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Welcome to Grasvenor Avenue Infant School. Our school is a lovely, 

happy school and we hope you will enjoy your time with us.  

 

Below you will find brief details about how our school runs and these 

details have been laid out alphabetically so you can refer back to them 

easily. Please do ask the headteachers if you have any further questions 

not covered here.   

 

 

During the Covid-19 pandemic there may be necessary changes to 

the information shared here, such as timetables and assemblies. 
 

 

 

Absence- Pupil 

Children must be in class for registration by 8.50am. Children arriving after this 

time will be recorded in the late book located in the school office. All absence 

reported to staff must be relayed to the school office by 8.50am and will be 

followed up by them and the Family Liaison Officer. 

 

Absence- Staff 

All staff must report their absence by 7.30am to Jessie Chakraborty or to Sarah-

Jane Ferguson on Wednesdays.  

You can call or text Jessie on 07905100287 and Sarah-Jane on 07748303858. 

You must state details of your reason for absence (which will be kept 

confidential)- “feeling ill” is not an acceptable reason.  

 

If you are already away from school please try to let us know what the situation is 

likely to be for the next day by 3.00 p.m. If we do not hear from you or a family 

member we will assume you are returning to work the following day.  

 

Please ask the office for a self-certification form if your absence extends beyond 

one day. Medical certificates from a doctor are required after the seventh day of 

absence. 

 

Back to work interviews are part of the process of returning to work. 

 

For further guidelines, please refer to the Staff Absence Policy 
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After School Club 

Runs from 3.00pm until 5.50pm and is managed by Katy Lythgoe, but other 

‘leaders’ maybe in charge on certain nights. All bookings and cancellations are 

made though the office ONLY. All payments are made through parent pay and cash 

must not be accepted by staff. From time to time staff may be asked to help cover 

staff absence to enable afterschool club to continue. Staff agreeing to take this 

overtime work should fill out a time sheet, available at the office, and they will be 

paid in the following month’s pay-slip. It may be possible to request TOIL instead 

with the agreement of the headteacher. Timesheets for After School Club should 

be signed by the manager Katy Lythgoe.  

 

Allergies 

Children and staff with specific allergies are identified by a photo with details of 

their allergies recorded on the reverse of the photo. These can be located in the 

dining room/ASC and the medical area. There is a medical file kept in each 

classroom. During class hand over at the end/ start of the year it is vitally important 

that the first aider and teacher ensure that any allergy information is properly passed 

over and the medical files are kept up to date.  

 

Assemblies 

Are held on a Friday morning at 9.00-9.30am (Whole School Praise Assembly). 

Parents attend FAB Friday at 8.45am in their child’s classroom and then move to 

the hall at 9.00am where refreshments are available. Our assemblies are fun with 

lots of cheering, drumming and sometimes dancing. We expect children to follow 

our Golden Rules and show good listening during assembly. We expect class-based  

adults to sit on the floor with their class to support the children. Each teacher should 

choose a “praise” child who has done something excellent that week. We try to 

ensure all children receive Praise during the year and teachers must keep a log of 

the children receiving Praise. 1 “Top Cat” is also chosen, usually from Year 2, as 

someone outstanding who has kept all the Golden Rules. Both a Top Cat and Praise 

cards should be filled in before the assembly and given to the Headteachers. Each 

week Year 1 and 2 should also select 1 or 2 children to be the drummers.  

Teachers should also bring the totals of their house points for each House Team. 

See below.  

 

 

 

Behaviour 

 We believe behaviour is communication. At Grasvenor we believe in second 

(and third, fourth, fifth…) chances. We keep things positive and praise based 

and deal effectively and reflectively with behaviour. We focus on keeping 
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everyone safe, looking at triggers for behaviour and identify how to move 

forward proactively. We do not label children, refuse to work with children or 

see children as their behaviour. We do not exclude pupils.  

 
All behaviour relates to the Golden Rules that are displayed in every classroom and 

are referred to regularly. House points are awarded for positive behaviour and are 

recorded in class on the House Teams board. These are added together at the end 

of the week with other classes where the top house will be awarded a trophy in 

Friday assembly. The trophy will display the ribbons of that team and lives in the 

Headteacher’s windowsill for all to see. 

