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SCHOOL AIMS 
 
 
 
 
 
 

 Each child will feel valued and develop a sense of self worth 

 Each child will develop respect for other people 

 Each child will develop respect for their environment, their surroundings, their world 

 Each child will feel happy and safe 

 Each child will be helped to achieve their potential and their best 

 We will foster and nurture each child’s creativity, enjoyment and love of learning 

 Each child can take part in and be at the heart of the community 
 

TO ACHIEVE THIS WE WILL: 

 Value each child 

 Celebrate achievement 

 Celebrate diversity and respect differences 

 Provide a supportive yet challenging environment that safeguards pupils 

 Ensure each child has a ‘voice’ and is listened to 

 Have high expectations of each and every child in all that they do 

 Expect good behaviour and challenge inappropriate behaviour 

 Give extra support where necessary and extend learning where appropriate 

 Teach the skills required to give a firm foundation that enables each child to continue the 
learning journey into their future 

CORE VALUES: 

 show Respect  

 develop Independence    

 show Perseverance  

 be Reflective  

 and Work Together 
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An overview of our school behaviour principles 
 
The Governing Body has determined these principles in the light of the ethos and needs of Littlehaven Infants and 
Northolmes Junior Schools.  All members of the school community should understand and accept the principles on 
which the behaviour policy is grounded.  
 

The principles:  
 

 are based on the shared statements taken from both schools’ aims and values 

 High expectations 

 Being respectful 

 Developing independence 

 Working together (children, staff, parents, governors and the wider community) 

 Feeling valued 

 Fostering a love of learning 

 Celebrating achievement 

 Children being happy and safe  

 Children achieving their potential and doing their best 

 can be explained to pupils of any age or ability;  

 represent widespread agreement about standards amongst pupils, school staff and parents;  

 encourage a healthy balance between rewards and sanctions to encourage positive behaviour;  

 promote behaviour improvement as a means of improving learning and teaching;  

 are based on good communication between school and home as well as home and school. 
 
 

Our behaviour principles are: 
 

1.   All members of the school community should feel valued and respected and pupils have the right to learn in a 
safe and secure environment.  

 

2.  All members of the school community are free from any form of discrimination and are treated equally.  
 

3.   All adults in the school community (staff, parents, carers, governors and visitors) should model positive 
behaviour at all times and promote it through active development of pupils' social, emotional and behavioural 
skills.  

 

4.   The behaviour policy is understood by pupils, staff and parents. 
 

5.   Rewards for good behaviour, sanctions and reasonable force are consistently applied by staff, in line with the 
behaviour policy.  

 

6.   Pupils are helped to take responsibility for their actions. 
 

7.   The behaviour policy explains that exclusions will only be used as a last resort, and outlines the processes 
involved in permanent and fixed-term exclusions. 

 

8.   Families are involved in behaviour incidents to foster good relationships between the school and pupils’ home 
life. 

 
The governing board also emphasises that violence or threatening behaviour will not be tolerated in any 

circumstances. 
 

For further information about our Behaviour Policy please refer to the website for our full policy. 
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INTRODUCTION 

We are delighted to welcome you and your child to Littlehaven Infant School which is part of 

Greenfields Federation. We will  do our very best to ensure your child is a happy, confident 

successful leaner and believe this starts with a strong and open home and school partnership.  

When your child starts school there is a lot to think about, a lot to take in and you will have a lot of 

questions.  We hope that this ‘welcome booklet’ makes it a little easier by explaining the things that 

we think are most important for you to know.  As time goes on you will find out so much more, but 

everything you need to know about those all-important first few days is here!  If you have any 

questions that are not covered by the information in this pack please do not hesitate to ask. 

 

SCHOOL HOURS 

Morning session  8.50 a.m. – 12 noon (20 minutes playtime included)  

Afternoon session 1.00 p.m. - 3.10 p.m. 

 

Please note that Northolmes timings are as follows: starts at 8.50 a.m. and 

finishes at 3.30 p.m. A member of their staff is in the playground in the mornings 

at Northolmes from 8.40 am so you are able to leave an older child there and walk 

a younger one to Littlehaven School.  

