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Dear Parents 

Information and Consent Forms 

 
We need your permission for your child to take part in some activities at school so, rather than sending out 
lots of letters and asking you to return several slips, we have included them all here with just one form to 
return, though we would ask that you sign each section.  
 
It is important that you read the information and return the form as without your permission, your child 
will be unable to participate in some activities.  If you wish to read the full policies, please contact us or 
look on the school website. 
 
The information covers: 

 Parental responsibility 

 Educational visits 

 Attendance and punctuality 

 Behaviour policy 

 Emergency first aid  

 Food tasting 

 Films 

 Email and internet consent 

 Consent for visits 

 Use of the library 

 Consent for photographs including online learning journals and Class Dojo 
 

 
Please read the information enclosed and return the form at the back of the booklet to school as soon as 
possible and by 3rd September at the latest. 
 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

 



  

 

                                         WESTWOOD FIRST SCHOOL    
Safeguarding Children’s Welfare 

 
This school is committed to safeguarding and promoting the welfare of children and young people.  Parents can feel 
confident that careful procedures are in place to ensure that all staff and volunteers are suitable to work with 
children.  We hope that parents and children will feel free to talk about any concerns or worries which may affect 
their child or family and that they will see the school as a safe place.  Children will be taken seriously if they seek 
help from a member of staff.   
 
The designated safeguarding lead is Mrs V Woollacott and the deputies are Mrs A Johnson, Mrs K Steele and Mrs K. 
White. The nominated governor for safeguarding is Mr I Millward. If you have any concerns or need any information, 
please contact us via the school office. 

 

               

 
Parental Responsibility 

 
The school has asked for some contact details for your child and some information such as who has Parental 
Responsibility for your child.  The details you have given to us will help us to make sure that all those who are 
responsible for your child can be fully involved in their education.  This is especially important if they do not live with 
their child. 
 
Under the Data Protection Act 2018, the person whose details you have given to us has the right to be allowed to 
confirm that what you have told us is correct. We will write to all non-resident parents for whom we hold contact 
information so that we can check that the details are correct. Further information can be found in our policy for 
Non-Resident Parents which is on our school website. 
 
We would also be grateful if you could make sure that we are informed of any changes in your family, particularly if 
any Court Orders are made or changes of address, or if you have any other agencies working  with members of your 
family. We understand that some of this information may be of a sensitive and personal nature and it will be treated 
in confidence by the school.   
 
 



  

ATTENDANCE AND PUNCTUALITY 
 
The school and the Education Authority value highly good attendance and punctuality and we  
try to work with all parents to ensure that every child has the very best chance of a high quality  
education. When children have poor attendance, it concerns us because it affects their learning. 
All children should be at school, on time, every day the school is open, unless the reason for the absence is 
unavoidable. 
 
Westwood First School employ VIP Education, an Independent Education Welfare Company to work with the school 
to raise attendance and deal with welfare matters. They will communicate with you if there is an issue with which 
they can offer support. Please see the Attendance Policy for full details (on school website or a paper copy is 
available on request).  
 
School Procedures 
Registration 
The register is taken twice a day, at the start of the morning and the afternoon. School starts at 8.55am. Those 
arriving after the register has been taken but before 9.20am are recorded as late but they will get a mark. 
Registration closes at 9.20am and children arriving at school after this time are “late – after registration closes” and 
will not get a mark unless there is an acceptable reason for the lateness. 
 
Absence 
If a child is absent from school, we ask parents to: 

 Contact the school office, preferably by 9.30am on the first morning of absence, on 01538 714990 and leave 
a message or email the school on wfs.office@ttlt.org.uk to report their absence. For planned absences, 
please do this before the first day of the absence. 

 Send in a letter explaining the reason for absence when the child returns to school 

 Reply promptly to any request or inquiry concerning an absence 
 
When a child does not attend school, and no explanation has been provided, then we will contact the four 
individuals listed on the relevant contact numbers that you have provided, starting with the primary emergency 
contact.  
 
If we cannot reach any of these contacts, or we do not receive a satisfying response as to the whereabouts and 
safety of the pupil, we will immediately contact VIP Education who will send a staff member to the pupil’s home. If 
there is no response, we will contact the police.  
 
This also ensures that the parent is aware their child is not in school enabling the parent, where necessary, to 
establish that their child is safe. 
 
Schools have a duty in law to refer any absence of 10 days or more where they have been unable to make contact 
with the parent/child or have general concerns about the absence to the Education Welfare Service.  
 
