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OUR SCHOOL 

Welcome to Hollyfield Primary School! 

As the Head teacher at Hollyfield Primary School, I would like to extend you a very warm 
welcome and hope that you find the enclosed information helpful and informative.  

Starting school or coming to a new school is a very exciting time in a childôs life and at 
Hollyfield, we believe we can offer your child a caring, happy and inspiring environment in 
which to grow, learn and flourish.  

We believe that partnership with our parents/carers is vital to the emotional and educational 
well being of the children and we look forwar d to working together with you to ensure the 
best possible future for your child.  

Our talented and dedicated staff provide an exciting and broadly balanced curriculum which 
develops skills to support learning now as well as skills for the future. We liaise closely with 
our secondary feeder schools to ensure the children have every opportunity to benefit from 
our partnerships and to aid the transition to Year 7.  

Our school Governors work directly with the school to ensure that the education your child 
receives is the best it can be. We also liaise with a range of support services and together, 
we will provide a secure foundation upon which to build your childôs future success. 

If you canôt find the information you need in this prospectus, then do please contact the 
school office who will be delighted to help.  

I  look forward to working with you .  

Yours sincerely 
 

Mrs Catherine Lewis    
Head Teacher 
Hollyfield Primary School  
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The seven schools in the Learning Trust for Excellence, including Hollyfield Primary, share a 
common set of values and principles and a common purpose ï a commitment to further 
improving the learning of children across our family of schools.  By developing an ethos of 
co-operation and local democracy the Trust is inclusive, community focused and centred on 
working together to raise levels of achievement and aspirations for children, young people 
and their families.   

 
The co -operative values are:  

 
Self -Help :  Being willing to help oneself and not just rely on others to assist you.  
 
Self -Responsibility :  Being able to act or decide on your own and then handle the 
consequences. 
 
Equity :  When things are fair, reasonable and impartial.  When justice is seen to be 
done.  
 
Equality :  When everyone gets an equal share, chance or opportunity. 
 
Solidarity :  Sticking together and working as a team.  Supporting each other with 
strengths.  
 
Democracy :  A system where everyone gets a say, everyoneôs voice is heard and 
everyoneôs opinion counts.  
 

The key aims o f our Trust are to inspire excellence by : 
 
Continually striving to improve the quality of teaching and learning.  
 
Furthering aspirations amongst all members of the learning community.  
 
Harnessing resources efficiently in the interests of excellent outcomes for all.  
 
Promoting and sustaining the well being of all concerned to enable enjoyable and 
effective learning.  
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School Mission Statement  
 

At Hollyfield Primary School, we provide a safe and happy learning 
environment for all which empowers the children  to develop 
independence, positive attitudes and an awareness of their community 
and world responsibilities.  

We achieve this by providing an inspiring, challenging and stimulating 
curriculum which nurtures a passion for lifelong learning.  

 

School Vision  and Values  

Our school is a learning environment where every second counts. All staff at 
Hollyfield value the whole child and by working closely together as a team, with the 
close support of our parents/carers, governors, LTE and the local community, we can 
provide the very best education we can for all our children.  

The voice of the child is paramount. Children regularly share their views and we 
encourage leadership opportunities for our children in a variety of ways that help 
them develop self-confidence and self-worth; eco council, school council, e-safety 
council, peer mediators, monitors and buddying to name but a few.  

We aim to provide an excellent, all round education where every child is supported to 
achieve as well as ensuring we broaden their life experiences by equipping them with 
the necessary skills they will need to meet challenges they face now and those they 
will meet later in life. We regularly review our curriculum to ensure it is fit for 
purpose and meets the needs of all our children. 
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Accommodation: 

Our school building boasts: 

× 2 large Reception classrooms providing full time education for 60 Reception children and 
an outdoor learning space  

× A fully refitted and updated digital learning suite,  ipads and 3 wireless laptop trolleys 

× 2 playgrounds and a large field  

× A well resourced library  

× Attractive classrooms, 2 halls, a separate dining area, including the Hollyfield Sanctuary 
and several additional areas for focussed group work 

× The school is a two-form entry admitting 60 children each year to accommodate the 
demand for places.  

