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PROSPECTUS

Living to Learn

Learning to Live

West Calder High School

West Calder High School is a school to which young people of different backgrounds and with different interests and abilities are equally welcome and equally important.

West Calder Staff believe in creating a disciplined learning environment within which the rights and responsibilities of he individual are priorities.  We aim to guide pupils through a broad, balanced and relevant education in preparation for adult life and to care for the specific needs of individuals.

We have a very active pupil council through which the pupils are able to influence the decision making process of the school.

An effective prefect system also supports the younger pupils through a buddying system.

Parents are welcome to make enquiries and discuss problems with Senior Staff and Pupils Support.  Appointments can be made by telephoning 01506 871510.

We have an active School Board and excellent links with universities, colleges and local businesses.

West Calder High School was awarded the Charter Mark status in January 2006. 

This is a unique national customer service standard that recognised our work for providing an excellent customer service. 

Charter Mark also acts as a quality improvement tool; the emphasis on self-assessment encourages the school to focus upon our strengths and strive for continuous improvement. 

It gives our parent’s, carer’s and everyone else involved in West Calder High School the opportunity to have an input on how we can continue to improve our services to them, giving them greater choice, flexibility and value.

. 

We do this by setting standards and performing well in the following criteria:

· Actively engaging with customers, partners and staff 

· Being fair and accessible to everyone and promoting choice 

· Continuous development and improvement 

· Effective and imaginative use of resources 

· Contributing to improving opportunities and quality of life in the community 

It has given the school a great sense of achievement being awarded the Charter Mark. The great news has now been reported throughout West Lothian resulting in our best practices being shared with other schools going for Charter Mark.
West Calder High School

I hope you find the context of the Prospectus helpful. Facts and figures are accurate at the time of writing but are subject to change in roll, staffing and resources as the year progresses.  However I will be happy to answer any queries from parents and carers. 

Elaine Cook

Head Teacher

November 2006
This information is also available on the school website – find us at

www.westlothian.org.uk/West-Calder-HS
Customer Service Standards

When you contact the school we will strive to provide the highest professional standards of service.  We will do this by:

· Giving you a choice of appointment times that suit your needs
· Ensuring issues are dealt with in a confident manner
· Reducing the number of bullying/racial incidents and deal with any incidents immediately
· Ensuring the provision of professional well-qualified staff
· Providing a safe, stimulating learning environment for your child
We will keep you informed of any issues, developments and achievements within the school by:

· Alerting you automatically through Groupcall when your child has an unexplained absence from school
· Keeping you up to date with whole school and individual issues through phone calls, newsletter, web page
We will strive to be responsive to your needs when you contact eh school for any reason by:

· Answering the telephone within 3 rings

· Acknowledging correspondence within 3 working days and ensuring that an effective response is given

We will ain to raise the awareness of healthy eating by:

· Increasing the number of healthy meals eaten

· Being involved in the Health Promoting Schools scheme

On an annual basis, in our Standards and Quality Report, we will report on how we have kept these promises and also how we performed against targets we have set.
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School Aims

The aims of the school are linked to the 5 National Priorities.

NATIONAL PRIORITY ONE

Achievement and Attainment

· Attainment – to ensure that all pupils are able to realise their potential through the promotion and recognition of achievement and excellence

· Support for pupils – To provide effective support systems for all pupils which promote personal and social development and underpin academic achievement

· Management and Leadership – To ensure that the school’s promoted staff provide high quality leadership, management and support

NATIONAL PRIORITY TWO

Framework for Learning

· Curriculum – To ensure a broad and balanced curriculum that provides young people with the best possible learning opportunities and experiences

· Learning and Teaching – To provide the highest quality of learning and teaching experiences that enable pupils to enjoy their education and develop positive attitudes towards learning

· Resource Management – To improve the quality of learning and teaching through the effective organisation and management of the school’s resources

· Professional Development – To improve the quality of educational experiences for pupils through a programme of continuing professional development for all staff

NATIONAL PRIOPRITY THREE

Inclusion and Equality

Learning Environment – To ensure that all pupils are able to experience a calm, positive and safe learning environment that promotes good behaviour, self discipline and respect for others

Social Inclusion – To ensure that every pupil enjoys equality of access to educational opportunities, regardless of social or economic background

NATIONAL PRIORITY FOUR

Citizenship and Values

Ethos – To provide a welcoming, safe and caring environment in which each pupil is valued and supported

Partnership – To build and maintain partnerships between the school and its parental body, external support agencies and its wider community

Values and Citizenship – To prepare pupils for responsible citizenship by developing values, beliefs and attitudes compatible with living in a modern, democratic and multicultural society

NATIONAL PRIORITY FIVE

Learning for Life

To equip pupils with the foundation skills, attitudes and expectations required to prosper in a changing society and to encourage creativity and ambition

Health Promotion – To ensure good health in all pupils through strategies which promote physical and mental well-being and self esteem

The School Day

	Monday - Thursday
	

	8.40-08.50
	Registration

	8.50-9.50
	P1

	9.50-10.45
	P2

	10.45-11.00
	Break

	11.00-11.55
	P3

	11.55-12.50
	P4

	12.50-1.40
	Lunch

	1.40-2.40
	P5

	2.40-3.40
	P6

	
	

	Friday
	

	8.40-08.50
	Registration

	8.50-9.45
	P1

	9.45-10.40
	P2

	10.40-10.55
	Break

	10.55-11.50
	P3

	11.50-12.45
	P4

	PM
	Teacher’s In Service

	
	


School Calendar 2007 – 2008
School Term dates and holidays for Session 2007 – 2008 are as follows:

	Term 1
	
	
	

	
	Staff resume
	Monday
	20 August 2007

	
	Pupils resume
	Tuesday
	21 August 2007

	September holiday:
	
	Monday 
	17 September 2007

	
	Staff resume
	Tuesday
	18 September 2007

	
	Pupils resume
	Wednesday
	29 September 2007

	
	
	
	

	Mid Term:
	All break
	Friday 
	12 October 2007

	
	Staff resume
	Monday 
	22 October 2007

	
	Pupils resume
	Tuesday
	23 October 2007

	
	
	
	

	Term Ends
	
	Friday 
	21 December 2007

	
	
	
	

	
	
	
	

	Term 2
	
	
	

	All resume
	
	Monday
	7 January 2008

	
	All break
	Friday
	8 February 2008

	
	Staff resume
	Tuesday
	12 February 2008

	
	Pupils resume
	Wednesday
	13 February 2008

	
	
	
	

	Term Ends
	
	Thursday
	20 March 2008

	
	
	
	

	
	
	
	

	Good Friday
	21 March 2008
	
	

	Easter Monday
	24 March 2008
	
	