Authorised absences are mornings or afternoons away from school for a good reason like illness or other 
unavoidable cause. Unauthorised absences are those which the school does not consider reasonable and for which 
no “leave” has been given. This includes:  
• parents keeping children off school unnecessarily  
• truancy before or during the school day  
• absences which have never been properly explained  
• children who arrive at school too late to get a mark  
 
Medical and Dental Appointments 
We expect parents to make medical and dental appointments for their children before or after school or during the 
school holidays whenever possible.  
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Requests for leave of absence 
Leave of absence requests, including holiday leave requests, may only be granted in exceptional circumstances.  
If a parent wishes to request leave for their child for any reason they must apply in advance and in  
writing using the leave of absence request form. Where a child does not reside with both  
parents, it is the responsibility of the parent making the request to inform the other parent.  
The school will send a reply to both parents.  
 
Penalty Notices  

 Penalty Notice for leave of absence (holiday) in term time  
Any period of unauthorised leave may result in you as a parent receiving a penalty notice fine. The head teacher will 
continue to be the only person able to authorise leave in term time, but this will apply only in exceptional 
circumstances. Any unauthorised absence will be referred by the head teacher to the EWO.  

 Penalty Notice for persistent lateness  
Previously a pupil had to achieve 20 unauthorised late marks before a penalty notice warning could be issued. This 
has now changed to 10 marks, and late marks do not have to be one after the other in order for the penalty notice 
to be issued.  

 Period of time used to measure persistent absence and lateness  
If your child has had 10 days unauthorised absence or is late 10 times over a twelve week period, you may receive a 
penalty warning notice and also potentially a fine.  
 
Pupil who has persistent unauthorised absences/lateness  
Persistent Absence is absence which is below 90%.  
On a termly basis Persistent Absence equates to: 

By the end of half-term 1 Autumn Term – 7+ sessions 
By the end of half-term 2 Autumn Term – 14+ sessions 
By the end of half-term 3 Spring Term  -  19+ sessions 
By the end of half-term 4 Spring Term   - 24+ sessions 
By the end of half-term 5 Summer Term - 31+ sessions 
By the end of half-term 6 Summer Term - 38+ sessions 

A session is equivalent to half a day in school. 
 
As part of this process the parent(s) will first be issued with a 20 day notice period, clearly advising that if 
unauthorised absence / lateness occurs in this 20 day period, a Penalty Notice may be issued. This is to allow the 
parents a further period to address their child’s irregular attendance by working with the school or other agencies. It 
is part of a scaled approach, and affords the parents an opportunity to avoid receiving a penalty notice. This is seen 
as good practice and integral to a proportionate response.  
 
Summary 
It is vital to a child’s progress that they attend school as often as possible and that they are on time. There are strong 
and proven links between pupil attendance and educational achievement. Attendance of less than 95% (equivalent 
to 9.5 days or more absence in a school year) has been shown to compromise pupil attainment. An attendance of 
90% is equivalent to missing 19 days or nearly 4 weeks from school in a year. Only 10% of pupils who are 
persistently absent from school achieve 5 A*-C grades at GCSE.  
Impact of absence:  90% attendance = 19 days off school  

85% attendance = 29 days off school (a whole half term!)  
80% attendance = 38 days off school  
70% attendance = 57 days off school (a whole term!) 

Impact of lateness: 
Over a school year –  5 minutes late every day = 3 days absent  

15 minutes late every day = 10 days absent  
30 minutes late every day = 19 days absent 

If parents have any concerns relating to attendance or lateness that they wish to discuss, they should contact the 
Headteacher in the first instance. School staff are committed to working with parents as the best way to ensure as 
high a level of attendance as possible. Equally, parents have a duty to make sure that their children attend.  



  

BEHAVIOUR POLICY 
 
We want all our children to “Be the best they can be”.  
We believe that everyone has a right to learn and to be safe at school and, as a Rights Respecting  
School, we put the United Nations Convention on the Rights of the Child (CRC) at the heart of our school’s planning, 
policies, practice and ethos.  
 
SCHOOL BEHAVIOUR PLAN  
We have a school behaviour plan that encourages children to make good decisions about their behaviour so that 
they can learn in a positive, nurturing classroom environment.  We need your support to do this. We have outlined 
below the school rules, positive rewards for appropriate behaviour and consequences for inappropriate behaviour. 
All children, including those on the Special Needs Register, are expected to follow the school rules and the rewards 
and consequence system. Please read and discuss this with your child. 
 