× There is private on-site childcare provision before and after school catering for the needs 
of KS1 and KS2 
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OUR SCHOOL DAY 

School Sessions 

The school day begins at 8.55am for all year groups.  Children should not arr ive at school or 
be left in the playground una ttended before 8.45am.  From 8. 45am onwards, staff unlock 
the doors and admit the children into the classroom  in Reception, KS1 staff admit the 
children from the top of the KS1 playground and Y3 enter the schoo l at the bottom of the 
KS1 playground. Doors open at 8.45am in KS2 and children in Y4, 5 and 6 enter from the 
KS2 playground. 

Class teachers are in the classrooms before the first session and at the end of the day if you 
need to see them urgently.  Where p ossible, try  to see your child's teacher at the end of the 
day, as staff are busy in the morning preparing for lessons.  

 The midday break is from 12.00 to 1.10pm for Key Stage 1  
 12.15 to 1.15pm for Key Stage 2 

The school day ends at 3.15pm for Reception and Key Stage 1 and 3.20pm for Key Stage 2.  
Please ensure that you collect your child at that time as staff have various meetings etc after 
then.  Please notify the school by phone or letter if you are unable to collect your child 
personally.  Your child will only be sent home with a person designated by you.  

Meals and Breaks 

There is a mid-morning break from 10. 15am to 10.30am for Key Stage 1. Children will be 
provided with free fruit once a day as part of the National Fruit Scheme.  There is therefore 
no need for them to bring in a snack from home.   

Key Stage 2 have a break from 10.15am to 10.30am and may bring their own frui t or buy 
fruit / toast and drinks from the kitchen staff .  

All children have access to water to drink during the school day; we onl y request that you 
provide a suitable drinking container for them to fill.  Please ensure that this container is 
clearly marked with your childôs name.   

Children may purchase a school meal or bring a packed lunch from home. We request that 
suitable containers are provided and please note that glass bottles or cans are not allowed. 
School should be notified of the choice between school meals or sandwiches and also receive 
a written request to change the arrangements with a minimum of two weeks notice.  Your  
child is credited with a school meal if absent. School meals must be paid in advance for the 
week or can be paid half termly or the full term.  

If you need further information about lunches, such as free school meals or dietary 
information, please ask at the school office. 

Many parents like to send in treats to celebrate their childôs birthday.  As we have many 
children in school with severe allergies, we ask that no homemade cakes are brought in to 
school.  Cakes purchased from shops are acceptable as staff can check the ingredients for 
suitability.
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Attendance and Absence 

There are likely to be times when your child has to be kept away from school. In most cases 
this will be because of illness which may last from one day to possibly several days. Illness 
and medical appointments are some of the reasons counting as óauthorisedô absences 
providing the school is notified. 

It is in all our interests to ensure that no child is marked down as absent without either 
school or parental permission. Please help us by telephoning the office and let us know the 
reason on the first morning of the absence and if it is likely to be prolonged.  If you do not 
contact the school we operate a text messaging service to ask for the reason your child is 
absent.  If we receive no reason for an absence it will be entered as óunauthorisedô. If we do 
not hear from you on the second day of absence, then a letter will be sent to you asking you 
to contact school. 

Leave of absence   

A 2013 amendment to The Education (Pupil Registration) (England) Regulations 2006, 
means that the Head Teacher may no longer authorise leave during term time .  Any request 
for leave of absence from school must be made in writing to the Head teacher. Please refer 
to the Attendance policy for more details.  

Children óMissing In Educationô (CMEô): 

If the school believes a child has left Hollyfield Primary but there is no record of them being 
taken on roll at another school, then th e school would refer to the CME team for advice and 
support. School would then follow the  CME current guidelines and procedures. 

Children in Y6 who have Standardised Attainment Tests (SATôs) in May are expected to be in 
school and all leave of absence requests will be refused during the week of these tests. A 
holiday absence will be marked óunauthorisedô on any such occasion. Children in Y2 will also 
have tests in May / June and Year 1 have a Phonic Screening check also in June. 