	
	
	
	

	
	
	
	

	Term 3
	
	
	

	All resume
	
	Monday 
	7 April 2008

	May Holiday
	
	Monday
	5 May 2008

	
	Staff resume
	Tuesday 
	6 May 2008

	
	Pupils resume
	Wednesday 
	7 May 2008

	Victoria Day
	
	Monday
	19 May 2008

	Term Ends
	
	Friday
	27 June 2008

	
	
	
	

	
	
	
	

	
	
	
	

	Session 2007/08
	
	
	

	
	Staff resume
	Monday 
	18 August 2008

	
	Pupils resume
	Tuesday
	19 August 2008


School Staff

Mrs E Cook   

Headteacher

Mrs D Fleming

Depute Headteacher

Mr A Russell


Depute Headteacher

Mrs W Sutherland

Depute Headteacher

Mrs S Quigley        PT Curriculum

ENGLISH DEPARTMENT

Ms S Irvine

Miss D Martin

Ms R Paterson

Mr K Shade

Mr G Tyrrell

Mrs S Waugh

Miss J Shilling

Mr Weston

MODERN LANGUAGES

Mrs J Farquhar 

Mrs A Harris

Mrs S Irvine

Mrs M Maguire

Mrs A Wallace

Miss C Welsh

Ms C Cassels

Miss E McLaughlin  PT Curriculum

MATHS DEPARTMENT

Mrs P Batty 

Mrs C Copland

Dr J  Doody

Ms R Logan

Mrs C McKillop

Mr S McKibbin

Mr J Doig

COMPUTER STUDIES

Mr A Burton

Mr B Hughes
Mrs S Wilson 

BUSINESS STUDIES

Mr P Sharp 

Ms M Maclean

Ms J Quinn

Mr G Cargill        PT Curriculum

CRAFT, DESIGN AND TECHNOLOGY

Mr K McIntosh  

Mr G Cherry
Mr P Martin

Mr C Vennall

HOME ECONOMICS

Mrs J Cronin

Ms L Forsyth

Mrs V Smith

BIOLOGY

Mr A Smith  

Mr W Chalmers

Mrs A Wren

CHEMISTRY

Mrs K Peers

Mr E Hosea

Dr J McAllister

PHYSICS 

Mrs E Forrest

Mr A Gordon

Ms J Fox

Mr D Gray
Mrs H Roy          PT Curriculum

GEOGRAPHY

Mr A Stopani 

Miss L Mackie

Miss J Reid

HISTORY

Mr D Armstrong

Miss S Herd

Mr M Santos

MODERN STUDIES

Mrs H Cargill  

Mr S Illingworth

R.M.P.S

Mrs K Alexander

Ms C Walker

PT Curriculum – Support

Mrs Fenwick

Mrs A Swistchew
Mrs L Scobie

LEARNING SUPPORT

Mrs M Robertson

Miss R Dodgson

Mr B Bowman

Mrs E Cornish
PUPIL SUPPORT MANAGER

Mr S Potter

PUPIL SUPPORT ASSISTANTS

Mrs T Ashbee

Mrs K Brown

Mrs P Sutherland

Mrs F Doyle

Mrs M Mushet

Mrs S Roy

Mrs J Gibson
FACILITIES MANAGEMENT

Mr H Rooney

Mr R Kocaba

Mr R Menzies

Mr D Gray

Mr K Forbes    PT Curriculum

ART

Mr C Cunningham

Mr A Godley

Mrs D Wishart
MUSIC

Mr J Degnan 

Mrs R Galloway 

Miss L Reid

Music Instructors

Mr A Rodden

Mr C McCart

Miss C Mason

Mr M Traynor

Mr A Farquar

PHYSICAL EDUCATION

Mrs M Godley 

Ms E Fleming

Ms S McBride

Mr B Sloan 

Mr S Mitchell

Mr D Anderson
Mr W Henderson

BUSINESS SUPPORT MANAGER

Stuart Anderson
Network Manager

Mr M Allison

SECRETARIAL STAFF

Mrs K Jessiman            Admin. Officer

Mrs S Forbes                Admin Asst

Mrs K McLaughlin         Snr.Cler.Asst.

Mrs B Fleming

Mrs M Kinsman 

Mrs E Stewart


AUXILIARY STAFF

Mrs C Baird

Mrs C Brown

LIBRARIAN

Mrs J Vennall

TECHNICIANS

Mr J Galloway
CDT

Mr S Logan
Science

Mrs I Rae
Science

Accommodation

West Calder High School was opened in 1965 to take up to 750 pupils from the Calders Area of West Lothian.

The roll, at present, is 1063.

The main building was completely refurbished eight years ago.  The refurbishment allowed for the total upgrading of all teaching areas.  This gives first rate work spaces for pupils and teachers.  Each room is ‘networked’ to allow it to be linked by computer to other rooms and to the outside world by the Internet.  After training, the pupils are able to take full advantage of the opportunities offered by the information technology revolution.

There are up-to-date Science laboratories, Craft and Technology areas, modern Home Economics facilities, Language laboratories and an excellent Music provision.

We have 6 suites of computers, 2 in Business Studies, 2 in Computer Studies, 1 in the Resource Centre and a new computer suite has been set up recently for whole school use.  Subjects are able to book and use this room for curricular use.  This room contains 20 PCs.  English and Maths use this room for SuccessMaker with their S1 classes.  The PE block has 2 large Gyms, a swimming pool and several playing fields.  A new Astro Pitch has just been completed. The PE block has just had a complete refurbishment.

A new Modern Languages block has recently been built at the rear of the school.  The block consists of 5 classrooms and a staff base.

The pupils have use of a purpose built social area.  This indoor area has been created so pupils can shelter at lunch and break times during wet weather.

The Resource Centre is a large comfortable area at the front of the school that acts as a library, quiet work area, Careers Centre and Information Technology Centre for the pupils.

The Front Entrance is designated for use by both staff and pupils and symbolises the fact that, at West Calder High School, teaching and learning is a partnership between pupils and teachers.  The Entrance Hall contains the Reception Desk for visitors.  We have lift access to all levels and facilities for wheel chair use.
The school acquired CharterMark status in January 2006.
Enrolment

Primary 7 to Secondary 1 Transfer Arrangement

1. Structure of School Provision in West Lothian Council

West Lothian Council is divided into denominational (Roman Catholic) and non-denominational primary and secondary school catchment areas.  Each home address therefore has two catchment primary schools and two catchment secondary schools.

Each secondary school catchment area is made up of a number of associated primary school catchment areas.  West Calder High School has associated primary schools, namely:

Addiewell Primary School

East Calder Primary School

Mid Calder Primary School

Parkhead Primary School

Woodmuir Primary School

Kirknewton Primary School

Non-denominational children attending primary schools associated with West Calder High School and living in the catchment area of the school would normally transfer to West Calder High School.

