is not seriously damaged. In East Lothian, we have adopted the
‘Team Teach’ approach to manage this level of behaviour on the few occasions it
occurs, and staff are trained and accredited to use a range of ‘Team Teach’
techniques.
In these instances all incidents are recorded in school. Parents are informed as a
matter of course. Children who are likely to need help in this way will have a Positive
Handling Plan that will be discussed with you, and routinely followed by all school
staff. If required we will ask parents to share relevant information with other
people/agencies supporting pupils, e.g. transport, respite, link family, etc, to maintain
a consistent approach for children and young people. If you have any questions
about how we manage behaviour at school, or about the ‘Team Teach’ approach
please contact the Head Teacher.

School Improvement
The Standards in Scotland’s Schools Act (2000) requires that every local authority
aims to secure improvement in the quality of school education which is provided in
the schools managed by them. As part of East Lothian Council’s legislative duty to
ensure that schools are supported in improving standards for pupils each year,
evaluation visits are carried out in every school at least once during each school
session. By focusing on improvements in performance during these visits, schools
are supported in ensuring high standards are achieved and maintained.
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The Role of Quality Improvement Officers
There are 3 Quality Improvement Officers who have responsibility for support and
challenge across all East Lothian schools. Responsibilities to individual schools
include:• Provide support pre, during and post Education Scotland Inspection
• Support and monitor development planning ensuring links to How Good Is
Our School? Child at the Centre and Service Improvement Framework
outcomes
• Provide advice on staffing/finance/resources issues
• Support development/progression of Curriculum for Excellence
• Analyse and use data to challenge schools to raise attainment and
achievement
• Participate in the appointment of senior members of school based staff
• Provide support in the resolution of disciplinary matters; complaints; and other
school based issues
• Devise and promote strategies to address areas where performance should
be improved; monitor and report on progress
• Undertake evaluation visits to all schools and provide reports as appropriate.
The 3 Quality Improvement Officers each have 2 clusters of schools within their
remits:
1) Dunbar & Tranent
2) Haddington & Prestonpans
3) Musselburgh & North Berwick
Other important elements within the Quality Improvement Officer role include:
•
Monitoring of children who are home educated
•
Parental complaints and Freedom of Information Requests
• Reporting to Scottish Government, Education Scotland
• Managing Local Authority educational developments, e.g. Leadership
Development, Assessment & Moderation
• Involved in the recruitment process of Head Teachers and Depute Head
Teachers.

Local Authority Policies and Practical Information
Composite Classes
There are composite classes in most schools across East Lothian. They help us to
deliver effectively within the school’s budget and are based on pupil age. All classes
whether composite or not, contain pupils of different abilities and levels of
development. Teachers are expert in how to structure learning for pupils of differing
abilities and composite classes do not pose any greater challenge than single-year
classes. We know that friendship groups are important and we encourage children
to mix with their friends at break, through whole-school or stage events. Parents
should also create opportunities to maintain friendships and encourage new ones.
Further information can be found at: http://www.eastlothian.gov.uk/compositeclasses
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Absence and Attendance
Parents are responsible for ensuring that their child attends school regularly and
where an absence should occur, informing the school as to the nature of nonattendance and possible length. In cases of unsatisfactory attendance, the Head
Teacher will call on the Child & Family Support Worker (Attendance) to visit the
home and discuss the problem with the parents. If such unsatisfactory attendance
continues the Head Teacher, following discussions with the Child & Family Support
Worker (Attendance) and other agencies will decide whether the case should be
referred to the local Area Attendance Advisory Group. Parents should be
encouraged to take holidays wherever possible out with term times. Where parents
wish to keep their child off school for some reasonable purpose, they are asked to
write to the school before doing so. Where pupils have a rearranged appointment
during school hours e.g. dentist, hospital the pupil should bring a note or
appointment card to school before the appointment.
Further information can be found at: http://www.eastlothian.gov.uk/attendance
The Children and Young People (Scotland) Act 2014.
The Children and Young People (Scotland) Act 2014, is aimed at making sure every
child and young person gets all the support they need to do well in their lives and will
be fully implemented by August 2016. East Lothian Council is working to make sure
the authority is ready for August 2016 when the planned changes happen.
East Lothian Council’s Education Department has an obligation to ensure that every
child age 5-18 has a Named Person and that every parent is entitled to know who
the Named Person is for their child. East Lothian Council also has an obligation to
ensure that where necessary, a statutory “Child’s Plan” is prepared and upheld. The
Named Person function will become a statutory requirement by August 2016
Transferring Educational Data about Pupils
The Scottish Government and its partners collect and use information about pupils
through the Pupil Census to help to improve education across Scotland. Below
explains why we need this information, how we use it and what we do to protect the
information supplied to us.
Why do we need your data?