Lateness 

Punctuality is encouraged and all children should be ready to enter school at the morning 
bell.  

Regular la teness means that your child is missing out on vital teaching and 
learning opportunities.   
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PASTORAL CARE 

Pupil Behaviour 

Most of our school rules relate to safety and/or consideration for others.  Hollyfield is a 
happy school because of the emphasis on caring and mutual respect.  We are concerned not 
only for the educational progress but also for the personal and social development of your 
child.  The school tries to combine high expectations with a sympathetic approach.  When 
problems arise, we involve parents at an early stage rather than leave it until later and we 
hope you will do the same with us.    

Discipline 

Good discipline is seen as a partnership between pupils, parents and the school.  If a childôs 
behaviour in the classroom and/or playground is unacceptable, it will be noted.  The schoolôs 
behaviour policy dictates how incidents of inappropriate behaviour are handled within the 
school using rewards and sanctions and all staff follow this policy consistently.  Parents will 
be informed if behaviour does not improve and a programme (Individual Behaviour 
Programme or IBP) will be implemented to remedy the unacceptable behaviour.  This 
programme will be monitored by the school and parents.   Improvement usually follows and 
the child will come off th e programme.   

If the unacceptable behaviour continues, the school will refer the matter to Behaviour 
Support Services.  Extreme behaviour of any kind which endangers the safety of the child 
and others and disrupts the learning of the school will result in  fixed period or permanent 
exclusion. 

Personal Property                                                       

Children must not bring valuables into school. If your child is in Y5 or Y 6 and 
they walk home on their own, you may wish them to have a mobile p hone with 
them for security reasons. These should be handed into the office for safekeeping at the 
start of the day and collected at the end of the day.   The school and Governing Board will 
not be held responsible for loss or damage to personal property. 

School Dress 
School uniform is encouraged and is worn by pupils in school.  Uniform consists of a blue 
sweatshirt or cardigan bearing the school logo over a white shirt.  Grey trousers , knee length 
shorts or a skirt should be worn with sensible black shoes or boots.  Grey, white or black 
socks or tights may be worn but not blue tights. Sweatshirts and white polo shirts with the 
school logo or a plain blue sweatshirt are also acceptable.   A blue fleece with the school 
logo is also available.  Girls may wear blue checked dresses in the summer.  All-in-one 
playsuit clothing is not practical. 

All school uniform should be clearly labelled with your childôs name.  

It is expected that all children will come to the school clean and neatly dressed.  
Footwear should be sensible and practical  for a day in school.  High-heeled 
shoes are not acceptable and unsafe for playground activities. 
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For safeguarding reasons and to help minimise the potential spread of head lice we strongly 
recommend that all long hair should be ti ed back at all times and hairstyles should be 
sensible e.g. no tramlines, Mohicans or unusual colours or styles.  Hair slides, bobbles, bows 
etc. should be very small and discreet so as not to distract from learning.  

Jewellery should be kept to a minimum; only watches and small stud earrings are permitted.  
Rings, bracelets, necklaces and large earrings are not allowed in school. 

School bags should be of a reasonable size as cloakrooms are small areas. Reading book 
bags and P.E. bags will also be necessary and can be purchased from the school office. 

KS1 lost property is stored in the KS1 cloakroom and KS2 lost property is stored in the 
entrance to the KS2 playground.  At the end of each term the lost property is displayed in 
the school hall and you are invited to claim any lost items.   Any unclaimed items are recycled 
where possible.  Named items can be more easily returned to their owners.  

Money in School 

Hollyfield is a cashless school.  Children should only bring to school money that is required 
for school e.g. book club money and sponsored events or school fund. All monies should be 
placed in a sealed envelope that should be clearly labelled with your childôs name, class and 
the amount enclosed.  

ParentPay is a system we encourage all parents to use, thi s enables Hollyfield to be a 
cashless school, and you can pay for school dinners and trips, please see office staff for a 
user ID and password. 