Rules and Expectations 
Rules:  We follow instructions 

Keep hands, feet and objects to yourself  
Speak to everyone with kindness and respect 

Expectations: We show care and respect for each other and our school 
We listen carefully to each other and wait for our turn to speak 
We walk quietly in the corridors 

We teach all the children these rules and then reinforce them through use in every lesson and praise children who 
follow the rules and demonstrate good behaviour.  
 
Rewards 
We want the children to have a sense of achievement and to understand that they receive rewards for good work 
and behaviour. We want them also to understand that achievement is a reward in itself. Rewards we give include: 
smiles, public and private praise, table/class rewards, individual merits. 
Certificates are given – bronze, silver gold and platinum – when a certain number of merits are achieved. Once 
merits have been given, they cannot be taken away. They are recorded as Dojo points on Class Dojo so that parents 
and children can see how many have been earned. 
 
Consequences   
If a child breaks a rule then a warning is given and the child has chosen the consequence of that warning. The 
consequences are as follows: 

1. Verbal warning – calm reminder 
2. Calm reminder and take 1 minute at end of lesson to reflect on behaviour  
3. Go to senior teacher and take work 
4. See headteacher (or, in her absence, deputy headteacher) 
5. See headteacher – parents informed 

 
Severe clause – If a child exhibits severe misbehaviour such as fighting, open defiance or vulgar language, the child is 
sent to the headteacher (or deputy headteacher) immediately. Consequences may include missing break times to 
discuss and reflect on behaviour. Warnings will also be recorded on Class Dojo so that parents and children can see 
them. 
Each day is a fresh start. 

               
 

Educational Visits 
 

We sometimes take the children out of school on walks around the local area or to local activities (for example, the 
library, the Nicholson Institute). Rather than send a permission slip every time, we ask that you sign the consent 
form below which will give permission for your child to go on each local visit or walk. If the visit involves transport, a 
separate letter will be sent.  

 

http://www.unicef.org.uk/rights-respecting-schools/about-the-award/introducing-united-nations-convention-rights-child/


  

Emergency First Aid 
Following changes to the guidance for the Early Years Foundation Stage, we now have to seek  
parents’ permission to administer life-saving first aid and to dial 999 in the event of an emergency.  
Several members of our staff currently hold a paediatric first aid certificate. 

_________________________________________________________________ 
Food Tasting 

During this school year the children will be taking part in food tasting and baking activities in school. Some of the 
items they make will be brought home but some will be eaten in school. Please complete the slip indicating if there 
are any foods that your child cannot eat.  

            
Films 

From time to time, as part of the curriculum, at break times or as part of a reward, the children are allowed to watch 
part or all of a film. Sometimes these may be PG (Parental Guidance) films so we are asking for your permission to 
allow your children to watch such films to avoid needing to send a permission slip each times one is watched. 

            
Responsible Use of Email and Internet 

As part of the Computing curriculum and to support their learning in other subjects, at some time during the school 
year, the children will be learning about e-mail and how to search the internet for information. Use of the internet is 
restricted so that pupils cannot access any inappropriate material. We need therefore to ask for your permission to 
allow your child to use these facilities and to reinforce to your child that they must use them as instructed by their 
teacher. 

E –mail and Internet Use  - Good Practice Rules for ICT Users 
We use the school computers and Internet connection for learning. These rules will help us to be fair to others and 
keep everyone safe. 

 I will only use websites that have been approved by my teacher. 

 I will not change or delete other people’s files.  

 I will not bring memory sticks into school without permission. 

 I will only e-mail or message people that have been approved by my teacher. 

 The messages that I send will be polite and sensible. 

 When messaging people I understand that I must not give out details about myself, such as my full  
name, address, or phone number. 

 I will never arrange to meet someone I have spoken to over the Internet. 

 I will ask permission from my teacher before opening any emails or attachments. 

 If I see anything I am unhappy or uncomfortable with I know that it is ok to tell an adult. 

 I know that the school can check and monitor the Internet sites that I visit. 

 I understand that if I deliberately break these rules, I could be stopped from using the Internet or  
computers.  