In order to make the best decisions about how to improve our education service,
Scottish Government, education authorities and other partners such as the SQA and
Skills Development Scotland 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
examination results. Accurate and up-to-date data allows us to:
Ø plan and deliver better policies for the benefit of all pupils
Ø plan and deliver better policies for the benefit of specific groups of pupils
Ø better understand some of the factors which influence pupil attainment and
achievement
Ø share good practice
Ø target resources better
Ø enhance the quality of research to improve the lives of young people in
Scotland
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Data policy
Information about pupils’ education is collected through our statistical surveys in
partnership between the Scottish Government and Local Authorities through the
ScotXed Programme which aims to help schools and Local Authorities by supporting
efficient collection, processing and dissemination of statistical information. The
Scottish Government then provides analysis of the data to support research,
planning, management and monitoring of education services as well as to produce
National Statistics publications.
Education data within Scottish Government is managed effectively by secure
systems and is exploited as a valuable corporate resource, subject to confidentiality
restraints. As part of its data policy, Scottish Government will not publish or make
publicly available any information that allows individual pupils to be identified, nor will
data be used by Scottish Government to take any actions in respect of individuals.
Data is held securely and no information on individual pupils can or would be made
publicly available by Scottish Government.
The individual data collected by Scottish Government through the Pupil Census is
used for statistical and research purposes only.
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 note can give only a brief description of how we use
data. Fuller details of each individual ScotXed survey, including the purpose of each
and the published data, can be found on the ScotXed website (www.scotxed.net).
Scottish Government works with a range of partners including Education Scotland,
Skills Development Scotland and the SQA. On occasion, in order to help meet our
aim of improving the life of young people in Scotland, we may make individual data
available to partners such as the National Registers of Scotland to carry out research
relating to the national population census and also academic institutions and
organisations to carry out additional research and statistical analysis to meet their
own official responsibilities. Any sharing of data will be done under the strict control
of Scottish Government, and will be consistent with our data policy. This 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.
Decisions on the sharing of data will be taken in consultation with relevant
colleagues and individuals within and outwith Scottish Government. At all times
pupils’ rights under the Data Protection Act and other relevant legislation will be
ensured.
Concerns
If you have any concerns about the ScotXed data collections you can email the Head
of Schools Analysis, Mick Wilson, at mick.wilson@scotland.gsi.gov.uk or write to The
ScotXed Support Office, Area 2D, 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. The information provided by you
is processed electronically & stored by East Lothian Council for admin purposes in
accordance with the Data Protection Act 1998. You have the right to see & access
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this information at any time. Extracts of this information will be shared with the
Scottish Government & East Lothian Council’s Education and Childrens’ Services
annually, exclusively for research & analysis purposes; whereby individual children
will not be identified.
Extracts of pupil data will also be shared with the Electoral Registration Officer to
offer the opportunity to register on the Electoral Roll when approaching their 16th
birthday; and may also be shared with the NHS for monitoring child health
immunisation, dental and vision programmes. East Lothian Council holds & shares
information on school leavers, in order to support & provide career planning services.
This will consist of name, address & school results, but may also contain sensitive
personal data, e.g. information about health or any convictions. To help with career
choices, information may be shared with: East Lothian Council Services, SDS
(Careers Scotland), Colleges or Universities, National Training Providers & relevant
Voluntary Organisations. The Council will use the information in accordance with the
Data Protection Act 1998. Changes of circumstances must be notified in writing to
the school immediately.
Consulting with pupils
Under the Children (Scotland) Act 1995 the views of children should be taken into
account when major decisions are being made which will affect their lives. Generally
children over 12 are presumed in law to have a view but younger children may also
be mature enough to have a view and should be given the opportunity to express it.
While the Local Authority and schools may not be bound by this they do consult with
pupils and the methods used will be included in the School’s handbook. This could
include formal consultation through Pupil Councils, pupils co-opted to Parent
Councils, questionnaires, suggestion boxes, review and planning meetings, as well
as arrangements to consult with individual pupils at appropriate times (subject
choice, exclusions etc.).
Exclusions of pupils
Exclusion from school is used on occasions when the safety of the pupil concerned
or others is at risk if the pupil remains in school. The period of exclusion should be
as short as possible and used as a “breathing space” to enable the
school/family/other agencies to work together to support the child/young person to
return to school successfully.
Further information can be found at: http://www.eastlothian.gov.uk/exclusion
Assistance with Provision of School Clothing
East Lothian Council operates a scheme of provision to ensure that a pupil is
sufficiently and suitably clad to take full advantage of the education provided.
Families in receipt of Income-Based Job Seekers Allowance, Income Support and
Income Related Employment and Support Allowance will qualify for such a scheme.
Other cases may be considered in the case of exceptional personal circumstances.