 

 

SCHOOL UNIFORM  

Parents are asked to provide the following uniform all of which should be clearly named:  

 

Girls Boys 

 Grey skirt, pinafore dress or trousers  Grey trousers or shorts 

 White polo top  White polo top 

 Royal blue cardigan or school sweatshirt 

or sweatcardi 

 Royal blue v neck sweater or school 

sweatshirt   

 Blue and white summer school dress  

 White socks or grey or white tights   Grey or black socks 

 Sensible black school shoes preferably 

with Velcro fastening 

 Sensible black school shoes preferably 

with Velcro fastening   

 

Kit for PE / Other Requirements for All 

 School shorts and school PE t-shirt 

 PE bag – drawstring style 

 School book bag 

 Summer hat/cap 

 Sports style plastic water bottle, to be kept in classroom.  See info on page 2. 

 Trainers (preferred) or plimsolls (elastic front)  

 Wellington boots 

 

Please note children starting in Reception in September will not need a PE kit initially and your 

child’s teacher will let you know when a PE kit is required.   

School sweatshirts and sweatcardis, PE t-shirts, PE bags and PE shorts, waterproofjackets and 

book bags are available from the school office.  The Friends of Greenfields Federation (FROGS) 

our parent teacher association, will provide the first book bag free of charge, and also has a range 

of ‘nearly new’ items for sale which you can view on one of your child’s visits or at the beginning of 

term. 
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Children are encouraged to wear school shorts and t-shirt for PE.  A drawstring bag can be left on 

each child's coat peg within the classroom.  Each class does PE at least once a week, and the 

children will be asked to take their PE kits home at the end of each half term to be washed.  If 

your child has long hair please ensure they come to school with their hair tied back.  

Please come and speak to either office staff or the headteacher if providing a school uniform is 

difficult and we will be happy to help. 
 

GETTING TO SCHOOL                                       

Here at Littlehaven we encourage the children to walk, cycle or ‘scooter’ to school 

and are proud that a high number of children regularly do this. There are special 

racks where the children can leave their bikes and scooters near to the school gates. 

Please note that the rack is across the school car park and children should not 

access the rack without their adult. There is a ‘Walking Bus’ between 

Northolmes Junior School and Littlehaven, for children who use the before or 

after school club based on the Northolmes school site.  

If you do have to use a car then please park sensibly and legally.  Do not park on 

the yellow zigzag lines outside the front of the school gate or on the corners of 

nearby roads. Please be considerate to our neighbours by keeping clear of their 

driveways and leave ample room for them to get in and out.  It is safer for the children 

and local residents if the area outside school is left clear. Thank you. 

 

WHAT EACH CHILD SHOULD HAVE AT THE START OF A DAY 

 Book bag with a Home-School diary and reading book (these will be given out in 

the first few days). 

 Water bottle 

 Snack for break time (clearly labelled). 

 Hooded coat. 

 

HOT OR WET WEATHER 

 In the event of very wet weather, staff will open the doors to the library area early 

usually around 8.45 a.m. so you can come into school before the bell.  You are free to 

leave your child with the member of staff on duty in the library area. It is wise for 

your child to bring a raincoat every day as we do like the children to play outside 

unless prevented by heavy rain.  Wellington boots are used if we are on the field in 

damp weather. 

If it is hot and sunny make sure your child has a suitable hat/cap (clearly named!) to use at 

playtimes and please ensure that sun cream is applied before school; teachers are not able 

to do this in school. 

 

MORNING ARRIVAL  

   At the start of the school day children line up with the rest of their class in the 

playground.  On the first few days signs indicate where each class should stand.  At 8.50 

a.m. the bell will ring and the teachers come out to collect their children.  Please ensure you 

remain with your child until this time.  While you are waiting your child can play but, for 

safety reasons please ensure there are no ball games and no scooters or cycles on the 

playground and do not allow your child to climb the trees or on the walls.  It is expected that 

children arrive on time for the start of school.  (If you are late for any reason you will need to sign 

your child in at the front office reception.) 
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WATER BOTTLES   

Don’t forget that your child needs to drink plenty of water throughout the day as it 

aids concentration and brainpower!  Please send in a ‘sports top’ bottle, which is 

clearly labelled, to keep in your child's classroom.  This will be refilled with water at 

school.   