__________________________________________________________________ 
Use of the Library 

The school library now operates via a computerised system called Micro Librarian Systems where all books are 
barcoded and each child has an individual reference number. Children may borrow books using their barcode or by 
scanning their thumbprint. Individual thumbprints are used because they are quick and easy to use and they are 
good fun! Both the Information Commissioner and the Department for Education confirm that they have no data 
protection concerns as a result of using this technology in school libraries. This is because: 

 The technology uses biometric fingerprint recognition and no image of a fingerprint is ever stored.  

 The system creates a mathematical template that is your fully secure identification information, just like any 
other identity number.  

 This data is encrypted for further security and cannot be used in any other database.  

 It is not possible to recreate an image of the original scan from the data that is stored.  

 Once a child leaves school and their record is deleted from the main library database, the biometric data is 
immediately deleted. Therefore, a number is only stored for people who are actually at the school and no biometric 
records are retained for leavers. Your child may use a barcode to borrow books if they prefer. All children are 
allowed to borrow up to two books at a time. If books are lost or not returned, children or parents will need to pay 
for a replacement. 

 

 



  

WESTWOOD FIRST SCHOOL 
USE OF PHOTOS & VIDEO IMAGES OF CHILDREN 

Introduction 

The school follows the LA guidance on the use of photos and video images of children. When these 
guidelines change, the policy will be reviewed and may be updated in line with these changes. The policy will 
otherwise be reviewed every two years. 
 
Use of photos and video images 
Photographs are used in displays at school, eg of children at work and at play. They are used in the school 
prospectus, media and internet/ website, with permission from parents. 
The school uses photos/ video images for purposes such as 
1. Newspapers and magazines - school sports days, launch of a special project, opening of new facilities, school  
         concerts or plays, special achievement awards, VIP visits 
2. Television - Drama, local and national news stories 
3. School Prospectus - Such as annual prospectuses to attract prospective pupils and/or teachers   
4.       Website – to show the life of the school and the children learning and playing 
5.       Online learning journals incl. Class Dojo– to show the children learning (individually/ in classes/ groups eg for 
a science lesson) 
           
Parents are asked to give their permission for their child’s photograph/ video to be used in: 

 School displays – not to be used outside of school 

 School displays – may be used outside of school 

 Media articles – eg reports of school events in a newspaper 

 Photographs and videos of school events – school to take the pictures and to be used within school only 

 Photographs and videos of school events – school to take the pictures and may be sold to parents of 
children involved 

 Photographs and videos of school events – may be taken on the basis that they are for private retention and 
not for publication in any manner, including use on personal websites. 

 School and Talentum Learning Trust website – to show the life of the school eg. children learning and 
playing 

 Online learning journals incl. Class Dojo – if parents would like us to share the online learning journal with 
them electronically and share news/ children learning on Class Dojo/ Class Story 

The consent form also details whether or not parents are happy for their child’s name to be included with the 
photograph. Parents will need to contact the school if circumstances change.  
 
Monitoring 
The school will ensure that it is aware of which children may not be included in photographs and will ensure that it 
complies with parental requests. 
 

CODE OF CONDUCT – PHOTOGRAPHIC IMAGES 

This code of conduct specifies the manner in which Westwood First School will utilise and make available 
photographic images of pupils. 
We will: 

1. Not use photographs in any form of internal or external publication, or the internet, where we do not have 
consent or there is written objection from a parent/guardian 

2. Not use photographs of pupils in swimwear except for instructional purposes where images are needed to 
demonstrate the activity to pupils, or for display. 

3. Not reveal within the image personal details, such as pupils’ name and age, home address or telephone 
number. 

4. Only use side or rear views of pupils if requested by parents / guardians. 
Additionally 

1. At school events parents / guardians want to take photographs for their own personal use.  This is permitted 
on the understanding that they are for private retention and not for publication in any manner, including 
use on personal websites.    

2. On some occasions, the school will provide official copies of videos or photographs that parents / guardians 
can purchase.  

 



  

WESTWOOD FIRST SCHOOL 
Consent Form  for Parental Responsibility, Behaviour,  

Attendance, Educational Visits, Food Tasting, Use of Photos, Online Learning Journal,  
Email and Internet, Films  

September 2021 
 

Please complete this form and sign where indicated then return it to school so that we have a record of your 
consent. Thank you. 

 
Child’s Name………………………………….……………..……………………..Class/ Year Group……………………… 
 
Emergency First Aid 
I give permission for Westwood First School to administer life-saving first aid and to dial 999 in the event of an 
emergency. 
 