Cheques for educational visits should be made payable to:  
Hollyfield Primary School 

KS2 children may bring in a small amount of money in order to buy fruit, toast or drinks at 
break time. 

Tuck Shop Prices:  
 
Toast - 30p 
Bottled Water - 55p 
Cuplet - 40p 
Fruit - 40p 
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Illness in School 

When children become poorly at school, parents/carers are contacted and are requested to 
collect their children from school as there is no quiet place for unwell children and no staff 
available to look after them.   

If your child has been sick at home during the night,  please keep them at home 
for 48 hours.   Children should not be at school if an illness is contagious or 
infectious, as we would wish to avoid the spread of illness within the school . 

Medical Care 

The School Nurse makes regular visits to the school for such tests as vision, hearing and 
hygiene checks.  There may also be periodic dental checks.  Appointments are made with 
the school doctor for medical examination that usually takes place during the first year at 
school.  Parents are invited to be present. 

Medicines in School 

The following are guidelines that form the basis of the school policy: 

If medication is going to be for a prolonged period e.g. children with asthma 
inhalers, the school should be informed in writing that this is the case together with 
any specific instructions written out on the Medical form (available from the school 
office). 

If medicine is to complete a course of treatment e.g. penicillin based mixture, the 
school office should be contacted and permission sought for medicine to be 

administered during school hours.  Parents/carers will be asked to complete a form which 
will include full written instructions on administration of the medicine.  

Usually doctors will prescribe antibiotics which are required three times a day. This means 
children do not  require medication during school hours. 

All medicines will be based in the office. They should be clearly named and labelled. All 
children have their inhalers in the classroom. Children with asthma inhalers take those on 
any activity which is not on the school premises. 

Accidents 

If a child is ill or has an acc ident in school your child will bring home a red accident slip.  If 
the accident involves a bump to the head or is deemed serious enough you or a named 
contact will be notified as soon as possible. 

Safeguarding and School Security 

The Governing Board has a responsibility to take such steps that are reasonable and 
necessary to ensure all pupils are properly safeguarded at all times and to provide a safe 
working environment for staff, pupils, parents and other visitors to this school.  
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The Premises and Health and Safety Committee ensure that the school is a secure working 
environment by carrying out regular safety and security reviews.  

Access to the buildings is via a coded key pad/fob  system.   Visitors should report 
to the school office and are required to sign in and wear a óVisitorôs badgeô. They 
will also be given child protection safeguarding procedures. The Designated Senior 
Lead for Child Protection is Mr Holmes. In his absence, the Head teacher, Mrs 
Catherine Lewis will deputise for him .  It is very im portant that only members of 
staff or designated adults open the door.  All pupils are taught not to  open the door in any 
circumstance.  Various measures have been taken to secure other points of access to the 
buildings. 

At Hollyfield Primary School, Staff and Governors are committed to the safety and welfare of 
all pupils and will ensure that through the robust implementation of all safeguarding policies, 
that all pupils are protected from any potential exposure to extremism and radicalisation.  

We will ensure that all our pupils, especially those with SEND will be fully supported 
academically and socially to ensure that no pupil is at risk of bullying or any other form of 
discrimination.  
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WORKING WITH PARENTS 

Parental Involvement 

Throughout this prospectus the importance of parents working in partnership with the 
schoolôs staff is emphasized. There are numerous opportunities for parents and staff to 
meet, both formally and informally e.g. parent evenings, regular class assemblies, 
workshops, coffee mornings and fund raising events, etc. Together we can really help our 
children's academic and social development. 

Parental assistance and involvement is welcomed at all times and all teachers need help at 
some time during the year.   Reception parents are regularly invited into the classroom to 
support and learn alongside their child.  We hope this partnership will continue throughout 
your childôs time at Hollyfield School.  

Homework 

Homework fosters the partnership between home and school or access material online.  It 
informs and involves parents with work their children are doing and they are able to 
reinforce new knowledge and skills.  It begins the process of developing study skills and 
helps to form initiative, perseverance and independence. 

All children are expected to do homework and the activities and time allocations vary with 
the age of the pupils.  Class teachers will send home a termly letter indicating their 
expectations for that term.  