Golden minutes are ‘lost’ for not following the Golden Rules and are recorded 

discreetly in class. Usually one golden minute is taken for each Golden Rule broken 

but staff have the option to take more minutes for more serious offences. This will 

be discussed from time to time in staff meetings to ensure we have consistency 

across the classes. At Grasvenor we do not believe in publicly shaming children. 

The lost minute laminated sheet should be kept inside the teacher cupboard and any 

conversations around lost minutes should be discussed discreetly with the child and 

the reason for lost minutes should be recorded on the sheet. Children have the 

chance to earn back lost minutes by changing their behaviour following the 

incident. The maximum last minutes that can be taken is 15 in normal 

circumstances. For serious/ repeating offences this can be overridden, after 

discussion with Headteachers/ FLO. In this case it would be expected that the pupil 

is doing some other activity during Golden Time to support their behaviour 

management and understanding of the Golden Rules.  

 

Some children with more challenging behaviour or SEND may need a different 

approach or a more visual support regarding their minutes. This will be actioned on 

a case by case basis but will still loosely follow the Golden Rules/ minutes. 

 

 Golden time is held on a Friday afternoon and those children that have “lost” 

Golden minutes for not following the golden rules will miss some of their golden 

time activity. They will spend this time with the FLO discussing why they lost their 

minutes and what they should do to change their behaviour next week. Children 

repeatedly missing Golden Time should have further follow up actions, such as, 

investigating the route cause of behaviour further, observation by SENDCO/FLO, 

behaviour plans, safeguarding considerations, meeting with parents, sent to 

Headteacher- as deemed appropriate.  

 

Each week starts fresh- no lost minutes are carried over.  
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Break time 

Daily for years one and two only, Reception continue their play based learning in 

the reception garden. Break time is 10.30-10.45 and all staff are responsible for 

checking the staff rota in their class for their duty times. 

 

Breakfast Club 

Available daily from  7.30am to 8.45am details of charges are on the website. 

This is also managed by Katy Lythgoe. 

 
Briefing 

Is held for all staff at 8.30 am on a Tuesday and is held in Ladybirds classroom. 

It is the responsibility of all staff to ensure they have read the briefing book 

weekly located in the main office. 
 

Car Parking 

There is no staff car park however there is free parking in the residential streets 

around the school. Please be respectful of our neighbours and consider all green 

travel options. Our school operates a voluntary one way system to arrive at our 

school when driving as shown in the Green Travel Plan. Please remember that no 

parking signs are in front of the school informing everyone when not to park on  the 

zig zags . Any cars parked there during restricted periods must be reported to the 

caretaker who will ask them to move on. 

 

Caretaker 

Mark Rich is our school caretaker. If the children’s safety is in danger Mark should 

be called immediately and a member of the safeguarding team should be informed. 

 If you need any jobs doing then you may request help from Mark. Jobs will be 

prioritised and completed as soon as possible.  All jobs must be requested in the 

caretakers book located in the main office. 

 

Classrooms 

Classrooms are  the responsibility of the whole team and must be set up at the end 

of the school day ready for the children to learn as soon as they enter the classroom 

in the morning. Please see appendix 2 for basic expectations.  

 

 

Class trips 

These are actively encouraged as part of a varied curriculum but should where 

possible be planned well in advance to ensure that adequate notice is given to 

parents. It is a requirement of the LAB that a risk assessment be completed in 

advance of the visit using our online system EVOLVE.  

TFL bookings MUST be booked at least 14 days in advance. 



 

6 

Packed lunches MUST be booked 14 days in advance. These can be done via the 

main office. 

  

If classes are organising outings, it is their responsibility to inform all parents and 

carers of the nature of the trip by letter and/or text. Text is suitable only for local 

areas trips for which we have ongoing permission as part of our admissions process.  

Visits should be arranged with the School’s Charging and Visits Policy in mind. 

If there is an issue about payments please consult Jessie/Sarah Jane. Please see the 

whole school curriculum plan for trips which should take place annually to 

support learning.  

 

All monies will be collected via parent pay as the school operates a cashless 

system. 

 

Teachers are responsible for making their own arrangements to ensure there will 

be adequate supervision (please use LA guidelines for ratios). Please refer to 

section on Parental Help. If you are unsure about the allocation of adults, check 

with Jessie/Sarah Jane. School uniform must be worn for all outings unless 

otherwise agreed, for example residential trips. 

 

All adults and children must be signed out in the school office as off site and 

signed back in on return. This includes local park trips.  