It is not possible to guarantee places at a secondary school for children from an associated primary school.  Secondary schools have intake limits and where the applications for admission exceed this limit, it would be necessary to apply the “Placing in schools – Guidelines” and refer all applications to the Special Sub-Committee on Pupil/Student Support.

2. P7 to S1 Transfer Arrangements

In November/December parents of P7 pupils receive a letter from the Pupil Placement Section at Lindsay House indicating the catchment area secondary schools for their home address.  The letter asks parents to confirm their transfer intentions.

The letter which also advises parents of their right to make placing requests is available from Pupil Placement Section in Lindsay House.

3. Timescale

The deadline for an application for a placing request to an alternative secondary school is 31 December.  All applications will be acknowledged within 10 working days.

Enrolment will be confirmed as soon as possible before 30 April by letter from Lindsay House.  Where a school is over-subscribed, parents will be informed as soon as possible, in writing, that it is necessary to refer the applications to the Special Sub-Committee on Pupil/Student Support with information on when the Committee will meet and when parents will hear the outcome of this meeting.

Enquiries either to the individual school or:

Pupil Placement Section

Education Services

Lindsay House

South Bridge Street

Bathgate

West Lothian  EH48 1TS

Telephone: 01506 776002

4. P7 Visit

All pupils in P7 who are enrolled for the following session are invited to spend 2 days in the school in June.  They follow the timetable they will have in August in their S1 classes.  This allows them to find out about the school, their classmates, their teachers and different kinds of work.

5. Enrolment into S2-S6

Please contact the school to arrange an appointment with the Headteacher who can advise you on the availability of suitable courses, discuss enrolment and arrange a brief tour round the school.

Uniform

The official school dress code is:

S1-4 Plain black trousers or skirt, red polo shirt, red school sweatshirt (S4 girls can also wear a plain black cardigan/jumper)
S5/6 Plain black trousers or skirt, white shirt and tie, plain black jumper or cardigan.

Official school sweatshirts and polo shirts are available at £9.50 and £8.50.  These can be ordered from the Reception desk.

This “dress code” was agreed after consultation with parents and pupils.  

The advantages of a dress code are that:  

· it avoids comparison between children’s clothing; 

· makes pupils feel part of an organisation that takes a pride in itself;  

· avoids arguments over clothing which is fashionable but not suitable for school.

Hair should not be dyed an unnatural colour such as blue, green or red.  Jewellery should be kept to a minimum.  It is easily lost and can be dangerous during physical activity.

The authority operates a scheme of provision to ensure that a pupil is sufficiently clad to take full advantage of the education provided.  Families in receipt of Income Support or Family Credit will automatically qualify for such a scheme.  Other cases will be determined according to the personal circumstances of the family.

Parents who wish to apply for assistance should complete an application form which is available from the school or Education Services, Lindsay House, Bathgate.

PE Kit

1. Footwear

Football boots (for grass pitches).  Trainers or other soft-soled sport shoes (for indoor work and all-weather pitch.).  Though it may be costly, initially, to buy both, trainers will not last long if used for outdoor work and they have to be clean if they are to be worn in the gym.

2. Socks

Long or short, for PE only.  They will get sweaty, perhaps wet and should not be kept on after PE for health reasons.

3. Vests/Shirts/Shorts etc

Athletics Vest or T-Shirt indoors

Games shirt for outdoors

Shorts

The school colours are red, black and white.

Tracksuits may be worn outdoors.  In cold weather, gloves, scarves and hats may be worn.

Pupils are required to bring PE kit even if they are not entirely fit for PE.  They remain with the class and may need clothing appropriate to the area the class is in.  Often they can still participate – even in a minor fashion.  If they can only ‘observe’, then at least they are not missing the point of the lesson.

4. Towels/Swimwear

Towels should be brought for showering after all PE lessons and swimsuits for swimming lessons.

Property

Parents are asked to help see that items such as text books and jotters are properly looked after.  In particular, all school books should be examined from time to time to see that effective use is being made of them and that they are not being misused.

Pupils will be charged for books that are lost or damaged.

A suitable bag or case is essential for carrying  books.  School books should be covered.

Healthcare

School Health Service

Throughout your child’s years at primary and secondary school, a team of specialist Health Service and Education Department staff will see him or her from time to time to make sure that he or she benefits as much as possible from all that school has to offer, and to help prepare him or her 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.

Many different services are provided.  The staff involved make every effort to work closely with parents and with others who are caring for your child, both at school and in other branches of the Health Service.  Some of the services, e.g. testing for vision, hearing or speech, are provided to all children on a routine basis to discover which children may need further tests or treatment.  Parents are not notified of these screening tests and any parent who does not want a child to be included should notify the school at the beginning of the session.  Naturally, if treatment is thought to be required, the child’s parents will be informed and consent requested.

Some of the staff concerned and the parts they play are as follows:-

The health visitor carries out regular inspections of groups of children, gives advice on health and hygiene, tests eyesight from time to time and works with the school doctor.  The attention of the doctor is drawn to any possible problems, and parents and the family doctor are informed if any further action is considered necessary.

The health visitor may be helped by a Hygiene aide or nursing auxiliary.  The health visitor also acts as an important link between home and school.

The school doctor or nurse visits the school and meets with the health visitor and with teachers to find out whether any pupils need medical attention.  In addition, the doctor reviews the medical notes of all children in Primaries 1 to 7, at secondary school and the new entrants.  The school doctor is Dr McKenzie.

Pupils can refer themselves to the school nurse.  The nurse is in the school on Monday mornings.

Parents are also asked to complete a health questionnaire about their child at these ages; and asked if they would like their child to have a full medical examination.  In addition, the doctor may ask for your consent to examine your child if his or her medical records are incomplete; or if the doctor particularly wishes to check on his or her progress.  You will be invited to be present at any medical examination, and kept informed if the school doctor wishes to see your child again, or thinks that he or she should be seen by your family doctor or a specialist.  You can, if you wish, arrange for your own family doctor to undertake the examination instead of the school doctor, but you may be charged a fee for this.  In secondary schools, the school doctor may consider if any special information should be provided for the Careers Advisory Service.

School Meals

Lunches are provided in the school dining hall.  At present, a set two-course lunch costs £1.6.  A cafeteria system is in operation with a good variety of meat dishes, vegetables, salads, filled rolls, sweet dishes, fresh fruit, milk and soft drinks all individually priced.