Parents who wish to apply for the scheme should complete an application form
which is available from Resources and People Services, Business Unit, John Muir
House, Haddington, EH41 3HA.
Further information can be found at:
http://www.eastlothian.gov.uk/schoolclothingandfreeschoolmeals
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Free School Meals
Under the Education Committee policy, children in attendance at schools under the
management of the Council are entitled to free school meals if their parents are in
receipt of Income Support or Income-based Jobseekers Allowance or Income
Related Employment and Support Allowance or Child Tax Credit but NOT Working
Tax Credit with an annual income of less than £16,105 or Child Tax Credit and
Working Tax Credit with and annual income of less than £6,420. No other children
are eligible for free meals. Further information can be obtained from Resources and
People Services, Business Unit, John Muir House, Haddington, EH41 3HA.
Further information can be found at:
http://www.eastlothian.gov.uk/schoolclothingandfreeschoolmeals
Free School Meal (Primary 1, 2 and 3)
All pupils in Primary 1, 2 and 3 are entitled to a free school meal (but not free school
milk). People receiving the following benefits should continue to complete a Free
School Meal Application Form to ensure they are not charged for school milk.
• Income support/Income based job seekers allowance
• Employment support allowance (income related)
• Child tax credit but NOT working tax credit with an annual income less than
£16,105
• Child tax credit AND working tax credit with an annual income less than
£6,420
Education Maintenance Allowances (EMAs)
Education Maintenance Allowances (EMAs) have been available since August 2004
for young people aged 16 planning to continue their education in school. It is a
fortnightly payment of £30.00 per week paid directly to the pupil where the pupil’s
household income meets the qualifying criteria. Application Forms and further
information is available from Resources and People Services, Business Unit, John
Muir House, Haddington, EH41 3HA.
Further information can be found at: http://www.eastlothian.gov.uk/emas
Employment of Children
Children under the statutory school leaving age can only be employed within the
terms of the bye-laws on the Employment of Children. These regulations do not
permit the employment of children under 13 years of age, and for those over the age
there are limits on the hours and type of employment which are allowed. Parents
and employers must both complete an application form for an employment permit
before the employment begins. Forms and information are available from the school
office. Further details can be obtained from Resources and People Services,
Business Unit, John Muir House, Haddington, EH41 3HA.
Further information can be found at:
http://www.eastlothian.gov.uk/employmentofchildren
Home Education
If parents wish to remove their child from mainstream education and home educate
their child, they must write to the Head of Education in the first instance stating
reasons for this withdrawal and ask for permission. Families are contacted by a
member of staff within Resources and People Services annually and offered the
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opportunity to meet a Quality Improvement Officer and discuss the education
provision for the child/children. If a family declines a meeting, they must submit
information, in writing, about how they are meeting the educational needs of their
child/children.
All enquiries made about home education are recorded in the department and a
letter is sent to the family. Included with the letter is a leaflet for parents/carers giving
details of websites offering advice and support.
For information can be found at: http://www.eastlothian.gov.uk/homeeducation
Transport: Policy of the Council and Local Arrangements
The Council's current policy is to provide home to school transport for those pupils
attending the catchment school who live more than two miles from that school. Bus
passes are issued where public transport exists and contract transport is arranged
where there is no suitable public transport. Where there are vacant seats on
contract buses, these may be made available to pupils who are not normally entitled
to free transport on a "grace and favour basis" but must be applied for each session.
These can be withdrawn should the seat be required for pupils who qualify for this
provision.
Travelling expenses are also met in the case of any pupil whom the Council requires
to attend a school other than the district school, if the pupil meets the distance
qualification and where appropriate, free travel is provided for pupils receiving
special education. Parents who choose to send their children to a school other than
the district school will not receive assistance in relation to travel to and from school.
Further information and an application form can be obtained from Resources and
People Services, Business Unit, John Muir House, Haddington, EH41 3HA.
Further information can be found at: http://www.eastlothian.gov.uk/schooltransport
Road Safety
East Lothian Council working with Lothian and Borders Police and other agencies
are committed to reducing the numbers and severity of road casualties. They have
identified a number of important initiatives to help reduce the number of road
casualties. These will require a notable change of behaviour by everybody,
particularly from drivers in built-up areas.
These initiatives aim to reduce the number of car journeys to and from school by
pupils, parents and staff to:
• Encourage children to walk or cycle to school, thereby improving the safety for
the pupil on the journey to school
• Provide pupils and parents with appropriate training to allow them and their
children to journey to and from school safely
• Improve pedestrian safety in and around school
• Raise awareness amongst pupils, parents, and staff of the wider health and
environmental problems associated with increase car use
• Improve the local environment for everyone by reducing pollution, congestion
and addressing safety issues around the school.
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Parents should always be reviewing their current or intended mode of travel to and
from school and consider whether or not it should be changed or modified to help the
school, pupils, staff and other parents to reduce the number of child casualties.