Most homework activities support the development of literacy and nu meracy through a cross 
curricular approach. 

Children are expected to take books home from school.  In the early stages this will be for 
parents to read to children gradually developing into pupil reading both for practice and 
pleasure.  Parents can assist tremendously in the development of reading and are asked to 
listen to or read to their children for a few minutes each evening.  Parents will be expected 
to ensure that care is taken of books sent home and will be asked to replace books which 
are lost or damaged whilst at home if this is necessary.  Each child has a reading record in 
which parents and children are encouraged to update and comment on their reading 
progress. 

Children absent through illness or injury for a long period may be provided with suit able 
work on request. 

Reports 

Each year children are given a written report with details of their progress and 
achievements.  There are also various opportunities for teachers and parents to 
meet throughout the year at parents meetings.  P arents may call at any 
convenient time to discuss their childôs progress preferably by appointment.   
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Emergency Contact 

Each year parents are asked to complete a form to update with current telephone numbers 
(home and emergency). 

It is vital that parents inform the schoo l of any changes to daytime 
telephone numbers or places of work.  This ensures that you are 
contacted if your child becomes ill or has an accident that requires a visit 
to hospital. 

Your Cars 

Please note that the school car park is a private car park.  

Only staff, those working in school, deliveries, drivers who hold a current blue badge and 
official visitors to the school should bring cars or vans through the main gate on school days.  
For the safety of children, please park away from the school entrance and exit and the     
zigzag lines. 

Parking for parents/carers is available on St Chadôs Church and Pesto restaurant car parks. 

 

 

 

Hollyfield Parentsô Association (PA) 

The PA is a group of parents at Hollyfield who work hard to provide further funds for the 
school. The money raised provides extra equipment for the children which benefits everyone.  

The PA is always looking for new helpers. If you are interested please contact the school.  



~ Page 16 ~ 

POLICIES AND PROCEDURES 

Teaching Children to Take Care of Themselves 

The staff at Hollyfield are committed to protecting the children at our school and we are 
keen to support your efforts as parents to protect your children.  

At Hollyfield we teach children how they can take steps to protect themselves.  From an early 
age children have to learn basic rules about safety, for example, not to play with matches, 
not to play near the road. We take this a step further by teaching children other safety rules, 
for instance, how to cross roads safely, how to say "no" to strangers and ho w to deal with 
being bullied. 

We also work in partnership with other agencies like the Health Authority or Social Services, 
who share our commitment to protecting children. The people in these agencies can include 
health visitors, school nurses, social workers, doctors or housing officers. Our first concern is 
your child's welfare and therefore there may be occasions when we have to consult other 
agencies even before we contact you. Should this be necessary we want to reassure you 
that any concerns we have about your child will then be fully discussed with you after we 
have talked with the other agency.  

These procedures have been laid down by the Birmingham Area Child Protection Committee 
and are also the policy of the Birmingham Local Authority.   

If you wa nt to know more about this procedure please speak to the Head teacher. 

Admissions Procedure 

Starting school is an important step in the life of a child therefore we aim to try and make it 
a pleasurable and happy one. 

Up to 60 children are admitted into ou r two reception classes.  They come 
into school at the beginning of the academic year in which they become 
five.  In Key Stage One and Key Stage Two, children are divided into two 
classes per year group.  

The admissions procedures for the Reception classes  operate in 
line with the Birmingham  Local  Authorityôs Policy on priorities: 

× Children with statements of special educational needs, who have been identified as 
needing to attend schools with specific facilities to accommodate them. 

× Siblings who have brothers and sisters attending the school and who will still be in 
attendance at the time the sibling enters school.  

× Nearness of the childôs home to the school as measured by a straight line measurement 
to one fixed point in the school.   
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The Foundation Stage 

The Foundation Stage is a learning environment for children who are in the Foundation 
Stage phase of their education. Children are aged between 4 and 5 years old and attend full 
time. The Foundation Stage has its own specific curriculum guidance for all children aged 
between three and five years old.   