The food is prepared and presented with healthy eating in mind but, as there is a free selection, parents should advise children to make a balanced choice.  Pupils who bring packed lunches are also accommodated in the dining area.  Lunches should not be consumed anywhere else.

Free School Meals

Under the Education Committee’s policy, children in attendance at schools under the management of the Authority are entitled to free school meals if their parents are in receipt of Income Support from the Department of Social Security.  No other children are eligible for free school meals.

Further information and application forms can be obtained from the school or from Education Services, Lindsay House, Bathgate.

Transport

The travelling expenses to school are paid by the Education Authority in all cases where pupils who attend the district school within their catchment area lie more than two miles from the school.  Bus passes are issued 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.

Travelling expenses are also met in the case of any pupil whom the Authority requires to attend a school other than the district school – if the pupil meets the distance qualifications.  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 Authority and where there is no public transport available.

Parents are asked to establish the time of departure and picking up points of school buses.  Travelling on the buses, pupils are expected to show the same consideration for people and property that is required in school.  The Headteacher will investigate any complaint which is brought to her notice.
Pupil Support

The school operates a House system used for allocating classes and promoting positive discipline.  Each pupil will be allocated to a Tutor Group within a House.  Each Tutor Group is supported by House staff i.e. a Tutor, Pupil Support Assistant, Monitoring and Tracking Teacher and Head of House.

The Tutor is a member of teaching staff and will be the pupils first point of contact, seeing the Tutor Group for the first 10 minutes every morning.  All absence notes about your child shole be directed to the Tutor in the first instance.

Each member of the House staff have the following role:

Pupil Support

· Building up relationships with individual students to enable tehm to explore their problems and gain greater insights into them.
· Offering a listening service to students who feel that they might have a problem, and helping toward their solution.
· Being a link with outside agenicies concerned with particular students e.g. Psychological Services, Educational Welfare, Social Work, Youth Strategy etc.
· Monitoring and dealing with attendance and late coming.
· Dealing with Bullying and peer conflict.
· Necessary administration and record keeping.
· Administration of ‘Group Call’.
Monitoring and Tracking

(monitoring attainment and achievement and delivering personal and social education)

· Monitoring attainment and directly participating in target-setting with individuals and groups of pupils.

· Providing one to one interviews as part of raising attainment.

· Being a knowledgeable source of information and advice at times of subject choice.

· Offering advice to students about their life at school.

· Being available to parents and students at times during school hours and at parents’ meetings to discuss attainment issues.

· PSE development and delivering a Social Education programme for all students, which examines and encourages discussions about aspects of life e.g. Sex Education, Self Awareness, Decision Making in the ‘safe’ environment of the Tutor Group.

· Personal and curricular guidance in relation to careers.

The Monitoring & Tracking teachers review pupils’ progress.  Each pupil is interviewed by their own Monitoring & Tracking teacher at least once a year.  If there is a problem with academic progress, then the teacher will meet with them more frequently and, in most cases, will make contact with the parents or carers.  The Monitoring and Tracking teachers also teach the pupils Social Education and part of the SE course, for all years, involves self-evaluation of progress and setting targets for academic success.

Head of House has an overview of discipline of all House students.

Attendance and School Leaving Ages

The legal requirements upon parents and the measures open to the Education Authority in cases of poor attendance are as follows:

Parents are responsible for ensuring that their child attends school regularly.  In cases of unsatisfactory attendance, the Headteacher will ask an Education Welfare Officer to visit the home and discuss the problem with parents.  Where unsatisfactory attendance persists, the Headteacher, following discussion with the Education Welfare Officer and other interested parties, will decide whether the case should be referred to the local Area Attendance Advisory Panel.  This Panel has powers to carry out the statutory responsibilities of the Authority with regard to defaulting parents.  Comparatively few parents become involved in these procedures.

The pupil year is only 190 days and the assessment of work done during the school year now contributes to the final exam results.  Absences of 15 days or more in a year are likely to affect the pupil’s progress and final grades.

The school expects parents to write notes to cover all absences.

Holidays during the School Term

We ask all parents to ensure that any absence is due to genuine illness or serious family matters.  Holidays should be taken during the generous holiday periods except where a parent’s employment makes this impossible.  Teachers will always help pupils to catch up after unavoidable absences – but they cannot cope with unnecessary absences.

Requests for leave of absence should be made, in writing, to the Headteacher.

Parents are asked to understand that inquiries about an absent pupil, by phone, letter or via the Education Welfare Officer, must sometimes be made in case the pupil is absent without parental knowledge.

School Leaving Age

There are two school leaving dates:-

(1) Those whose 16th birthday falls between 1st October and 28th 

February may leave at the beginning of the Christmas holidays.

(2) Those whose 16th birthday falls between 1st March and 30th 

September may leave on 31st May.

Positive Behaviour

West Calder High School operated appositive approach to discipline.  This approach recognises that the essential purpose of school and te reason for having a behaviour code is to promote effective learning.  Ultimately, the best kind of discipline is self-discipline and this is a major goal or our approach.

The basis of our system is that it seeks to emphasise positive behaviour instead of focussing on negative behaviour.  We also emphasise that behaviour is a matter of choice and it is our task to help the students make good choices.

In achieving this, it is important that we maintain consistency in the approach taken by the staff.  We regard the involvement of parents in this process as essential.  We value good communication regarding achievement as difficulties and early involvement of parents if problems arise.

Our main aim is to promote and reward positive behaviour.  We have developed new positive postcards which will be issued to pupils ona daily basis from December 2005 onwards.  These positive postcards will then be added on to our RAPID Reward Scheme, Reward and Praise to Improve Discipline.  Pupils will achieve Bronze, Silver and Gold Certificates in our Celebrating Success Assemblies regularly throughout the year.  We hope that all pupils will achieve ‘success’ in West Calder High School.  This system is regularly reviewed. 

Organisation & Curriculum

Each school week is split into 28 periods of approximately 60 minutes.  The period allocation for first and second year is shown in the table below.  Practical subjects have a maximum of 20 pupils in class and non practical subjects are limited to 33 pupils.

1. First Year

Pupils entering the First Year from Primary School are put into register classes.  Each register class contains a maximum of 20 pupils.

All classes contain boys and girls from the different Primary Schools linked to West Calder High School.  Setting according to ability takes place in English and Mathematics but most classes are of mixed ability and all follow the same course.

Most pupils move automatically from their first-year class to its second year equivalent, although some changes will take place in English and Mathematics.