Signed……………………………………………..…………………. (Parent/Carer with Parental Responsibility)  
 
Behaviour 
I have read the discipline plan and discussed it with my child. I will work together with the school to encourage good 
behaviour and high achievement. 
 
Signed…………………………………………….…………………. (Parent/Carer with Parental Responsibility) 
 
Attendance 
I have read the section on attendance and understand that it is my responsibility to ensure that my child attends 
school every day unless they are too ill to attend. If my child is absent I will contact the school by phone on the first 
day of absence. 
 
Signed………………………………………..………………………. (Parent/Carer with Parental Responsibility) 
 
Educational Visits 
1. I give permission for my child to take part in any local/Leek activities i.e. town walks, library visits, historical 
building visits, nature activity and visits to a local school as organised by the school during this academic year.  I 
understand and accept the following conditions: 

 Dates and times of such visits will be indicated on school notice boards or website.  

 Visits involving transport will be notified by letter. 
 
2. I agree that medical and dental treatment may be given to my son/daughter if necessary, including the 
administration of a general anaesthetic and surgical operations in the case of emergency and being unable to 
contact a family member, in accordance with the recommendation of a qualified medical practitioner.  
 
3. I will ensure that the school always has an up to date telephone number where I can be contacted in cases of 
emergency, especially when urgent medical treatment may be necessary.   
 
Signed…………………………………………………………..……. (Parent/Carer with Parental Responsibility)  

 
 
 
Use of the Library 
I have read the section on the library and agree that my child can borrow books using 

a) A barcode                              b)  A thumbprint                             (Please delete any that do not apply) 
 
Signed…………………………………….……………………………(Parent/Carer with Parental Responsibility)  

 
 

Food Tasting  

 



  

Please delete as necessary 
Either:  

 My child has no food allergies and can taste any of the food he/she wishes to that we make / provide in 
school as part of our baking / food tasting activities.  

Or: 

 My child will not be able to taste ...................................................................................... 
 

 He/she has a food allergy to ………………………………………………………………….. 
 
Signed …………………………………………………………… (Parent/Carer with Parental Responsibility)               
 
 
 
Responsible E-mail and Internet Use 
Pupil’s Agreement 
I have read (or had read to me) and understood the school E-mail and Internet Use Good Practice-Rules for ICT 
Users’ document. I will use the computer system an Internet in a responsible way and obey these rules at all times. 
 
Signed………………………………………………………..…. (Parent/Carer with Parental Responsibility)               
 
Parent’s Consent for Internet Access and for Web Publication of Work 
I have read and understood the school E-mail and Internet Use Good Practice-Rules for ICT Users’ document and 
give permission for my son/daughter to access the Internet.  I understand that the school will take all reasonable 
precautions to ensure pupils cannot access inappropriate material.  I understand that the school cannot be held 
responsible for the nature or content of materials accessed through the Internet.  I agree that the school is not liable 
for any damages arising from use of the Internet facilities. I agree that, if selected, my son/daughter’s work may be 
published on the school web site.   
 
Signed………………………………….………………………… (Parent/Carer with Parental Responsibility)               
 
Photography and Video Consent Form 
The school confirms that it shall only use photographic images of your child in line with its Code of Practice and in 
order to demonstrate or promote activities relating to the school’s curricular and extra-curricular provision. 
Please tick the relevant boxes and sign below in all instances where you give your consent for photographic 
images of your child being used. Please also indicate whether you consent to your child's name being associated 
with their image. 
 

  
Agree To: Use of Image 

 
Agree To: My child being named 

In school materials aimed at 
the school community 

  

On the school and Talentum 
Learning Trust web site 
 

  

On websites linked to school 
activities/ media coverage of 
the school 

  

 
I confirm that I have read the school's Code of Practice and I agree to the terms contained within this Consent Form. 
 
Signed:………………………….…………………………………………………..… (Parent/Carer with Parental Responsibility)  
 
Date:………………………………………………… 
 
 
Online Learning Journal/ Class Dojo 



  

I confirm that I am happy to receive updates from my child’s online learning journey electronically. 
I give permission for photos of my child to be included on Class Dojo 
 
Signed:………………………….…………………………………………………..… (Parent/Carer with Parental Responsibility)  
 
Date:………………………………………………… 
 
 
 
Films 
I give permission for my child to watch PG (Parental Guidance) films, either extracts from films or the whole film. 
 
Signed:………………………….…………………………………………………..… (Parent/Carer with Parental Responsibility)  
 
Date:………………………………………………… 
 
 