 

SNACKS AT MORNING PLAY TIME 

We are a nut free school! Children are permitted only fresh or dried fruit, vegetables or cheese for 

morning snack.  Sweets, chocolate, biscuits, crisps and nuts are not allowed.   

Please label your child’s snack as it gets put in the box in the classroom at the start of the 

day.  TIP: Write the name on a small piece of masking tape and stick it on the snack, or put it in 

a named, disposable food bag rather than a plastic container (as the children often eat their 

snacks in the playground).  

During the afternoon all children are offered a piece of fruit or vegetable which is provided by the 

NHS to encourage ‘5 a day’. 

 

SCHOOL LUNCH  

All children in Reception, Year 1 and Year 2 can have a free hot meal (Universal 

Infant Free School Meals) or your child can bring a packed lunch to school which is 

eaten in the school hall.  The majority of our children have a hot meal.  Parents are 

asked to inform the school office staff if they will not be taking up the option of a 

hot meal.  You will have to make the choice of your child either having a hot meal 

every day or not having hot meals at all (i.e. bring a packed lunch every day). Each class has a midday 

supervisor responsible for the children during this time.  We really encourage all children to eat 

healthy lunches.  Our hot meals are nutritionally balanced and include a main course, dessert and 

drink.  If your child has a packed lunch, please make sure they have a drink in their lunch box every 

day. 

Children must not bring glass bottles or cans.  Please do not include sweets, nuts (because some 

children have nut allergies) or fizzy drinks in their lunches.   

 

If you are collecting your child after lunch (just after 1pm) please wait outside the school gates on 

Hawkesbourne Road, just until lunchtime play has finished.  Previous experience has shown us that 

the children can get very distracted by the parents’ arrival! 

 

 

ELIGIBLE FOR PUPIL PREMIUM? 

Some children whose family receives benefits may be entitled to extra funding (Pupil 

Premium/Benefits Related FSM).  This extra funding will be used to support your child’s education, 

so please apply if you think you are entitled.  Details are included in the admission pack. 

 

END OF THE DAY 

Please wait in the playground.  Class teachers will bring their classes out at 3.10 p.m.  They 

will not let a child go until they see a parent / guardian.  If you are not personally collecting 

your child please let your class teacher know which adult will be collecting them either by leaving a 

message in your child’s home-school diary or with the school office, or by telling the 

teacher/teaching assistant in the morning.   
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LATENESS 

 

Morning:  Please ensure your child is on time for school each day, as lateness 

causes disruption to their learning and to the rest of the class.  (If you are late for 

any reason you will need to sign your child in at the front office reception.) 

 

Afternoon:   Please make every effort to be prompt. If you are unavoidably delayed, don’t worry, 

your child is safe.  He/she will be taken to the school office to wait for you with a 

member of staff.  If possible please call the office. 

 

ILLNESS  

Please inform us if your child is poorly and not able to attend school.  A telephone call to 

the office must be made between 8.30 and 9.15 a.m. on every day your child is off 

unless advised otherwise by staff.  Should a child become ill at school, a parent / 

guardian will be contacted as soon as possible and every effort will be made to care and 

comfort them until they are collected.  Please remember to keep us informed of any 

changes in contact numbers. 

 

TAKING YOUR CHILD OUT OF SCHOOL ON SCHOOL DAYS 
 

Government legislation means that holidays during the school term will not be authorised. 

Any holidays taken will be marked as unauthorised and may be subject to a fixed penalty 

charge.   
Headteachers can only authorise absence from school in ‘exceptional’ circumstances.  A form, 

available from the school office, must be completed when withdrawal from learning is being 

considered.   

The local schools have agreed circumstances that absence will be approved for.  These include: 

 

 Absence to attend hospital for an appointment or treatment that cannot be organised for 

outside of school time. 

 Absence for dental treatment that cannot be organised for outside of school time. 

 Religious observation on days officially set apart by the religious body to which the parents 

belong. 

 Absence to attend external exams, such as dance or music exams. 

 Other exceptional reasons such as to attend the funeral of a member of immediate family. 

 

READING TIME 

Year 1 and Year 2 usually begin their school day with a session of reading, lasting until 

9:15 a.m.  For this the children work in small groups.  It is of great benefit to have an 

adult reading with each group, so let us know if you would be interested in helping us.  Information 

about guided reading is given in the ‘helping at home’ meetings.  Guidance is offered beforehand if 

you wish to help with reading in a class.  Reception will start this later in the year. 