Subject



Period Allocation







S1

S2


ENGLISH



4

4


MATHEMATICS


4

4


MODERN LANGUAGES

3

3


SCIENCE



3

3


PHYSICAL EDUCATION

2

2


ART




2

1


HOME ECONOMICS


1

2


CRAFT & DESIGN


1

2


HISTORY



1

1


GEOGRAPHY



1

1


MODERN STUDIES


1

1


MUSIC




1

1


RELIGIOUS EDUCATION

2

1


SOCIAL EDUCATION

0.5

1


KEYBOARDING


0.5

0


COMPUTING



0

1

In the First and Second Year a few pupils are extracted from class by Learning Support Services staff for a maximum of three periods for more intensive work.  Support is also given by Learning Support teachers team-teaching with other staff.

2. Second Year

English, Mathematics and Modern Languages arrange pupils in classes according to their ability.

In March of the second year the subjects for third year are chosen.  Discussion of subject choice and related careers begins in January and parental participation in this is, of course, very important.

3. Third and Fourth Year

Pupils in the third and fourth years follow Standard (S) Grade Courses and the new National Qualifications (NQ) Courses with exams in May of the fourth year.

Pupils study English, Maths, a Modern Language, P.E., R.E. and Social Education.  They can then choose five other subjects from the option sheet (shown below).  The availability of courses may be affected by changes in roll, staffing or policy.

All pupils are obliged to choose one Social Subject (Column 3) and one Science Subject (Column 2 or 5).  The remaining 3 columns allow ample opportunity to choose another Science or Language, Business Subjects, Technology Subjects, Artistic Subjects etc.  Everyone is encouraged to keep their options open by choosing a balance of different subjects.

Social Education in S4 will involve the completion of a National Qualifications unit in “Work Experience”.  All S4 pupils are offered one week’s experience in a place of work.

How do NQs relate to Standard Grade qualifications?


Standard Grade


NQ Level

Level


Credit




Intermediate 2


General



Intermediate 1


Foundation



Access 3

Pupils are grouped according to ability in some subjects but there is movement between groups according to progress and pupils in Standard Grade are usually presented at two levels (e.g. Credit and General).

Personal assignments in S Grade completed and assessed in school, form about one third of the final marks and you can assist by encouraging a good effort in these assignments. 

S3 Course Planner

Pupils choose ONE subject from each column

	Col 1
	Col 2
	Col 3
	Col 4
	Col 5

	3 periods
	3 periods
	3 periods
	3 periods
	3 periods

	Art

Computing

Craft & Design

Music

P E
	Biology

Chemistry

Physics

Science

Home Econ


	Geography

History

Modern Studies

Religious Studies
	Administration

Art & Design

Computing

Geography

Graphic Comm

Music
	Accounting

Administration

Chemistry

Craft & Design

Home Econ

German

Science

Technological St




All pupils will study the following subjects


English (3/4 periods)


Physical Ed  (1 period)


Mathematics (3/4 periods)

Religious Ed (1 period)


French (3 periods)


Social Ed (1 period)
Fifth and Sixth Year

Fifth Year students will choose five subjects which can be at Higher level or Intermediate 2 or 1, depending on S4 results in each subject.  There is now only one national examining body, the Scottish Qualifications Authority, and it is responsible for all courses and certification.  It is possible that some Fifth Year students will travel to other schools or college to attend classes in a subject that would not fit into their timetable at West Calder High School.

Sixth Year students can progress from Higher to Advanced Higher in one, two or three subjects, usually in combination with the Higher or Intermediate courses.  Most S6 students will have a combination of Higher and Intermediate.  Students in S6 may be permitted to study only four subjects with the time for a fifth option being used for private study.  They can also follow flexible learning packages.  Applications for university are completed in the first term of the year.

Students are asked to submit their courses by the end of March so that the timetable can be drawn up.  Some adjustments will be made before the new timetable starts at the beginning of June and a few may be necessary after the exam results are published in August.

At the end of S4 and S5, it can be difficult to decide whether to stay on at school, go to college or seek employment.  There is, however, plenty of advice available from Guidance Staff and the Careers Adviser.  The Resource Centre contains a comprehensive careers library and the latest software packages on courses and careers.

The Sixth Year students organise our annual charity appeal.  In session 2004-2005 £???? was raised for Dreams and Wishes.  They support younger pupils in class by acting as tutors in our peer mentoring programme.  They run a Young Enterprise Company to experience the problems encountered in managing a business and help organise a poetry competition with our feeder primary schools.  Some of the Sixth Year are chosen as prefects and they take part in various duties at lunch times.  A Head Boy and Head Girl chosen from the Sixth Year are elected by their peers and there are also pupil representatives to sit on the School Board.

Reporting

Our reporting system allows us to track pupil progress from S1 to S6.  Regular reports are issued throughout the session to inform parents and pupils of attainment and effort.

In first and second year parents or carers will receive a brief settling report early in each session followed by two reports which monitor progress.  One of these reports is a full report which will give more details of pupil attainment in each subject.  These full reports are followed by a Consultation Evening.  In second year the full report will support course choice.

Reports for S3 to S6 are also issued throughout the year, however they contain more detailed information on attainment to support pupil progress.

These reports ae used by the Tracking & Monitoring team to ensure that every pupil is achieving their full potential. The Team, who carry out interviews with pupils, will agree action plans to support progress if a pupil is identified as underachieving.  These will be shared with parents or carers.

If parents or carers are concerned about their son or daughters progress at any time they are welcome to contact the school.

Homework

The purpose of homework is to reinforce the work done in class. It is set to allow pupils to practice further examples of what they have been taught and to complete work started in class.  Without the reinforcement that conscientiously completed homework provides, a pupil is less likely to succeed in his school subjects.  We believe that regular homework promotes a sensible and mature attitude to study and helps in later life.  As regular homework for all subjects, pupils should check the work they did each day to be sure that they understand it. Any difficulties they encounter should be raised as soon as possible with subject teachers.  All pupils are issued with a free homework diary to note homework.

In the first two years, homework may often be in the form of regular revision of work recently undertaken and of preparation for future lessons as well as the more formal homework exercises, which become more regular as progress is made through the school. After second year the amount and level of homework will depend on the type of course being followed.

It is important that parents support this policy and ensure, through their interest, that an appropriate amount of homework is done regularly.  If difficulties are encountered it is vital that a pupil’s Monitoring and Tracking teacher is contacted immediately for advice on this matter. Without regular homework and preparation, the chances of progress and ultimate success in study are seriously diminished.

The school library provides excellent facilities for study each evening after school. There are also homework clubs for pupils. These clubs are run by our own teaching staff.

Library

Pupils are encouraged to use the library for their leisure reading and for their more academic needs, e.g. projects or homework. The library houses a large up to date careers reference section.  Study facilities in the library can be used at any time during the day by pupils.

There are a number of areas around the school where during the day pupils can study under the supervision of teaching staff.  During the SQA exams, in common with other secondary schools, study leave is granted to senior pupils, though teaching staff are available throughout the leave to give individual help with any difficulties pupils may have encountered in their revision.