The childrenôs progression and development is grouped into seven areas of learning.  These 
are taught through a topic based and cross-curricular approach.  The emphasis is on 
ensuring young children receive a range of active and practical activities.   Carefully planned  
self-access tasks are also provided for children to apply their knowledge and understanding 
through play. 

 

 

 

Children attending nursery are visited by the teacher.  This provides an opportunit y for the 
teacher and your child to meet in an environment they are familiar with.  

All Foundation Stage children are invited to two  stay and play sessions prior to their start 
date. 

The parents attend a meeting with the Foundation Stage staff and discuss relevant school 
policies and issues. 

Children are admitted on a gradual, flexible and part -time basis. A full day with lunch is then 
gradually introduced for Reception children. 

Transfer Procedures 

In Year 6 both parents and children are given information and opportunities to guide their 
decision regarding choice of secondary education.  This includes information from the 
Birmingham Local Authority. Open Evenings are usually arranged for children and their 
parents by local secondary schools near the beginning of the academic year. 

Children are visited in school by representatives of secondary schools and invited to spend a 
day at their new school prior to arrival in September.  

This usually occurs near the end of their time at Hollyfield.  
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Complaints Procedure 

We expect all our pupils, staff and parents to treat each other with courtesy, care and 
mutual respect. 

Minor complaints should be dealt with by the class teacher. If you are not satisfied contact 
the Head teacher. 

Complaints may be considered at one or more of the following levels:  

× Informal  

× Formal via the School Governors 

× Formal via the Local Authority 

Complainants are advised to follow and resolve their complaints through informal 
procedures, unless there are exceptional circumstances. All complaints are investigated fully, 
fairly and carefully. Complainants are kept informed of proceedings. Any complaints received 
are recorded. 

 

 

 

 

Local Management of Schools (LMS) 

Hollyfield has, under the Local Management of Schools, a fully delegated budget. 

This means that finances can be allocated to suit our needs, within the resources we have 
available to us. 

Our budget is largely determined by the number of children attending the school.  
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CHARGES FOR SCHOOL ACTIVITIES 

Charging Policy 

The charging policy for Hollyfield Primary School is in accordance with the provisions of the 
Education Reform Act 1988 which states that it is not legal to make charges for activities 
which take place in school time but it is permissible to ask for voluntary contributions. No 
child can be excluded from a school activity because his/her parents/carers do not wish to 
contribute. 

Letters informing parents about activities will state:  

× The date and times 

× The type of activ ity and its educational purpose 

× The costs per pupil 

× The school contribution or any other funding  

× A request for voluntary contributions  

× A statement that unless sufficient voluntary contributions are received, the proposed 
activity may not take place, as there is no alternative source of funding 

Other Charges  

Parents may be required to pay for the cost of damage to school property, equipment or 
books, if this is the result of a pupil's misbehaviour or carelessness.  Parents will be asked for 
photocopy charges for any copies of policies or information they request.  Requests for the 
completion of passport applications will be declined.  

Remissions 

For further information please refer to the Charging and Remissions policy available from the 
school office. 
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PUBLIC ACCESS TO INFORMATION 

Freedom of Information  

The Freedom of Information policy states that information must be available for parents. 
Hollyfield Primary School makes such information available to parents and access to such 
information can be obtained by making a written request to the Head teacher or Chair of 
Governors at least five working days in advance of the date on which the information is 
required. 

Inspections 

After our last Ofsted Inspection (March 2017) the school was judged to be óGoodô in all 
areas: 

× The leadership team has maintained the good quality of education in the school since the  
last Inspection. 

× Outcomes have continued to improve at every phase.  
× Pupils make strong rates of progress  
× Pupils all reported that they enjoy learning and feel safe at their school.  

× Pupils learn how to excel academically and develop personally  
× Pupils immersed in learning across the curriculum 
× Teachers are not afraid to take risks and are focused on challenging their classes.  
 

Awards 

Hollyfield Primary School has also received the Quality Mark Award for the fif th time f rom the 
Basic Skills Agency as well as Investors in People and the Healthy Schools Standard. 

 

 

 