 

PARENT HELPERS IN SCHOOL 

We always welcome offers of help from parents or grandparents.  This could be assisting 

with a regular classroom activity (e.g. art/craft) or a spot of gardening once a month!  

Anything that you can help with is most valuable and much appreciated.  Welcome aboard!  

You may be required to have an enhanced DBS (CRB) check.  
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MEDICATION / FIRST AID 

Qualified classroom assistants and midday supervisors administer routine first aid.  

All accidents are recorded in our accident book.  Teaching Assistants are fully 

trained by West Sussex County Council to administer prescription medicines if 

needed in school.  Please speak to a member of staff in the school office and ask 

for a ‘Medicines in School’ form.  This must be completed before staff can 

administer any medication to pupils.  

 

HEADLICE 

This is a condition which affects a lot of school children.  Please check your child’s hair 

regularly and if you do discover headlice, don’t panic! There are many remedies from the 

pharmacy that work very well.  Evidence shows that long hair is less likely to fall foul of 

headlice if it is tied back.  Please do tell your child’s teacher and parents of friends your 

child has had close contact with. 

 

 

PARENT TEACHER ASSOCIATION  

Greenfields Association (FROGS) is part of the Greenfields Federation which includes our follow-on 

school, Northolmes Junior School.  They organise events across both schools to raise funds and 

promote our federation. Whereas PTAs are limited to membership by parents, teachers and 

governors, school associations can also include friends and grandparents.  Greenfields Association is  

dedicated to organising social events and raising funds for the schools.   They have an informal 

committee, open to all, which helps the schools to offer more to their pupils than government 

funding will support.  Greenfields Association is a great place to make friends.   

If you wish to become more involved you may join the PTA committee.  Do as much or as little as you 

want – it’s up to you!  The PTA not only helps with the school’s development, it is also a great place 

to make friends.  Look out for information about meetings and please come along.  
 

 

WORKING PARTIES / PARENT FORUM 

From time to time we organise ‘working parties’ to address issues that are current to 

our school.  In the past these have included a ‘Healthy School’ and ‘School Travel’ working parties.  

If there are any issues that you think a working party could help to address, and if you would like to 

be involved, do let the headteacher know.  We hold a Parent Forum meeting once a term to which all 

parents are invited to attend or suggest an agenda item for AOB.   

 

EARRINGS 

For safety reasons it is preferred that children's ears are not pierced, but if a 

child does have pierced ears, then nothing larger than a small stud may be worn.  If 

you do allow your child to have their ears pierced then please do this during school 

holidays so that they can heal properly.  Jewellery, and particularly earrings, must 

be removed for PE.  Please contact the school office for a letter about earrings. 
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LOST PROPERTY 

Any found item will be sent to the school office.  If it is identifiable, parents will 

be contacted.  If it is not, after two months it will be given to the PTA for the 

nearly new sale.  Clearly naming all items that come with your child into school is 

really important! Forms for ordering printed labels are available in the school 

reception area, or you can buy a fabric marker at a very reasonable price from most 

shops selling stationery. 
   Fo 
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FREQUENTLY ASKED QUESTIONS 

 

May my child bring a familiar toy with them? 

Yes, but we encourage the toy to be left on the side in the classroom, where it is in sight but 

not in the way. 
 

What happens if my child has a ‘toilet accident’? 

This will be dealt with discreetly by a teaching assistant.  We have a supply of spare uniform for such 

occasions. 
 

What happens if my child becomes ill during the day? 

A member of staff will call you (or others for whom you have left contact numbers).  It is vitally 

important that these numbers are updated regularly. 
 

What happens if my child is upset when I leave them? 

Try not to worry.  The staff will take care of them and settle them down in the classroom.  You are 

always welcome to phone later to be reassured that your child has settled. 
 

When can I talk to the class teacher or headteacher? 

The best time to talk to your teacher is after school, however if there is a message you want to give 

to the teacher this can be given through the teaching assistants who are around in the mornings, or by 

writing in the Home-School Diary which is checked daily. 