Work Experience

At some point in the school year each pupil in S4 will be given the opportunity of a work experience placement for one week.  The placement is part of a certificated course exploring the issues of employment beyond school. There are many educational advantages to the time invested in this experience.

· Development of confidence and motivation in the young person

· Early experience of some of the issues involved in finding a job

· Experience of a particular job, career or vocation.

· Contact made with local employers

· Development of communication skills e.g. telephone, report writing.

The benefits will be built on in the Senior Years when pupils will be given further opportunities of work experience, work shadowing and project assignments linked to the world of work.

Examination Presentation

At the end of Second Year, pupils are asked to select a number of courses from the many that are on offer. This is done in consultation with parents. Throughout the First and Second year, pupils have been subject to continuous assessment in their various subjects. This assessment provides departments with information, which will allow them to recommend the most suitable type of course that should be followed by the pupil in subsequent years. The type of course chosen by pupils will determine the level of exam to be sat.  However, throughout third and fourth year, there is still regular assessment by staff of a pupil’s progress as it is possible if it seems likely that a pupil may not be successful in any chosen course.  A final decision as to which exams to sit (in the pupil’s best interests), is made after the prelim examination which are held in the November of 4th Year and the January of 5th and 6th year.  

Students who fail to submit the internal assessment requirement of courses will normally be withdrawn in that year of presentation and parents advised accordingly.  Parents are advised of departmental recommendations, which can then usually be discussed with the department at a parents’ meeting.  After this consultation parents determine whether or not a pupil is presented for an examination. Parents are similarly advised about the progress of 5th and 6th year pupils. Parents concerned about their child’s progress are welcome to contact the school at any time.

Subject Certification

There is a single body responsible for the issue of all national school qualification. This body is called the Scottish Qualification Authority (SQA).  

A  SQA – Standard Grade

Standard Grade courses are available at 3 different levels (Credit, General and Foundation) in a wide range of subjects and last for 2 years.  The certificate is awarded by the Scottish Qualifications Authority. There are 7 grades of award.  This means every pupil will follow a course at a level appropriate to her or his ability.

Final results will be based on:

1. A national examination at the end of the Standard Grade course and;

2. Work done during the course. This work will be assessed by the class teacher, with guidelines and standards provided by the SQA.

B  National Qualifications

These are available at 5 levels:  Access (broadly equivalent to Foundation), Intermediate 1 (broadly equivalent to General), Intermediate 2 (broadly equivalent to Credit), Higher and Advanced Higher.  

These qualifications usually consist of 3 units, plus an exam for all levels at Intermediate 1 and above. Even if the final exam is not passed, pupils are given credit for completing the units.

All candidates will receive a Scottish Qualifications Certificate after a significant achievement. They will receive an updated SQC each year they register for exams.  This certificate lists al the units, courses and group awards achieved.

Recording Progress and Potential

Examination Certificates awarded at the conclusion of S4 cannot by themselves indicate total progress made during school.  Extra curricular experiences and activities, e.g. Work Experience and the week at College contribute to personal development and education but often go unrecorded. 

A document called the Record of Achievement has been introduced in all West Lothian Secondary and Special schools to improve this situation.

It contains an account of individual student achievements which at school and is added to throughout the programme of study.

Personal details, a statement about the school, a statement by the young person about their interests, activities and ambitions and evidence of their achievement is included.

The document, which is the responsibility of the young person and will eventually belong to them, will provide:-

· Clear and full information for interviews and discussion with employers

· Clear information for career and guidance staff

· Clear information for parents

· Recognition of achievement by the school

· Clear information for further and Higher Education

SQA Exams 2005

The School is required by law to publish the following statistics by the Scottish Executive Department.  Close examination will reveal a number of inaccuracies.  The Head Teacher will be happy to discuss statistical information with parents.

INFORMATION FOR PARENTS 2005

SECONDARY SCHOOLS
	School: West Calder High School

	Id No.: 400-5502330


Minimising Overall Absence

	
	Absence recorded (2003/2004) Average number of half days absence per pupil
	Absence recorded (2004/2005) Average number of half days absence per pupil

	Absence
	27.8
	29.8


For Information

Scottish Credit and Qualifications Framework (SQCF) Levels:
Level 7


CSYS at A-C; Advanced Higher at A-C

Level 6


Higher at A-C

Level 5


Intermediate 2 at A-C; Standard Grade at 1-2

Level 4


Intermediate 1 at A-C; Standard Grade at 3-4

Level 3


Access 3 Cluster; Standard Grade at 5-6

	Education Authority: West Lothian


Minimising Overall Absence

	
	Absence recorded (2003/2004) Average number of half days absence per pupil
	Absence recorded (2004/2005) Average number of half days absence per pupil

	Absence
	34.8
	35.4


	National Data


Minimising Overall Absence

	
	Absence recorded (2003/2004) Average number of half days absence per pupil
	Absence recorded (2004/2005) Average number of half days absence per pupil

	Absence
	37.4
	37.4


INFORMATION FOR PARENTS 2005 
SECONDARY SCHOOLS

	Education Authority: West Calder High School
	Id No.: 400-5002330


Estimated S5 January roll as a percentage of the S4 roll in September of the previous session

	2002/03
	2003/04
	2004/05

	62
	72
	60


Examination results (within Scottish Credit and Qualifications Framework)

(2004/2005 results are pre-appeal)

	Percentage of the relevant September S4 roll achieving

	By end of 

S4
	5+ @ level 3 or better
	5+ at level 4 or better
	5+ at level 5 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	97
	96
	94
	87
	87
	83
	40
	46
	40


	Percentage of the relevant September S4 roll achieving

	By end of 

S5
	1+ @ level 6 or better
	3+ at level 6 or better
	5+ at level 6 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	47
	42
	43
	26
	21
	30
	10
	7
	12


	Percentage of the relevant September S4 roll achieving

	By end of 

S6
	3+ @ level 6 or better
	5+ at level 6 or better
	1+ at level 6 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	39
	34
	28
	23
	23
	17
	16
	10
	8


INFORMATION FOR PARENTS 2005 

SECONDARY SCHOOLS

	Education Authority: West Lothian


Estimated S5 January roll as a percentage of the S4 roll in September of the previous session

	2002/03
	2003/04
	2005/06

	57
	59
	62


Examination results (within Scottish Credit and Qualifications Framework)

(2004/2005 results are pre-appeal)

	Percentage of the relevant September S4 roll achieving

	By end of 

S4
	5+ @ level 3 or better
	5+ at level 4 or better
	5+ at level 5 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	92
	94
	92
	76
	78
	77
	33
	36
	33