 

Complaints 

There is a complaints policy on the school website which has clear procedural 

steps. 

 

Damaged Items 

Any damaged items or defects seen on school premises must be reported  to 

the school caretaker immediately. 
 

Diary 

All information relating to school dates/activities/training/visits etc must be 

detailed in the school diary and calendar which is held in the school office. A 

weekly planner is also on display in the main office. 
 

Displays 

Teachers are responsible for the displays inside their classrooms and these should 

reflect the learning environment and should be updated half termly in most cases. 

Corridor displays should reflect current learning and again should be informative 

and changed regularly. Please see the ‘basic expectations’ in appendix 2 
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Door safety 

The gate to the school has a security magnet and can be operated by using an 

individually allocated staff fob to open it.  The main gate is open from 7.30am until 

8.50am for dropping children to school and is then closed until 2.45pm for parents 

to access the playground for collection of children. Children are not to be given 

access to these fobs at any time. The main door to the reception area and the 

children’s playground entrance are also operated using a fob.  

 

E Mail 

All staff will be allocated a school e mail address to be used for all work related 

communication . It is the responsibility of staff to check their e mails daily.  

 

Family Liaison Officer (FLO) 

Supports children and families within the school community. Families can be 

referred to the FLO at any time for support or advice. FLO is also responsible 

for attendance, behaviour and concerns about pupils in the school. 
 

Friends Of Grasvenor (FOG) 

The FOG team work very hard to raise additional funds for the school. There are 

regular events in the diary organised by FOG. Any members of staff who can help 

in any way would be greatly appreciated. Regular events include movie nights, 

storytelling nights, Christmas Fayre and Strawberry Fayre.  

 

Fire Drill 

Exits for Fire Drill are clearly marked in each classroom and other parts of the 

school. Registers and visitors book will be brought to the assembly point by a 

member of the office staff. One adult should head count the children immediately 

whilst the register is being taken so we are alerted to missing pupils as soon as 

possible. Please call your register as soon as your class has assembled and report 

any absences immediately.  Practices take place once a term, without warning, so 

please remind or brief your class on procedures on the first day of term. 

 

Fire Marshals 

There are currently four fire marshals identifiable on posters throughout the 

school. It is their responsibility to ensure that the buildings are vacated. 

 

First Aid incidents 

Are recorded on Smart log. Head bumps however minor require a text message to 

be sent to the parents or carers, class team must be informed. Parents/carers will be 

handed a red slip at the end of the school day informing them of the accident.  

 Accidents that result in a hospital visit must be recorded on a RIDDOR which is 

completed by the headteachers.  
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First Aid Staff 

All first aid trained staff are identifiable by their photos which are displayed on the 

school office staff board. 

First aid training is organised by the school office for the designated staff members 

and copies of first aid certificates are kept on file. First Aid is covered on a rota 

basis. 

 

Fobs 

Fobs must be worn at all times by staff members. Staff must remember to activate 

their fob on arrival at school in order for the office to know that they are on site. 

Any fob lost or mislaid MUST be reported to the caretaker immediately. 

 

 

Green Travel 

We actively encourage our children to walk, scoot or cycle to school. There are 

bike and scooter parks available in the school for children to park their vehicles. 

 

Health and Safety 

Please refer to policy on website. 

 

Holidays 

Term time holidays are at the discretion of the Headteachers. It is unlikely that 

holidays requested during term time will be agreed.  

 
House Teams 

Each child is allocated to one of four houses upon entry to the school and remains 

in that house during their time at the school. Late entrants should be placed in the 

house with the fewest number of children within the class but must be put in same 

house as siblings. The houses are Balmoral (blue), Holyrood (red), Windsor (green)  

and Sandringham (yellow) 

 

 
Inset Days 

 

These are stated on the schools calendar which can be located on the website 

and are compulsory to attend as part of your contracted hours unless specified 

otherwise. 
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I pads 

If you have any technical problems please inform the IT support (Platinum) who 

are in school bi weekly on a Tuesday. Please record technical support requests on 

their website. 

I pads must be locked in the i pad trolley at the end of the school day 

Children must not be left with i pads unsupervised at any time. 

 

Junior Leadership Team (JLT) 

Are elected by house teams on a half termly basis and are responsible for supporting 

SLT in developing  polices and ideas in the school. 