To speak to the headteacher (Mrs Anderson) or assistant headteacher (Miss Woodland) ask in the 

office and they will let you know if they are available. Alternatively leave a message in the office for 

either Mrs Anderson or Miss Woodland to contact you.  

It is vitally important to us that if you have any concerns or worries that you let us know. We want the 

very best for your child and will work with you to resolve any concern that you may have. 

 I know what my child is doing and when can I see his / her work? 

 At the beginning of each term a topic plan will be sent home for you, which will fully 

explain the main topic for the term and how each subject will be brought into it. 

 At Littlehaven we have a ‘celebration of work’ afternoon each term when parents are 

invited to come in before normal pick-up time, to see their child’s work. 

 Parents’ evenings are held during the autumn and spring terms.   

 Your child’s School Annual Report is given to you at the end of the summer term. 
 

How should the Home-School Diary be used? 

These are to be used by you to record the reading books that your child is bringing home from school.  

It is helpful for the teacher if you include a comment about how your child got on with the book.  It is 

also to be used as a contact book – you can write a message to your child’s teacher if there is anything 

particular that you need to let him / her know.  The teachers or teaching assistants check each book 

daily. 
 

What if my child is lonely at school? 

Playtimes are organised with ‘Peer Mediators’ and lots of activities.  If your child is complaining of 

feeling lonely please contact his / her teacher in order that a ‘special friend’ can be found. 
 

Useful websites 

www.littlehaven.w-sussex.sch.uk  – School website 

www.ofsted.gov.uk  - Includes Littlehaven’s OFSTED report. 

www.westsussex.gov.uk  - Information on schools including term dates, libraries and leisure.  

www.education.gov.uk   – Department for Education 

http://www.littlehaven.w-sussex.sch.uk/
http://www.ofsted.gov.uk/
http://www.westsussex.gov.uk/
http://www.education.gov.uk/
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GOVERNORS 

Littlehaven Infant School is part of Greenfields Federation with Northolmes Junior School.  There is a shared 

Governing Body across both schools.   

What is a School Governor?  

Our governors come mainly from our local community and consist of three staff and two parents from across the 

Federation, a governor representing the local authority and eight governors who are co-opted on by the Governing 

Body for the skills they bring.  No governor can act on their own without the authority from the Full Governing 

Body and all governors carry equal responsibility for decisions made. 

Our governors support the schools within Greenfields Federation by:  

  contributing to developing and monitoring the strategic development plan for the Federation.  

  together with the Headteacher and Senior Leadership Team determining the vision, aims, priorities and 

policies of the Federation. 

  agreeing statutory and non-statutory targets.  

  monitoring, evaluating and reviewing the impact, progress and achievements of the Federation. 

  ensuring consistency of approach of teaching and learning within the Federation.  

  monitoring provision to ensure that the five outcomes of Every Child Matters are being met.  

  appointing the Headteacher, agreeing the staffing structure and ensuring the implementation of a range of 

personnel procedures. 

  monitoring and overseeing the schools’ budgets and securing value for money.  

  securing high levels of attendance and good and consistent standards of pupil behaviour across the Federation.  

  ensuring the health and safety of pupils and staff.  

  ensuring, together with the clerk that the statutory requirements of school governance in relation to the 

Governors Handbook are met.  

  safeguarding and ensuring the ethos of the Federation and of all the individual schools within it.   

 Who can be a school governor?   

All governors are volunteers.  You don’t have to be an education expert but effective governors have the skills to 

challenge and support Senior Leaders and time to carry out their role; making day time visits to the schools as 

well as being able to attend daytime and evening meetings and events.  To assist in their role, governors must also 

regularly undertake training provided by West Sussex County Council and other partnerships such as the National 

College for Teaching and Leadership.     

The role does not stop at governing the schools.  Governors are an active part of the school community and 

regularly attend assemblies and performances, support school fairs, help at parents’ evenings, volunteer to read 

with pupils and even get their hands dirty helping with gardening around the school grounds.    

For more information on what the role involves and skills needed to be a Governor, please see the GFGB Governor 

job description and GFGB Code of Conduct available on the school’s website. 

If you would like to express an interest in becoming a governor please contact the clerk, Heather Deacon, c/o 

Littlehaven School office.  