	Percentage of the relevant September S4 roll achieving

	By end of 

S5
	1+ @ level 6 or better
	3+ at level 6 or better
	5+ at level 6 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	36
	35
	37
	21
	20
	21
	9
	9
	8


	Percentage of the relevant September S4 roll achieving

	By end of 

S6
	1+ @ level 6 or better
	3+ at level 6 or better
	1+ at level 7 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	27
	28
	16
	16
	18
	10
	12
	12
	12


INFORMATION FOR PARENTS 2005 

SECONDARY SCHOOLS

	National Data


Estimated S5 January roll as a percentage of the S4 roll in September of the previous session

	2002/03
	2003/04
	2005/06

	64
	64
	64


Examination results (within Scottish Credit and Qualifications Framework)

(2004/2005 results are pre-appeal)

	Percentage of the relevant September S4 roll achieving

	By end of 

S4
	5+ @ level 3 or better
	5+ at level 4 or better
	5+ at level 5 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	91
	91
	90
	76
	76
	76
	34
	35
	34


	Percentage of the relevant September S4 roll achieving

	By end of 

S5
	1+ @ level 6 or better
	3+ at level 6 or better
	5+ at level 6 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	39
	38
	38
	23
	22
	22
	10
	9
	9


	Percentage of the relevant September S4 roll achieving

	By end of 

S6
	3+ @ level 6 or better
	5+ at level 6 or better
	1+ at level 7 or better

	
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05
	2002/03
	2003/04
	2004/05

	
	31
	30
	30
	20
	19
	19
	12
	12
	12


INFORMATION FOR PARENTS 2005 

SECONDARY SCHOOLS

	School: West Calder High School
	Id No.: 400 - 55002330


Leaver Destinations
Number of Pupils Leaving in School Year 2004/05 and Percentage with Destination as:

	Total Number of Leavers
	181

	Full-time Higher Education
	26

	Full-time Further Education
	15

	Training
	5

	Employment
	37

	Other Known
	12

	Not Known
	6


Budgeted Running Costs for Financial Year 2005/2006

	School Roll at September 2004
	1011

	Total School Running Costs at April 2005 (£)
	4,111,449

	Cost per Pupil
	4,067


Attendance and Absence for School Year 2004/2005

	
	Stage

	
	S1
	S2
	S3
	S4
	S5
	S1-5

	Total Number of Possible Attendances (Pupil half days)
	65,994
	66,941
	74,147
	64,353
	42,642
	31,4077

	Percentage Authorised Absences
	4.2
	4.4
	5.1
	4.5
	4.4
	4.6

	Percentage Unauthorised Absences
	2.0
	4.0
	3.3
	6.0
	4.0
	3.8


INFORMATION FOR PARENTS 2005 

SECONDARY SCHOOLS 
	Education Authority
	


Leaver Destinations

Number of Pupils Leaving in School Year 2004/05 and Percentage with Destination as:

	Total Number of Leavers
	1,987

	Full-time Higher Education
	27

	Full-time Further Education
	20

	Training
	4

	Employment
	25

	Other Known
	16

	Not Known
	7


Budgeted Running Costs for Financial Year 2005/2006

	School Roll at September 2004
	10,864

	Total School Running Costs at April 2005 (£)
	48,255,728

	Cost per Pupil
	4,442


Attendance and Absence for School Year 2004/2005

	
	Stage

	
	S1
	S2
	S3
	S4
	S5
	S1-5

	Total Number of Possible Attendances (Pupil half days)
	716,140
	744,590
	718,044
	673,115
	454,681
	3,306,570

	Percentage Authorised Absences
	5.8
	6.8
	7.4
	8.2
	6.3
	6.9

	Percentage Unauthorised Absences
	1.0
	1.4
	2.5
	3.4
	2.5
	2.1


INFORMATION FOR PARENTS 2005 

SECONDARY SCHOOLS 
	National Data
	


Leaver Destinations

Number of Pupils Leaving in School Year 2004/05 and Percentage with Destination as:

	Total Number of Leavers
	55,952

	Full-time Higher Education
	31

	Full-time Further Education
	21

	Training
	5

	Employment
	27

	Other Known
	13

	Not Known
	3


Budgeted Running Costs for Financial Year 2005/2006

	School Roll at September 2004
	318.092

	Total School Running Costs at April 2005 (£)
	1,338,190,036

	Cost per Pupil
	4,207


Attendance and Absence for School Year 2004/2005

	
	Stage

	
	S1
	S2
	S3
	S4
	S5
	S1-5

	Total Number of Possible Attendances (Pupil half days)
	22,542,277
	23,352,815
	23,186,308
	21,507,869
	15,040,117
	105,629,386

	Percentage Authorised Absences
	6.0
	7.3
	8.7
	8.8
	8.0
	7.7

	Percentage Unauthorised Absences
	1.0
	1.5
	2.1
	2.8
	2.1
	1.9


Extra Curricular Activities
School is not just a place where people study S grades, H grades and Advance Higher. Many students get for more out of school that just studying academic subjects.  West Calder has lots of activities at lunchtime, after school, in the  evenings, at weekends, o during the holidays.  It is a chance to make friends, get to 

The school believes that extra curricular activities make an important contribution to the development of the individual pupil and to the general ethos of the school.  We are fortunate in having a considerable number of staff, teaching and non-teaching, who are willing to give of their own time and talents to allow this to happen and it must be stressed that the extra curricular programme exists purely because of their willingness and enthusiasm.  The following lists many of the activities available to pupils; but since this is a constantly changing selection it is not intended to be exhaustive.

The Music Department is keen for pupils to have the opportunity for both solo and group performance and this is achieved in a variety of ways including concerts, evenings of Christmas music and musical productions.  There are two wind bands, senior and junior, both of whom have had major successes in local and national competition.

The Music Department has staged some successful productions in the last few years of “Guys and Dolls”, “Oliver”, Calamity Jane”, “South Pacific”and “Blitz”.  This involves a huge number of pupils and staff in a wide variety of activities – from set building to acting, from singing to programme selling.  Hugely successful and very enjoyable.

Debating is another lunchtime activity provided by the Modern Studies Department.  There is a History Club which is the base for a number of visits and excursions both locally and further afield.

The Resource Centre offers not only library facilities but also a careers section, a suite of computers and study materials for pupils.  All computers are linked to the Internet.  Pupils get access to the Internet after they received training.

A wide range of sporting opportunities is provided for pupils on a seasonal basis.  In the winter months, regular fixtures and tournaments are played in Football and Rugby for both boys and girls.  Swimming and cross country events also take place at this time.  In the summer months, the focus of attention will be on Athletics where we have a tradition of success in county and national events.  The swimming team are regularly first or second in the County Championships.