 

Late pick up 
Any child who has not been collected at the end of the school day is taken to ASC. 

The class-teacher needs to make sure that contact is made with the parents/carers 

and be notified when the child is collected. If the class-teacher cannot stay at school 

they must ensure that another member of staff takes responsibility. Children whose 

parents cannot be contacted by 5.30pm and arrangements have not been made to 

pick them up must inform a member of the SLT. They will contact Social Services 

/police if needed. 

 

Library 

A timetable will be made available for classes to visit the library as part of the 

curriculum. Class teachers need to organise any books that the children borrow 

during this time. Please make sure that the library is tidy at the end of your session. 

Currently the library sessions are run by FOG and children take a book home 

weekly.  

 

Lost Property 

This is located in the office area and will be emptied and disposed of termly. 

 

Lunchtime 

12.00-1.00 

Staff are on a duty rota at lunchtime either in the playground, one to one or 

medical zone. Support staff are entitled to half an hour for lunch break. 

Teaching staff are entitled to an hour for lunch break. 

 
Mealtime Supervisors (MTS) 

MTS will be managed by the Headteachers. There will be a rota of duties given 

each term. They are responsible for dealing with minor injuries during the lunch 

hour, as well as supervising children.  
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Children should seek help from the mealtime supervisors for the treatment of minor 

ailments during the lunch break.  

 

Medical Visits during school time Pupil 

If a child has an appointment during school time it is essential that: 

 

There is evidence in the form of an appointment time/letter shown to the school 

office. 

 

The child must be collected from school and signed out by the office. 

 

No child must be allowed to leave the building unaccompanied. 

 

 

Medical Appointments Staff during school time 

These must be requested via a staff leave of absence form which is available from 

the Headteachers office. 

This must be signed by a Headteacher who will make the decision on whether the 

absence will be agreed and if it is paid or unpaid. 

Evidence of appointments must be submitted and will be kept confidentially on 

your staff file. 

 

Medical matters 

If a teacher is concerned about a child’s hearing, vision or other medical matter, 

please complete a concern form and give to a member of the safeguarding team. 

They will liaise with the School Nurse who will follow up these points during her 

routine visits to the school.  

 

Inhalers for asthma sufferers are kept in the child’s classroom in a named zip lock 

bag with a signed form from parents/carers regarding permission. 

 

Each class has their own first aid bag in their classroom for trips and are responsible 

for keeping it updated with supplies. 

 

A photo of children who are known to have severe allergies and conditions are 

displayed in the canteen, with parental consent forms kept in a locked filing cabinet 

in the Office. Details of allergies or needs are on the reverse of the photo. 

 

Mobile phones 

There are designated areas for mobile phone use. Mobile phones must not be 

used in any other area. If you need to be contactable during the school day 

then the schools’s number is the number to use. Mobile phones must not be 
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carried in pockets- they should be kept shut away in the classroom cupboard 

or locker whilst with pupils.  
 

Monitoring  

A monitoring timetable for each member of staff will be put onto the whole school 

calendar. It is your responsibility to look at this regularly to know when 

observations, pupil progress meetings are taking place.  

 

Planning and developmental marking of children’s work will be carried out by the 

Senior Leadership Team termly, alongside the pupil progress meetings. Book 

scrutinies will be carried out by SLT meetings. 

 

Teaching is monitored by the Headship Team. All teachers will be observed in a 

range of subjects/priorities throughout the school year. From time to time teachers 

may be observed by a member of the leadership team and the school’s learning 

network inspector or other professionals. 

 

All planning should be loaded onto Google Docs weekly and will be periodically 

checked by SLT.  

 

 

Open days 

Open days are run during October and November each year. In addition we 

have a new parents information meeting before the summer holiday. 1:1 tours 

are also organized as required.  

 
Ordering of Stock 

A supply of core items is kept in the school office, further stock required 

must be confirmed with the Headteachers before a request is made to the 

school office for a z order to be made.  

 

Teachers usually receive a resources allowance from FOG (£100) and this 

can be spent without checking with the Headteacher on resources needed for 

their class. A z-order should be completed by the teacher and the office 

manager should be asked to raise an invoice for FOG. Any other FOG 

spending must be directed by the Headteachers after identifying resources 

needs with staff.  
 