Further information can be found at: http://www.eastlothian.gov.uk/roadsafety
Health and Safety
Resources and People Services have prepared statements of safety policy for all
areas of its responsibility in accordance with the Health and Safety at Work Act
1974. School staff are fully instructed in their responsibilities in this respect, and
safety regulations apply to 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
great importance to the school.
Medical Care
Throughout their years at primary and secondary school, all pupils will be seen from
time to time by a team of specialists, Health Service and Resources and People
Services staff to make sure they benefit as much as possible from all that school has
to offer, and to help them prepare for life after leaving school. The School Health
Service is part of the Community Child Health Service and has direct links with those
who carry out health checks on children before they start school.
Administration of Medical Procedures
All members of staff who have agreed to be trained in the administration of specific
drugs to pupils suffering from all epileptic seizure or a severe allergic reaction and
who are required to apply specific drugs to those pupils will be covered by East
Lothian Council's Public Liability Policy.
Further information can be found at:
http://www.eastlothian.gov.uk/adminofmedication
Emergency Closure of Schools
The first priority of the Head Teacher must be to keep the school open if at all
possible. However, the early closure (or part closure) of a school in an emergency
may be required because of fire, flood, loss of building services, extreme weather
conditions or some other event. When children have to return from school at a time
earlier than normal, parents may not be able to arrange for them to be received at
home by themselves or by an adult who will look after them. Head Teachers must
be reasonably satisfied that there will be a responsible adult available to receive the
child, and must be prepared to make arrangements for the supervision of certain
children in school, until the normal closing time of the school.
In these circumstances, the Head Teacher should consult with the Head of
Education. The Head of Education will use all of the information available both
centrally and locally to decide whether the school should be closed and whether this
would be for pupils only or for the whole school community. It should be noted that
close contact will be maintained with the School Transport Officer at East Lothian
Council.
The Head Teacher will prepare and send to the Head of Education the relevant
information for notifying the media, through the Corporate Communications Team of
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East Lothian Council. This information should include the name of the school which
is closing, whether it is a partial or whole school closure, i.e. to pupils; pupils and
staff; community groups and the reason why the school is closing. Information will
also be required on how long the closure will be and how the media, parents, carers
and pupils will be informed when the school will be reopening. Once approval has
been granted to close a school, Resources and People Services will notify the
Corporate Communications Team to ask them to inform the media and upload
messages to the Council’s communications channels, such as its Twitter feed,
intranet and the Council’s website http://www.eastlothian.gov.uk. Whenever
possible, schools will update their own school website with this information.
Complaints Procedures
Most complaints can and should be resolved at school level. If you have cause for
concern, the first person to approach will normally be the Head Teacher. If a
meeting is required with the Class or Guidance Teacher, Head Teacher or another
senior member of staff then this should be arranged as quickly as possible. If you
still remain dissatisfied then the procedures contained within “How to make a
comment, compliment or complaint about a Council service” should be followed.
Further information can be obtained at: http://www.eastlothian.gov.uk/complaints
Unacceptable Behaviour
East Lothian Council does not tolerate physical or verbal abuse towards staff. Such
abuse is a criminal offence and may lead to prosecution.
Schools within East Lothian
A list of all primary and secondary schools can be found at:
http://www.eastlothian.gov.uk/educationandlearning
Useful Telephone Numbers
The undernoted staff are based within Resources and People Services, John Muir
House, Haddington, EH41 3HA.
Depute Chief Executive
Alex McCrorie
01620-827864
Head of Education
Darrin Nightingale 01620-827222
Head of Children’s Well-being
Sharon Saunders
01620-827633
Principal Educational Psychologist
Lynne Binnie
01620-827998
Education Service Manager (Strategy &
Richard Parker
01620-827494
Operations)
Education Service Manager (ASL and Early
Alison Mitchell
01620 827565
Years)
Principal Inclusion & Equality Officer
Fraser Parkinson
01620-827961
Parental Involvement Act (Parent
Val McIntyre
01620-827228
Councils/Forums)
Free School Meals, Clothing Grants,
Education Maintenance Allowance, Pupil
Fiona Brown
01620 827415
Placement and Home-to-School Transport
Policy
Primary School Lets
01620-827811
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School Session Dates
School session dates for 2016/17 and 2017/18 were approved by the Education
Committee on 22 September 2015 and can be found at:
http://www.eastlothian.gov.uk/info/860/term_holiday_and_closure_dates/932/school_term_dates

The Scottish Government can be contacted at:
Scottish Government Education Department
Victoria Quay
EDINBURGH, EH6 6QQ
Telephone Number 0131-556-8400
http://home.scotland.gov.uk
Accuracy of Information
The information contained in this booklet was accurate as at November 2015.
November 2015
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FLOOR PLAN
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