We have a very successful Canoe Club with close contacts with local Canoe Clubs.  Beginners are welcome.

The skiing and Snowboarding Club attracts substantial number to regular coaching sessions at Hillend.  There are also training sessions for Hockey, Rugby, Gymnastics and Golf.  Various outdoor activities are catered for, with regular excursions to Benmore Outdoor Centre.

The Duke of Edinburgh’s Award is a Programme of personal and social development with three progressive levels – Bronze, Silver and Gold.  It gives young people aged 14-24 the opportunity to gain recognition and accreditation for their achievement in four different Sections – Service, Skills, Physical Recreation and Expeditions.  (A fifth section at Gold is Residential).  Run by a small group of dedicated staff, the Award has operated in the school since 1992, with growing success.  All levels meet on Monday from 3.40 – 5 p.m. for Expedition training.

Visits and exchanges abroad are essentially curricular in that the prime purpose is to immerse pupils in a foreign language and culture but there are many fringe benefits.  Our exchanges with the very attractive towns of Issoire in France and Trier in Germany have been highly rewarding over a period of years.  The Geography Department organised a highly successful third trip to America in 2004.  The History Department are planning another trip to the Battlefields of Ypres in May.  This is always very popular with our Second and Third year pupils and has become a biennial event.

A French watersport excursion has now become a regular feature of school life in the month of May.  Pupils in second and third year are given the opportunity to participate in canoeing, sailing, windsurfing, snorkelling and a whole host of other water based pursuits in the more convivial surrounds of Les Tamaris on the French Mediterranean.

The annual Christmas parties, discos and fund-raising events should not be forgotten or taken for granted as they are an essential part of the life of the school.  The fund raising committee have organised very successful events over the last few years and the school has successfully collected large sums of money for charity.  Last year S6 pupils raised over £5000 for the Cystic Fibrosis Trust.

Parental Contact

Parents of students starting their first year at West Calder High School will be invited to a parents’ meeting before the summer in which their child starts.

For each year in the school we try to organise a parents’ meeting usually after the reports have been issued.

It is also school policy to contact parents should any problems arise relating to their child. This contact is usually made through the Guidance Staff or House Head.

Parents are also encouraged to contact the school should they wish to discuss any matter relating to their children.  Members of staff are very willing to meet parents whenever their teaching commitments allow.

School Board

The School Boards (Scotland) Act 1988 gives each primary, secondary and special school the right to elect its own School Board.

The membership of School Boards comprises parents, who will have a majority, school staff members and co-opted members chosen to represent pupils and the community.  Councillors, representatives of the Authority and Head Teachers have a right to attend Board meetings but cannot be members of the Board.

School Boards have a variety of duties and functions including communication with parents, fund raising, taking part in the appointment of senior staff of a school and arranging the use of school premises outwith normal school hours.  Boards can ask the Authority to give them certain additional responsibilities.  A booklet on School Boards and detailing the functions, membership and regulations governing School Boards is available from the Education Office.

The West Calder High School Board has operated continually since the outset and has given strong support and challenge to the school.  In recent years the Board has interacted with the school in the implementation of the five National Priorities, particularly focusing on the attainment and achievement of the pupils at all stages and abilities.  It has been concerned to support school developments in areas specified under the other national priorities including ‘health for life’, diet and exercise and the school refurbishment.

The Board is keen to develop its role in communication with parents and has consults with them regularly on various school matters.  A school Board Newsletter is issued periodically.

Please contact the parent members if you have any matters you wish to raise.  Addresses are given overleaf or drop a note into the school.  The Board has a section on the school web site and a notice board at the entrance to the school. 

Names and Addresses

Parent Members:

	Mr R Gardiner (Chair)

27 Langton Gardens

East Calder

EH53 0DZ
	Mr R Simpson

24 Raw Holdings

East Calder

EH53 0JA
	Mr James Hendrie

72 Bishops Park

Mid Calder

	Mr J Douglas

3 Rashiehill Crescent

Breich

West Calder

EH55 8JR


	Staff Members:

Mrs E Cook - Headteacher

Mr D G Armstrong

Miss C Welsh
	 

	Co-opted Members:

2 S6 Representatives


	


Complaints Procedure

At West Calder High School we want you to be confident that your children are safe, enjoy school and are achieving at their highest possible level.

We realise that sometimes things can go wrong or seem to go wrong, so we need to know when you are not happy.

Your complaints are welcome as they may help us to improve our service.

We want you to feel part of the school, to help us with the children’s education and we want to make sure that the children and you are treated fairly.

Our promise to you

· We will put you first and work with you to support your child’s education.  This includes dealing with any complaints you may have.

· We will deal with your complaint quickly and fairly.

· We will tell you what is happening with your complaint and we will do everything we can to help you.

· We will do our best to treat the information you give us in confidence.

· We will explain our decision.

· We will use complaints to review and improve the way we provide services.

· Should your complaint relate to your child’s education your child will not be affected if you make a complaint.

How do I make a complaint?

In person:  
arrange an appointment with the appropriate member of staff.

By phone:
tel. 01506 871510

By letter:
Mrs E Cook - Headteacher



West Calder High School



Limefield



Polbeth



West Calder



EH55 8QN

A booklet explaining our Complaints Procedure in more detail is available by contacting the school.

Health & Safety

Within the general policy laid down by West Lothian Council, the Education Services has prepared a series of statements of safety policies 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 all 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.

Photography

The school has a photography policy, which is in accordance with data protection and human rights legislation.

Photographs taken for security, registration or travel reasons will not be used for any other purposes.  All new S1 pupils will be photographed for school records, which are securely held.

Photography is useful in the curriculum and in the training and development of staff. It is helpful in publicising the success of the school and in promoting educational initiatives. From time to time members of the press and media are invited onto school premises to cover events celebrating the success of pupils or staff.  However, the views of parents who, for any reason, do not wish their children to appear in such photographs will be respected at all times, as will the views of the senior students, themselves, in secondary schools.

On school trips and visits, photographs taken by pupils or staff may include others in the group.  Parents should be aware of this when granting permission for a pupil to undertake an excursion.

Parents should observe restraints on video and photography at school plays and concerts and at sports events. Copyright licensing will not normally allow the video or sound recording of a performance.  Photography must also be restricted for reasons of child protection and out of respect for the rights and privacy of individuals.  For these reasons, opportunities will, instead, be arranged before or after a performance or an event whenever possible.

Class and individual or group photographs are annual school events. Parents are asked in advance whether or not they wish their children to be included in these events.  It should be noted that the commercial photographer involved retains the copyright in the photographs taken and the school, therefore, has no control over their use.
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