Parental Help 

We welcome parental help in the classroom and on school trips. Parents may not 

be left unsupervised with children at any time or perform any toilet or changing 

duties, in line with our Safeguarding policy. 
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Professional Development opportunities 

In house and external developmental opportunities are available to all staff in 

order to support their roles in school. Courses are available through BPSI. 

Training needs are identified by Headteachers during observations and 

professional development meetings but staff may also keep an eye on the BPSI 

training and request attendance at courses they identify as helpful for their 

own development. Staff should ensure their course record is kept up to date 

by giving the information of any training undertaken to Jenny.  
 

 

Photocopying 

Must be ESSENTIAL and kept to the minimum. Please check with the 

Headteachers if you are unclear. We keep colour copies to an absolute minimum- 

please ask SLT first.  

 

Pigeonholes/Message Board 

There are pigeonholes in the office  where messages, information etc can be given 

to members of staff.  

A timetable of events is updated weekly in the office by Jenny. All members of 

staff are asked to let Jenny have information about forthcoming events as soon as 

the details are known. Please use the whiteboard in the Staff Room to keep 

colleagues informed of any arrangements on a day-to-day basis. The staff whatsapp 

is also used for communication.  

 

Play-ground Buddies 
Playground buddies are chosen from years one and two to support play and 

friendships and are identifiable by a green buddy badge. 

 

Play-ground Duties  

Rota’s will be given at the beginning of the year and are available in all the 

classrooms for staff to follow. If you are out on a course or trip then it is your 

responsibility to ensure that you have swapped your duty. 

 

It is important that the teacher on duty arrives in the playground promptly and 

supervises the children closely, maintaining a good standard of behaviour.  

The end of lunchtime playtime is signaled by the ringing of the school bell and all 

children return to their respective classrooms. To avoid upset the bell is rung by 

adults only at break times.  
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Children in classrooms during playtime 

Because it is vital that children are properly supervised at all times, they must not 

be left in classrooms for any reason during playtimes or dinner breaks unless 

accompanied by an adult. 

 

 

Policies 

During INSET, key policies will be shared with staff. All key policies are available 

on the school website and it is the responsibility of individual staff to read all of 

these policies. 

 

Record-Keeping and Assessment 

Assessments are recorded on Routemap after meeting with the teachers.  

 

Reports 

Reports are written during the Summer term. Deadlines for completion are set and 

reports distributed several days before the end of term so that parents have the 

opportunity to discuss any matters that arise. 

 

Registers  

Class Registers are to be marked at the beginning of both the morning and the 

afternoon sessions on INTEGRIS. Please mark any absent pupils as N. The office 

staff will contact parents and update with other relevant codes. Registers must be 

with the school office by 9.00am. 

Afternoon registers must be with the office by 1.05pm. 

 

 

School Office 

The school  office is manned from 8.30am until 4.00pm by our Office administrator 

Jenny de Naeyer. If you would like a letter or other item to be typed in advance of 

a special event please ask in very good time – it may not be possible to do something 

at short notice.  

 

Maurice North is our School Business Manager. He works Tuesday and 

Wednesday. 

 

 

SEND Folders 

 The SEN/Inclusion Folder in each class holds all previous and current IEPs and 

information about SEN children in a class. Please ensure that all staff in that class 

are familiar with the information and work together to implement the plans in class. 

Please ensure these plans are kept up to date.  

 



 

14 

 

Site Security 

School is open between 7.30 and 5.15 with the exception of the New Build which 

is open until the ASC leaders lock up when the last child leaves. ASC is available 

until 5.50pm.  

 

The school has CCTV system in place which records outside of school hours. If 

you need access to school outside of school hours you should not attempt to enter 

school but instead contact the caretaker or headteacher. 

 

Senior Leadership Team (SLT) 

Jessie Chakraborty and Sarah-Jane Ferguson are the school’s co-

Headteachers. Jessie does not work on Wednesdays and Sarah-Jane does not 

work on Mondays. Jessie’s focus area is the infant school and Sarah-Jane’s 

focus is the Grasvenor Project but both work in both areas as required and 

both have oversight of staff management.  

 

Jessie- Accounting officer, curriculum, teaching and learning, Attends LAB 

and Finance, Deputy DSL 

SJ- DSL, acting SENDCO, Grasvenor Project, attends Trsut 
 

Special Educational Needs (SEND) 

Sarah-Jane is the acting SENDCO for the school and is responsible for children 

with Statements and is available on request. 

Any concerns or questions should be directed in the first instance to the 

safeguarding team who will arrange for the SENDCO to meet with you if and when 

necessary. SEND files relating to children in a class are kept locked in the SENDCo 

filing cabinet and are also kept digitally on the school’s Google Docs.  

 

Lorraine Cody (Family Liaison Officer) leads vulnerable families and EHA 

(Early Help Assessments). 

 

Staffroom 

Please keep this room tidy. Every member of staff is responsible for ensuring that 

the kitchen area is clean and tidy at all times by being responsible for their own 

washing up and putting things away. Please load anything into the dishwasher and 

this will be turned on by ASC. 

 

Staff Dress Code 

We have a smart-casual approach to staff dress and expect that the staff are 

presentable but suitably dressed for the context of working with young children, 

remembering our ethos of outside and creative learning. Jeans are permitted but 
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these should not be ripped jeans. It is not appropriate to wear offensive slogans or 

low cut/ midriff showing tops. Similarly leggings should only be worn if covered 

by a long top as they are often unfortunately see-through. SLT may be consulted to 

clarify this further if needed. Staff should wear appropriate clothes when teaching 

PE and may wear this outfit all day on PE days.  

 

 

 

Teacher meetings 

These take place once a week after school. At present this is on a Tuesday but 

the day may be rearranged in the future with good notice. Teacher meeting 

usually runs from 3.15- 4.30 but occasionally runs to 5pm if necessary.  

 

 

Time of In Lieu 

Additional hours worked resulting in TOIL must be agreed with the 

Headteachers. It is preferable to use this TOIL as soon as possible to avoid 

accumulating large numbers of days off.   
 

Uniform 

The uniform that the children are expected to wear is outlined on the website. Please 

try to ensure that the children are wearing the correct uniform at all times. This 

includes appropriate footwear for school, fashion sandals or colourful trainers are 

not acceptable footwear. 

 

 

Wet Play 

In the event of wet weather the children will remain in their classrooms for 

playtimes/lunchtime. Sometimes wet play will take place in the hall. Wet play will 

be decided by the staff on break duty and the MTSs at lunchtime.  

 

 

Whistle Blowing Policy 

The Whistle Blowing Policy is available on the website.  
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Appendix 
 

Appendix 1:  
Staff roles you many need to know: 

Headteachers (Interim): Sarah-Jane Ferguson and Jessie Chakraborty 

SENDco: Sarah-Jane Ferguson 

Family Liais Officer: Lorraine Cody 

Office Manager: Jenny de Naeyer 
School Business Manager: Maurice North 

 

Please see the staff photo board in the office for all staff, LAB and Trust. 
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Appendix 2: 

 
Basic Expectations 
Please complete showing what you believe to be the basic expectation for each subheading. We have 

included some examples, please continue and add more... 

Classroom 

Organisation 

• Well resourced and engaging role play area linked to your topic- regularly 

updated and changed. 

• Clearly displayed ‘book of the week’ which learning is linked to. 

• Clearly displayed and accessible timetable, lesson plans for the current 

week and shared with supporting staff.  

• Clear and tidy sides 

Morning Activities • Minimum of 3 activities/ whole class learning.  

• During week cover  key skills for Maths and Phonics sounds/digraph/tricky 

words. The other two to be linked to either maths/literacy. 

Lesson Plans and 

delivery  

• Very clear end point- what do you want them to know? 

• Activities to be used to support LO not LO planned for activity 

• Mental starter/brain warm up 

• Clear plenary 

• Clear differentiation supporting all learners including EAL/SEND  

• Use of clozed procedures, task planner.  

• Key vocabulary/Word Mats/ Sound Mats - if we’re giving key words, needs 

to be clearly noted that they used a word/sound mat. 

• Phonics and sounds cards should be out and there to support- eg Phonics 

formations  

• Malliables must be available in all maths lessons 

• Access to and encouraged use of mathematical tools and equipment. 

• Phonics - stretch, robot arms, fingers (sausages and beans) 

• All lesson plans to be saved on Google Drive  

Displays • Changed half termly  

• Clear title and blurb 

• Limited use of templates unless necessary for learning outcome 

• Named work 

• Interactive questions  

End of the day set 

up 

• All sides clear and classroom tidy 

• Morning activities set up - depending on staff or if classrooms are not being 

used for clubs.  
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